It’s Meeting Time!

By Hannah Watler, Lead Delegate at Vancouver Island University, Nanaimo, BC

How to prepare an agenda
As a group, decide how you want the agenda to be distributed (eg. emailed before hand, given out at meetings, written on a chalkboard, or gone over verbally).
Tips: 

· To make things easy and clear, go over the agenda at the beginning of the meeting, in case people want to add anything, and so everyone has an idea about what to expect during the meeting. 

· Try to minimize paper copies. In order to respect the environment, use 100% recycled paper, or better yet, re-use paper.
· Try to stick to the agenda, as people expect the meeting to be over at the scheduled time—regular weekly meetings, if done efficiently, should not go over an hour.

· At the beginning of the meeting, take the temperature of the room. Check in with people; see how people’s lives have been. Getting to know one another and feeling confident as a group will ultimately create a strong delegation. 
· If there are new people at the meeting, ensure that they are introduced to everyone.

· At some meetings, the energy may be lower than others—perhaps it’s the middle of the semester, exam time, etc. —to counter-act this and to bring some life back into the room, why not use an energizer, or a team building game, and a debrief at the end of meetings might also be useful.
Key elements on a meeting agenda 
Announcements: These ensure that everyone is on the same page, and build community among local/campus social action/awareness groups. Include:
- Next meeting times

- Event dates- related to your delegation/other events of interest
- Meeting times of other clubs of interest on campus

- Internships/opportunities of interest
Upcoming Events/Tasks: This forms the body of the agenda for the meeting. Delegations may have their own way of how to structure this, but may find it easiest to split up this section by event, and focus on the tasks of each. This is especially useful for delegations which have multiple events occurring simultaneously. 
Ideas on the Backburner: It’s great to live in the present, but to keep future goals in mind. The same goes for any type of group or organization. This keeps everyone focused, while striving for something more. As the semester goes on, people’s interests and passions will expand, and different ideas for future delegation events will develop. Ensure meetings facilitate and capture this, by encouraging ideas for the future at every meeting. 
Tips:

· If the delegation is in the middle of planning an event, it is okay to temporarily skip this section of the agenda.
· Sometimes people have ideas, sometimes they don’t. Typically, this section shouldn’t take more than a couple of minutes.
· Remember, these are just ideas, if they don’t end up happening, or if the people who suggested them don’t end up initiating anything, there is no loss.

· However, this section is really important because it offers ownership and responsibility of the delegation which ensures a sustainable and innovative future.

Questions/Concerns/Comments: Use this to close the meeting, to tie up any loose ends, and to give some clarity to questions that people may have. These questions can be answered by anyone in the group. Concerns/comments can be about anything, but must always be respectful. 
Writing the Minutes

A meeting’s minutes should be a quick summary of all points brought up at the meeting. They become a record of your discussions and planning, so nothing gets forgotten. 
Tips:

· Use the agenda as an outline, and add the points brought up at the meeting.
· Begin with a “Who attended” section so delegation members know exactly who to update. 
· Try to forward the meeting minutes email out as fast as possible- at least several days before the next meeting, so the people not present can catch up. 

· Consider taking turns doing the minutes so everyone can develop skills. If it gets confusing, try switching it up only once a month. 
· Under each point on the agenda, more particularly in the Upcoming Events/Tasks section, it’s also useful, sometimes crucial, to write something along the line of ‘Action(s) required: XXX or none’, as well as ‘Person(s) responsible: XXX’ and ‘Deadline: XXX’. The minutes can then be used as an event/task planning tool, and help avoid confusion within the group by stating responsibilities very clearly. 
· Keep it short and clear: there is no point in detailing everything –this is not an academic essay… it’s should be action-oriented.  Big clear headings are a good way to make the minutes easier to read. 
