Ground Rules for Effective Meetings

For Chapters of Meeting Professionals International

Although Robert’s Rules of Order are the official “ground rules” for meetings, in all honesty many meetings are far less formal and have a faster flow with more interaction among attendees.  However, a set of ground rules is still necessary, ones that facilitate discussion and not inhibit it.  Of course, if meetings get “out of hand”, then Robert’s Rules would be the set of rules to revert to avoid or manage conflict.
Establishing Ground Rules

· Group Generated:  The rules should be generated by the group so there is peer pressure to abide by them.

· Written:  Write them down, so when other people attend the meetings they can be given a copy.

· Meeting Times:  They should include meeting times such as the day of the week or month that they will take place, and the proviso that they will begin and end on time.

· Timekeeper:  Define the method to control the start and end times – for example, appoint a time keeper.
· On Track:  Define the method to keep discussion on topic – for example, make sure that the chair knows this is their responsibility, or set a limit on the amount of time any one person can speak.  Appoint a timekeeper to keep track.

· Respect:  Mutual respect should be a guiding principle, along with open sharing of information. For example:  No one will withhold pertinent information.  All ideas will be treated openly and with respect.  No derogatory or negative phrases will be used.
· Attendance:  There should be a rule for attendance (the bylaws of each chapter state that a Board member can be replaced if they miss two consecutive meetings, for example).

· On-Time:  A rule for being on time unless with prior notice – for example, any person later than ten minutes after the start of the meeting will not be able to participate.

· Conflict Resolution:  For example, all ideas will be treated with respect.  In the event of a disagreement, there will either be a vote taken (if appropriate) or the conversation can take place “off-line” after the meeting.

· Disruptions:  No cell phones, pagers or email during the meeting.

· Participation:  Participants wanting to speak will raise their hand and wait to be called upon by the chair.  Participants will stay on the agenda and wait to discuss other items until they are at the right place on the agenda.  

· Procedure:  The standard meeting procedure will remain the same:  For example: acceptance of minutes from the previous meeting, review of agenda and agreement on time allotted for each point, consent agenda for reports, new items, meeting closure.

· Decisions:  For example:  Although debate is encouraged, once a decision has been reached all board members will back this up.  There will be an attempt to reach consensus on all issues.

· Make it Fun:  For example:  we are volunteers to gain experience and have fun. We will not lose sight of this objective, although humour will not be demeaning.

