


































BEST PRACTICE FOR MEETINGS
A meeting is an exchange of views and ideas aimed at a particular purpose.  It can be informal or formal but the following guidelines, agenda, minutes and ground rules should apply to all meetings.

PRE MEETING 

A suitable meeting room/venue should be booked.  All agendas should include the following:
· Overall objective of meeting
· Date and venue
· Start & end time of meeting

· Purpose and owner of each agenda item 

· A review against achievement of meeting objectives
The ‘purpose’ is particularly important as it facilitates better understanding of the item and the required outcomes.  

The agenda should be issued to all attendees in good time ahead of the meeting and should highlight where any preparation or reading is required, or if additional documentation or information should be circulated beforehand.  It should also suggest additional reports/forms/notes/previous Minutes etc to be brought to the meeting.  See Agenda Examples 1 and 2.
Attendees should be invited to consider any additional relevant items to be added to the agenda. 

The person issuing the agenda should request that any person(s) who are unable to attend should advise them immediately.
All attendees should be asked to bring their diary to the meeting.
DURING THE MEETING 

Appoint a chairperson / facilitator who will perform the following role:
· Agree the ground rules (see guidelines below) 

· Take the lead on introducing the agenda items 

· Act as timekeeper 

· Act as conscience for adhering to the ground rules 

· Briefly summarise the agreed actions and owner(s) at end of each agenda item

· Lead the process review at the end of the meeting – were the objectives of the meeting adhered to and met? 

As a general guide the ground rules should follow the principles below but can include anything which the team feels is appropriate. 

An attendee should be invited to volunteer to take notes throughout the meeting and to issue the Minutes of the meeting.
FOLLOWING THE MEETING
As soon as is reasonably possible, the note taker should issue Minutes of the key decisions & action points to all attendees, copied to individual managers/teams as necessary.  See Example 3.
EXAMPLE 1 - STANDARD AGENDA
This is an example agenda for a full meeting with several attendees across different departments or teams.
A simpler version for update/review meetings or single team meetings is shown at Example 2.
The comments in italics are for information only and included suggested outline content of the agenda or subsequent action at the meeting.
PERFORMANCE REVIEW PROCESS – SUPERVISORS’ MEETING
VENUE:  POINT ONE
11.00 a.m.  -  1st JUNE 2009
	PURPOSE:     TO AGREE INITIAL STEPS TO SUGGESTED IMPROVEMENTS TO THE 
                        PERFORMANCE REVIEW PROCESS
Chair:              Name of person facilitating / chairing the meeting
Attendees:       Names of all those invited


	Item
	Purpose
	Owner

	1
	Welcome and Apologies

To thank those attending and note any apologies received.  To re-state the purpose of the meeting and the agreed end time.
	Chair

	2
	Minutes of Previous Meeting
To agree that the Minutes of the last meeting (where applicable) were an accurate reflection of the meeting.  Any amendments / corrections should be agreed and recorded by the note taker for inclusion in the Minutes of this meeting.
	All

	3


	Actions Arising

To review progress of actions and issues from previous meeting (where applicable).
	All



	4
	First Agenda Item Heading
The person who called the meeting or the person who added the item to the agenda should outline the purpose of the item and required outcome.
Discussion should follow with the note taker recording the appropriate summary, action(s) and owner(s) for inclusion in the Minutes.
	Name of person calling meeting / raising the item

	5
	Second Agenda Item Heading etc etc
As above and continued with each Agenda Item until all items are covered. 
	As above

	6
	Any Other Business

An opportunity to include extra relevant item(s) not on the original agenda.  To be facilitated by the chairperson.
	Chair

	7
	Process Review

To determine whether the objectives of the meeting were met, that timings were adhered to and were sufficient. Chairman may also wish to ask for personal feedback regarding facilitation of the meeting, involving others, etc.
	Chair

	8
	Date, time and venue of next meeting

Attendees should have been asked to bring diaries to facilitate scheduling of next meeting time and date.
	Chair


EXAMPLE 2 - SHORTENED AGENDA

This is an example agenda for update/review meetings or smaller/team meetings.  An example agenda for a full meeting with several attendees across different departments or teams is shown at Example 1.

The comments in italics are suggested outline content of the agenda and subsequent action at the meeting.

The items are numbered and If required can be preceded by an A to indicate they are Actions to be discussed from a previous meeting, or by an I to indicate that they are a new Issue or by a D to indicate that a Decision has been made.  These headings and prefixes can be used or not, as required.
PERFORMANCE REVIEW PROCESS UPDATE MEETING – 5th June 2009, Meeting Room 2
PURPOSE:
To agree Claims Team’s actions following the Process Review Meeting on 1st June

Attendees:      Name of all those invited  
	
	ACTIONS FROM MEETING 1.6.09
	WHO
	DATE

	A 4.1
	These actions could arise from Example Agenda Item 4 and thus are easier to track if linked back to that number. They are preceded by an A for easier identification
	Name of nominated owner(s) of action
	Agreed review or completion date

	A 4.1.1
	Action 4.1 above could have smaller actions but all falling under the same main action point and should be numbered 4.1.1, 4.1.2, etc
 
	As above

	As above

	A 4.2
	More than one main action point may arise from Example Agenda Item 4 and again are easier to track if linked back to that number
	As above


	As above

	A 5.1
	These actions could arise from Example Agenda Item 5 and thus are easier to track if linked back to that number
	As above


	As above


	
	NEW ISSUES 
	WHO
	DATE

	I 1.1
	New item for discussion under the purpose of this meeting

	Issue owner
	Agreed review or completion date

	I 2.1
	New item for discussion under the purpose of this meeting


	Issue owner
	Agreed review or completion date


	
	DECISIONS MADE 
	WHO
	DATE

	D 1.0
	To advise, agree or ratify any decisions made by other person(s), team(s), department(s), manager(s) etc

	Issue owner
	Date due or effective or implemented

	D 2.0
	To advise, agree or ratify any decisions made by other person(s), team(s), department(s), manager(s) etc

	Issue owner
	Date due or effective or implemented


EXAMPLE 3 - MINUTES OF MEETING
The comments in italics are suggested outline content of the Minutes.
Minutes of Supervisors’ Meeting to Agree Initial Steps
 to Suggested Improvements to the Performance Review Process
held on 1st June 2009 at Point One

PRESENT:
Chairman:
Name (& title / team name if required)





Name of attendee





Name of attendee


The Chairman opened the meeting by thanking everyone for attending and for arriving promptly.

It is courteous to particularly mention clients, visitors or guests attending from other companies. Their title and company name should be included in the list above.
	1
	APOLOGIES FOR ABSENCE
	

	
	No apologies were received.
(Alternatively, apologies were received from…….)
	

	2
	MINUTES OF PREVIOUS MEETING
	

	
	The Minutes of the previous meeting were amended to record under Item 4.1 that there are three projects operating, two of which are managed by the Claims Team.  The amended Minutes were then duly signed by the Chairman as a true reflection of the meeting.
(Alternatively, There were no amendments to the Minutes, which were duly signed by the Chairman as a true reflection of the meeting.)

(Name of Chairman) thanked (the note taker) for preparing and issuing the Minutes.  
	

	3
	ACTIONS ARISING FROM PREVIOUS MEETING
	

	3.1
	 Draft schedule of planning meetings to be prepared. 
	Owner/date

	3.2
	Next follow up meeting to be owned and arranged to agree next steps
	Owner/date

	3.3
	Staff will be issued with a brief questionnaire to capture their comments and ideas
	Owner/date

	4
	FIRST AGENDA ITEM HEADING TAKEN FROM MAIN AGENDA
	

	4.1
	A summary of the main points discussed, issues raised, actions agreed upon and relevant owner(s) – individual or team – should be recorded here.
It should also be noted where an action or issue has been completed, agreed or removed.
	Owner/date

	4.1.1
	As above.  Each major item discussed should have its’ own number to assist identification and tracking.
	As above

	5
	SECOND AGENDA ITEM HEADING TAKEN FROM MAIN AGENDA
	

	5.1
	A summary of the main points discussed, issues raised, actions agreed upon and relevant owner(s) – individual or team – should be recorded here.
It should also be noted where an action or issue has been completed, agreed or removed.
	As above

	6
	ANY OTHER BUSINESS
	

	6.1
	Any additional relevant items which were raised at the meeting should be recorded, together with action, issue, completion, agreement etc noted
	As above

	7
	PROCESS REVIEW
	

	
	The meeting should briefly discuss whether the objective/purpose of the meeting has been met and that the ground rules have been observed.
	Chair

	8
	DATE, TIME AND VENUE OF NEXT MEETING
	

	
	Attendees will have been asked to bring diaries to the meeting.

The next meeting will take place on DATE, at TIME at VENUE
	Person to book venue


(Name of Chairman) thanked everyone for attending and closed the meeting.

GROUND RULES FOR MEETINGS

· Start and finish on time 

· Keep to the agenda - no side issues

· Only one person to speak at a time


· Participate - your ideas are important 


· Be open, honest and constructive

· Allow others to express their view - be willing to reach consensus


· If the discussion is unproductive for you - say so at the time

· Do not problem solve unless that is the purpose of the meeting

· Enjoy the meeting 

And remember, a meeting must have a PURPOSE.


Do not have a meeting for meeting’s sake….

MacKenzieYoung
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