
RUNNING MEETINGS

Poorly run meetings can be frustrating and can result in organisations making bad decisions. 

In order to ensure that meetings are productive it is important to have clear and transparent 
processes and expectations. This includes making sure everyone has the same understanding 
about confidentiality and respectful discussions.

Agendas

A good meeting starts with a good agenda. This is usually set by the Chair, in consultation with
others, and circulated before the meeting, along with any papers or reports that will be required 
in order for Committee members to have an informed discussion and reach decisions. 

It can be a good idea to put timeframes around agenda items to ensure that there is enough 
time for adequate discussion. 

A sample agenda can be found on our Members’ Toolkit.

Chairing Meetings

It is the role of the Chair to ensure that the meeting runs smoothly, and everybody has the 
opportunity to have their say and be heard.

This will include:

• Welcoming everyone to the meeting.
• Setting the ground rules and making sure they are followed.
• Working through the agenda and keeping to time.
• Guiding the conversation and ensuring that decisions and actions can be agreed upon.
• Summarising and clarifying decisions to be sure that everyone has the same understanding of
   what is agreed.
• Ensuring someone is responsible for carrying out the agreed actions and what the 
   timeframe is.
• Closing the meeting.

Being a Chair is about making sure things happen, rather than having to do or say everything 
yourself.
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Minutes

The meeting minutes are also important. 

It is usually not necessary to record everything that is said, but it is important that minutes note 
any decisions and actions that are agreed on. 

The person who takes the minutes could be your group’s Secretary (if you have one), a person 
who is not part of the Board/Committee and is only attending to take minutes, or another Board/
Committee member. It is the role of the minute-taker to record agreed decisions and tasks. 

This should include:

• Meeting time, date and venue.
• Names of those present and any apologies.
• Names of meeting chair or facilitator and minute-taker.
• The purpose of the meeting.
• The topics discussed, agreed action points or decisions made, the person responsible for those   
   actions and completion dates.
• Date, time, venue and purpose of next meeting.

Having an Action List at the end of the minutes helps people to remember if they have a task to
undertake between meetings. 

Once the minutes of a meeting have been accepted as a correct record they should not be 
altered.

There are a lot of good resources about running meetings. 

Check out this one at Community Net. 

“Collaboration is a key part of the success of any organization, 
executed through a clearly defined vision and mission 

and based on transparency and constant communication.” 
Dinesh Paliwal

https://community.net.nz/resources/community-resource-kit/6-1-meetings-introduction/

