
Planning and Holding Meetings
Think about all the different kinds of meetings you have been to or heard about. These mightinclude:· a management committee meeting· a public meeting· an Annual General Meeting· an informal discussionThese are held for very different purposes and would therefore be managed in different ways. Howa meeting is run changes the way people speak to each other (formally or informally) or the way thatmeetings are recorded (jotted notes or formal minutes).
1: The management committee meeting· Ensure all the relevant papers (such as minutes of the last meeting, agenda for the comingmeeting, etc.) have been circulated. This is especially important when there are complexissues to discuss. People need to have time to read and understand the information beforemaking a decision based on it.· The chair must keep control of the meeting, allowing equal participation by everyone andavoiding a situation where one person takes over.· Having an agenda means that you'll cover all the issues, and means that you will manage thetime better. Although some committee members like talking for hours, most just want to getthe work done!· Taking minutes is no-one's favourite job, but a clear record of decisions taken is vital. Beforeyou start the meeting, the minute taker needs to be clear about the level of detail needed -should all discussion be recorded or just the outcomes of the discussion? Should commentsbe attributed to named individuals or not? Remember minutes must be impartial and factual.For each item on the agenda, the minutes should include any decision reached, actionrequired, who will take the action and a deadline. You should keep a Minutes Book as a log ofall meetings. Checking and agreeing minutes at the beginning of the next meeting is thereforevital in order to avoid later disagreements.
2: The public meetingPublic meetings are held for many reasons, usually either to inform or consult (or both). Forexample, a public meeting might:· Ask local people what they think about plans for a community building· Gauge opinion on the setting up of a new community associationSome things you need to think carefully about would include:The VenueSomewhere that people know well and are comfortable visiting (and that you can get for free or ascheaply as possible).The TimingDay or evening, weekday or weekend. Think about when your audience might be available. It maybe appropriate to have an all day event with a number of mini-meetings going on during the day.Remember that a lot of people who may want to get involved work full-time, so you will probablyhave to do some meetings in the evening or at weekends.PublicityThere is no point in having a meeting if no one knows about it in advance. Use local shops,libraries, newspapers, Post Office and community centres, etc. to put up posters and distributeleaflets. 
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AccessWhere possible, consider access issues. This may involve getting a translator or a sign languageinterpreter. Ensure the venue is accessible for wheelchairs and consider hiring an induction loop sopeople with hearing impairments aren't excluded. Also the time and day that you hold your meetingmay be important in terms of access. Consider people�s childcare arrangements and culturalconsiderations. For example Friday is an important day for Muslims and Jewish people and theymay not wish to participate in meetings on Fridays. Follow upTake the names and addresses of those attending. When you take notes of the main points, makesure these are distributed to all those present. Any kind of meeting should have an outcome and apublic meeting is no different. At the end of the meeting, it should be made clear to everyoneparticipating what the next steps are.
3: The Annual General MeetingIf you're worried about organising an Annual General Meeting (AGM), here are a few tips to guideyou.Legal stuffThe first step is to consult your constitution. This will help your sort out the timing, framework andbusiness of your annual general meeting. TimingYour constitution probably says something like:"The organisation will hold the first AGM within 18 months of setting up and then once in eachcalendar year, with no more than 15 months between AGMs."The constitution should also tell you the notice period for the annual general meeting that must begiven to members, e.g. 21 days notice.BusinessThe usual business of an annual general meeting will include:· A financial report for the year (or receiving of the audited accounts, if this is appropriate)· A report of the activities in the year· The election of management committee and officers (chair, secretary and treasurer)· Appointment of auditors for the next yearAfter your Annual General Meeting· Consider your legal requirements. If you are a registered charity you must send an annualreturn to the Charity Commission. If your income is over £250,000 you must send youraudited accounts to the Charity Commission within 10 months of the end of the financial year- but its usually best to do it once they've been passed at the annual general meeting, so youknow it's out of the way.· If you are a company limited by guarantee, you must send your accounts to Companies House. If you are not sure what you are, then you really must have a look at your constitution!QuorumThis is the number of voting members of any group that have to be present at a meeting of thegroup for decisions to be taken, e.g. the minimum number of management committee membersneeded to take decisions at a management committee meeting. Again this should be defined in yourconstitution. Remember that it was defined for a reason so to ignore it (i.e. make a decision withouta quorum) is breaking your own rules. If any problem was to occur as a result of, or related to, thatdecision the fact that it was made outside of the constitutional rules will be important and could havenegative effects on the members that made the decision. If a meeting is inquorate then there shouldbe a clause in your constitution telling you what should happen - usually a postponement of themeeting. If this is the case, particularly with a general or public meeting, then you should be askingyourselves what went wrong with the publicity for the meeting and how you can improve on turnoutnext time. 
4: Further helpGreen Fish Partnership - www.green-fish.org.ukVoluntary Action Manchester - 0161 236 3206 or www.vamanchester.org.uk
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