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Organising a Meeting

Whatever your organisation does, good meetings are vital to working together well. Meetings make all the difference between a motivated and dynamic organisation or one feeling lethargic and lost.
Meetings that work for everyone who is involved will make your organisation more effective and more fun. Here are some basic steps that you can take to make your meetings work well and be enjoyable.
Before the meeting
There are many different kinds of meeting – your meeting could be a one-off event to provide information on climate change, to start a campaign or to plan an action. It might be a regular meeting of a well-established group, discussing day-to-business, or a specially called meeting to deal with a conflict within the group.
Whatever the meeting it will benefit hugely from a little bit of planning and preparation.
What is the purpose? 
You need to be clear what the purpose of the meeting is. There may of course, be several purposes for the meeting, e.g. planning an action, attracting new members to the group and day to day tasks such as discussing finance. You need to understand the purpose of the meeting to identify the most appropriate venue, timings, invites etc.
When will it happen? 
Try to find a time that most people can make. But remember, always holding the meeting at times which work for the majority, but not for a few others will probably lead to those few dropping out of your group. To avoid this, you may need to vary the time of the meeting occasionally. Think about patterns of daily activity, such as parenting, work, dinner time.
Find a venue.
The venue needs to be big enough to accommodate everyone comfortably, but not too big. It can be very disempowering when you have hired a huge hall and only twenty people turn up. Ensure the venue for your meeting is accessible – can someone in a wheelchair, or with hearing difficulties participate as easily as possible? Does the venue itself put some people off (pubs and venues with religious affiliations can have this effect) and finally, have you put clear directions on your invites?
Letting people know about the meeting. 
You will need to invite people to the meeting. In a closed group it might be enough tell all members of the group. The following are some tips to think about when advertising a meeting. Make sure to include all the important details: where, when, what the purpose of the meeting is, who is organising it and contact details including a telephone number. If you are including refreshments, you will also need to ask if anyone has a special dietary requirement.
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