Tips for Making Meetings Run Smoothly

1. Ensure meetings have an orderly process for discussion and debate
e Enforce parliamentary procedures.
e Have a verb-spurred agenda with strict time limits.
e Use a physical symbol like a ball that indicates who has the floor.
e If problems persist, consider setting a time limit for each person’s comments and/or restrict
the number of times people can comment on an issue.

2. Avoid sidebar conversations
e If you notice them happening, talk with the individuals at the break or after a meeting and ask
them to please refrain.
e Limit important discussions to the board room where everyone has access to the information
and can share ideas and reactions.

3. Don’t tolerate controlling or abusive behavior
e Respect the ideas and opinions of others when they are different.
e Address the behavior, not the person.
e Offer considerations about the negative impact someone’s actions have and then give the
person space to consider it.
e Don’t avoid confronting this behavior for fear of also being attacked.
e When the damage is serious request an apology.

4. Don’t dominate discussions

Give everyone a chance to contribute ideas and comments.

Don’t confuse being helpful with being domineering.

Respectfully ask people who dominate to allow others a chance.

If problems persist, talk with the offender at the break or after the meeting.
Ask for thoughts or ideas for some issues in writing.

5. Contributing to the discussion is everyone’s responsibility
e Just showing up isn’t enough. Board members must be actively involved in the discussions.
e Everyone’s ideas are important and valuable in making the best decisions possible.
e From time to time, go around the room and ask people individually for their thoughts or
reactions.

6. Work to avoid and eliminate divisions and other efforts to undermine authority
e Remain independent minded within group discussions.
e When a decision is made, accept and support it on behalf of the board.
e Bring questions to the full group and not only to small groups that support your position.

7. Welcome the ideas of new leaders
e Give clear direction to new leaders about expectations and authority
e Encourage senior leaders to mentor, rather than over-manage, new leader
e Show new leaders that their ideas are valued



