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Effective Meetings

Monaghan PPN, March 4th, 2025
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Are you lonely?

Tired of working on your own?

Do you hate making decisions?
HOLD A MEETING!
You can—
« See people
» Show charts

« Feel important

« Point with a stick

« Eat donuts

« Impress your colleagues

{

All on company time! f* —

MEETING

THE PRACTICAL ALTERNATIVE TO WORK
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"And should there be a sudden loss
of consciousness during this meeting,

oxygen masks will drop from the ceiling.*




Workshop

10am Welcome and Round of Introductions

Outline

10.15am Principles of an Effective Meeting
10.30am The Importance of Terms of Reference
10.40am Setting an Effective Meeting Agenda
Tam: Chairing with Confidence

11.15am Break

11.35am Managing Difficult Behaviours

12pm Effective Minute-Taking

12.30pm: Question and Answer Session




About Me

e Sinead Doody, Director, Doody Facilitation and Consulting Ltd.

e Specialisesin: stakeholder engagement; training; facilitation; team/board
development; service development; research & evaluation; Equality, Diversity &
Inclusion (EDI)

e Advises public/non-profit organisations on service/programme enhancement(in the
context of organisational realities and service-user needs)

e Worked in Local Government for 15 years, Senior Management Team, Community

Jirectorate

e |nvolved in community and voluntary sector since 1999 - Boards of Management,

volunteering, pro-bono



Introduction

e Well-run meetings - the cornerstone of

successful commitees

e Fosterashared purpose and leverage diverse
skills and knowledge

e Badly run meetings: waste people’'s time, people

feel disconnected, frustrated, bored, confused,

uninspired, undermined.

e All participants share responsibility for effective
meetings - it is not solely the Chairperson’s role

e |trequires ateam effort and a skillset which
must be learned and honed.




People engage best when they .....

e Contribute and feel valued

e Feel accepted, respected and listened to

e Know they their time is used well

e Have relevant information on their role or decisions
e Feel differences are dealt with constructively

e Learn from both good and bad experiences

 Enjoy an interactive, relaxed environment



In @ Nutshell!

A good meeting:
o Has a clear purpose & structure (Terms of Reference)
e Is well organised (Preparation - Agenda, Venue etc)
e |s well managed (Chair/Facilitator)
e Isinclusive & interactive (Everyone)

e Is well documented (Minutes, Documents)




SO,

who Is responsible for
making this happen?






I.Terms of Reference




Terms of Reference

Often neglected! But very important because they:

e ensure a shared understanding of committee’s
purpose

e [ay out “rules” for meetings, membership,
decision-making

e clarify roles & responsibilities

e help to manage conflict at meetings

e facilitate transparency and accountability






Sample
Agenda

9.30am: Welcome and Round of Introductions (Chairperson)
9.40am: Review of Minutes; Matters Arising(Chairperson)

9.50am: Information Sharing

10.05am: Update on Staff Training Programme

(Information Item, Manager)

10.15am: Update on Purchase of New Building

(For discussion, Creche Manager)
10.25am Priorities for 2022 (For decision, Manager)

10.50am AOB




FUN / CREATIVE MEETINGS

Food! < Activities, energisers, icebreakers
Bright room, plenty of space, windows. World Cafe style

Explore - pose question, ask for opionions, use a flipchart

Multiple methods of engagement (small group
discussions, post it, videos, brainstorming, prioritisation)
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Thank-you!

Feel free to contact me if you have any queries, or if
you would like to explore more training/facilitation
options for your team or organisation.

Sinéad Doody, Director
Doody Facilitation & Consulting Ltd

Email: sinead@doodyconsulting.ie
Phone: 087-2377282




