
PLANNING AND RUNNING MEETINGS 
 
 
 Announce and advertise the meeting schedule. 
 
 
 Develop an agenda and review it with your advisor prior to the meeting. 
 
 
 Publish the agenda in advance on the portal. 
 
 
 Start meetings on time. 
 
 
 Conduct one item of business at a time. 
 
 
 Remember that participation is both a right and a responsibility. 
 
 
 Encourage discussion and initiate ideas. 
 
 
 Assign follow up actions and responsibilities after each meeting or during the meeting 

if the instructions are short. 
 
 
 Summarize accomplishments. 
 
 
 Try to limit meetings to one hour. 
 
 
 Replace members who do not produce; But, do so only after every alternative has been 

exhausted. 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

When you talk, you can only say something  
that you already know. 

When you listen, you may learn what someone else 
knows. 

 
Thomas Drier 



 

 
GROUP FACILITATION SKILLS: 

 
"The primary role of facilitators is to create an environment 

that allows group members to learn easily." 
(Stewart, 1991 as cited in Komives, Woodward & Associates, Student Services, A Handbook for the Profession, 1996) 

 
 
ROLES OF A FACILITATOR 

 
 
PAY ATTENTION TO THE NONVERBALS 

(Taken from Ford, "Facilitator Training for Process 
Leadership") 

• Tone Setting:  Energy, Seriousness, Sensitivity, 
Passive/Active Listening  

 
• Handling the Group Dynamics: 

 
When leading a group discussion, you must 
attend to much more than just the verbal 
exchange that happens between members.  
Things to observe include: 

 Increasing Group Participation  Level of trust among group members 
 Handling Someone who Dominates a group  Level of commitment of group 

members 
 Protecting Partial or Badly Stated Ideas  Conflicts between group members 
 Redirecting a Group Question  Strong alliances between group 

members 
 Preventing Put-downs  Attention-seeking behaviors 
 Preventing Ignored Statements 
 

 Who talks to whom 
 How often each group member speaks 

• Information giving:  Fill the group in on what you 
know 

 

 Members who dominate the discussion 
 Members who are silent 

• Modeling and Self disclosure  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



HELPFUL HINTS FOR HARRIED FACILITATORS 
 
IF THIS HAPPENS: 

 
FACILITATOR RESPONSES: 

1) Interrupting: jumping in 1) Remember what we said about one person speaking at 
a time and listening when another person is talking.  
 

2) Two people talking at once  
 

2) "Can we hear from Mary, and then John?” 
 

3) No response to idea offered  
 
 
 

3) "Does anyone want to add anything? Then wait for a 
response. If no one responds, share one of your thoughts 
and then ask again."  

4) One person "wiping out" another's idea 
and becoming judgmental 
 
 

4) “Each person experiences things differently and has 
different value systems, it’s important to respect one 
another even if you see things differently. 
 

5) Strong feeling expressed, especially 
negative 

5) "It sounds as if you feel strongly about that and that's 
O.K." or "I'm glad to know how strongly you feel about 
that." 
 

6) Member remains silent throughout session 6) "You've been listening intently; is there anything you'd 
like to add?" 
 

7) Repetition of same ideas  7) Summarize main points expressed by person: "That's 
helpful: maybe we could hear from someone else." 
 

8) Several different opinions expressed  8) "If I've heard everyone correctly, it sounds as if there 
are two or three different opinions being expressed."  
Summarize them.  
 

9)  Wandering from topic under discussion  9)  "To bring ourselves back to the topic, we began 
discussing….” 
 

10) One dominant person  
 

10)  "I understand that you feel strongly about . . .Can we 
hear from other people?” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
TIPS WHEN FACILITATING DISCUSSION. 

 
Your role during a group discussion is to facilitate the flow of comments from participants. Although it is 
not necessary to interject your comments after each participant speaks, periodically assisting the group with 
their contributions can be helpful. Here is a facilitation menu to use as you lead group discussions.      
 
1. Paraphrase   
 

To validate the speaker.  To summarize what has been said. 

2. Check for meaning   
 
 
 

Check for understanding of a participant’s statement or ask the 
participant to clarify what he/she is saying.  (Ex. I’m not sure that 
I understand exactly what you meant. Could you run it by us 
again?) 

3. Give Positive Feedback   
 
 

Compliment an interesting or insightful comment.  (Ex. That’s a 
good point. I’m glad that you brought that to our attention.) 

4. Expand 
 
 

Elaborate on a participant’s contribution to the discussion with 
examples, or suggest a new way to view the problem.  (Ex. I see 
where you were coming from.  Here is my take on the situation.) 
 

5. Increase the pace  
 
 

Energize a discussion by quickening the pace, using humor, or, if 
necessary, prodding the group for more contributions.  

6. Devils Advocate 
 
 
 
 

Disagree (gently) with a participant’s comments to stimulate 
further discussion.  (Ex. I can see where you are coming from, but 
I’m not sure that what you are describing is always the case. Has 
anyone else had an experience that is different from Jim’s?) 

7. Relieve Tension   
 
 
  
 

Mediate differences of opinion between participants and relieve 
any tensions that may be brewing.  (Ex. I think that Susan and 
Mary are not really disagreeing with each other but are just 
bringing out two different sides of this issue.) 

8. Consolidate 
 

Pull ideas together by showing their relationship to each other.  
(Ex. Our discussion seems to focus around this theme.) 
 

9. Change the group process 
 

Alter the method for obtaining participation.  (Ex. Break into 
smaller groups.) 

This material is adapted from the book "101 Ways to Make Meetings Active." 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

 



TEN METHODS FOR OBTAINING  
GROUP PARTICIPATION 

 
Active meetings cannot occur without the involvement of participants. There are a variety of ways to 
structure discussion and to obtain responses from participants during a meeting. Some methods are 
especially suitable when time is limited or participation needs to be coaxed. For example, you might 
use subgroup discussion and then invite a spokesperson from each subgroup to serve on a panel. 
 
1.  Open Discussion Use to welcome comments from anyone in the group.  

• If you are worried that the ensuing discussion might be too lengthy, say 
beforehand, "We have time for four or five short comments. Who would 
like to begin?" 

• To encourage several participants to volunteer comments, ask, "How 
many of you would like to comment on this matter?" Then note who wants 
to participate and establish an order of participation. 

2.  Subgroup Discussion  Use subgroups when you have sufficient time for discussion.  
• Form participants into subgroups. 
• This is one of the key methods for obtaining everyone’s participation.  

3.  Partners  Use partners when you want to involve everybody, but do not have enough 
time for subgroup discussion.  
• Form participants into pairs and ask them to discuss and problem solve 

together. 
• Enables every participant to talk about an issue 
• May be especially helpful with large groups 

4.  Response Cards Use response cards to save time or to provide anonymity for personally 
threatening self-disclosures.  
• Pass out index cards and request that participants record their comments 

or ideas on the cards. 
• Cards can be used to brainstorm.  

5.  Polling Use to gather responses from a large group quickly. 
• Ex. Short survey, Written Survey, Verbal Survey, Raising Hands 

6.  Go-Arounds  Use go-arounds when you want to obtain something quickly from each 
participant.  [Ex. Sentence stems (for example, "One idea to raise money is.")]  
• Avoid repetition, if you want, by asking each participant for a new 

contribution to the process.   
• In large meetings, use go-arounds for only a portion of the group (for 

example, all new members). 
7.  Calling on the Next Speaker  Use this method when you are sure there is a lot of interest in the discussion or 

activity. 
• Call on people by raising hands 
• Request that the present speaker call on the next speaker (rather than the 

facilitator doing so).  
8.  Panels Use panels when time permits to generate a focused exchange of ideas. Rotate 

panelists to increase participation. 
• An informal panel can be created by asking for the views of a designated 

number of participants who remain in their seats.  
• Invite a small number of participants to present their views in front of the 

entire group. 
9.  Fishbowl  Use fishbowls to help bring focus to large-group discussions. 

• Ask a portion of the group to form a discussion circle, and have the 
remaining participants form a listening circle around them. Rotate new 
groups into the inner circle to continue the discussion. 

• Although time-consuming, this is the best method for combining the 
virtues of large-group and small-group discussion.  

10.  Games  Use an enjoyable activity or a quiz game to elicit participants’ ideas, opinions, 
and knowledge.  

 
This material is adapted from the book "101 Ways to Make Meetings Active.” 

 
 
 

 
  

 



 
 
 
General Assembly Meeting       Date 
 
 

I. Call to Order 

II. Icebreaker  

III. Roll Call 

IV. Review and approval of minutes 

V. Special reports/ Speaker 

VI. Officer Reports 

a. President 

i.   

b. Vice President 

i.  

VII. Old Business 

VIII. Open Floor 

IX. Standards 

X. Adjournment 

XI. Committee Breakdown 

General Agenda Form 

Next meeting:  Important dates to remember: 



  
 
 

General Assembly Meeting 
 
 
Date: __________________________ 
Location: ______________________ 
 

I. Call to order: _____________ 

II. Roll Call 

III. Approval of minutes from _________________ 

a. Suzy Smith made a motion to approve the minutes.  

b. Joe Schmoe seconded the motion.  

IV. Officer Reports 

a. April Fool, president 

i. Met with…. 

b. Billy Goat, vice president 

i. Followed up with….  

V. Old Business 

VI. Open Floor 

a. Donny Boy, Fun in the Sun Club 

i. Their club is planning a beach party for the night of May 10, 2011 at  

8pm at Nay Aug Park.  

  

VII. Adjournment: ______________ 

a. Gina Whalner made a motion to adjourn the meeting.   

b. Steve Scuba seconded the motion.  

c. All in favor.   

 
Amy Neat 
 

_______________Secretary 

General Minutes Form 



WHAT? MINUTES 
 

1. The use of minutes 
• Minutes are an official record of business for an organization. 
• Minutes give continuity to procedures, traditional activities, etc. 
• Minutes inform those members who weren’t in attendance. 
• Minutes assist in the follow up of assignments & decisions. 
 

2. What should be in the minutes 
• Name of the organization 
• Type of meeting 
• Date of meeting 
• Place of meeting 
• Name of the presiding officer & secretary (secretary would sign the 

minutes) 
• Acknowledgment of the approval or disapproval of the minutes from the 

last meeting 
• All major motions or decisions 
• Names of committee members and any reports 
• List of all in attendance 
• Any announcements 
• Adjournment 
• Time / date / location of the next meeting 
 

3. Some tips on how to write the minutes 
• Ask people to repeat or restate information if you are not sure what was 

said 
• Ask for names and spelling if clarification is needed 
• You don’t have to put everything in the minutes, just major points and 

highlights 
• State whether motions have been passed or defeated 
• Make corrections to the minutes immediately 
• Identify major items of business 
• Include committee reports 
• Record what is done, not what is said 
• Prepare and distribute minutes to all organization members 

 
4. Hints for taking minutes: 

• Follow agenda order. 
• Completely in third person (do not use “I” “we” “our” “you” etc.). 
• First and last name must be included. Club name should be included if 

the meeting had more than one club represented. 
• Every statement should be a complete sentence. 
• Be short and to the point. 
• Be clear. If someone talks more than once about the same topic, 

condense it to one heading.  
• Under each heading, each separate point should have it’s own bullet. 
• Don’t state your opinion or the opinion of the speaker.  



• If the chair of the meeting asks a question, rephrase it in the minutes. 
And give the responses to the questions.  

• No CAPS or exclamation points! 
• Remember you are writing for someone who wasn’t there. 

 


	Planning and Running Meetings
	Important dates to remember:
	General Assembly Meeting
	Amy Neat
	What? minutes



