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How To Run Effective Meetings
Presented By:  Region 7 Parent Support Office
“Every Forest Began with One Seed” 

Author unknown
Providing leadership for an organization and conducting effective meetings requires many exceptional skills.  Effective meetings are a platform for a successful organization.

What is a meeting?

A meeting is a gathering of people who share common goals, and where communication, either verbal and/or written, is the primary means of achieving those goals.

Components of a successful meeting:
· Be Prepared, Be Prepared, Be Prepared: Work with other members of your organization to always plan ahead.
· Notify parents about the meeting: Remember, regular membership meetings require a minimum of ten calendar days written notice.
· Come to the meeting early.
· Meet & Greet: Set the tone.
· Begin the meeting on time: No later than 10 minutes late!
· Prepare & distribute an agenda: The agenda should reflect the needs of the organization and be interesting (see sample agenda.)
· Attention to multiculturalism will increase parent participation: Provide notices in languages that reflect the student population and, when possible, have interpreters available at meetings.  Ask parents to volunteer to interpret at both meetings and for notices.
· Validate all participants’ contributions: Be courteous and respectful of all ideas.  Remember, communication occurs via words AND actions.
· Don’t take things personally!
· Try to look at things from many points of view.
· Putting a time line on the agenda and gently reminding members of the time will help members stay on task.
· Try to prevent any one or two people from dominating the meeting.  Remind the group that it’s important that everyone have an opportunity to voice their opinions.
· Always make sure that the minutes are being taken (the recording secretary is responsible for this.)

Parliamentary procedure: what is it?

It is a set of rules that govern conduct at meetings.  The rules protect everyone’s right to be heard and allow decisions to be made without confusion.  
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Parliamentary Procedure Means:
· Democratic rule

· Protection of Rights

· Flexibility

· A fair hearing for everyone

what is robert’s rules of order?

It’s the basic handbook of parliamentary procedure used by various organizations.  A-660 requires that procedural rules be adopted for use as a supplementary reference.  Where no rules of order are adopted, the current edition of Robert’s Rules of order Newly Revised will be deemed to apply.
What happens at a meeting?

To keep order, one person is chosen to preside over the meeting.  This is the chairperson (most often the President) and while presiding over meetings, is referred to as the “chair”.  This person enforces the rules and designates who is to speak at any given time.
What is quorum?
Quorum is the minimal number of members who must be present in order for the meeting to conduct substantive business.  Quorum is defined and voted on in the bylaws.
Sample agenda for pa/pta meeting 
(as outlined in the bylaw template):
· Call to Order: The chair says, “The meeting will please come to order.”
· Reading and Approval of Minutes: The Secretary reads a record of the last meeting (the minutes.)  The chair will ask if there are any corrections to the minutes.  Normally, corrections are made without objection, but if there is a dispute there can be debate and a vote on the proposed correction.  Thereafter, the chair says, “If there are no [further] corrections, the minutes are approved.”  Only after the minutes of a meeting are approved in this way do they become the official record of what happened.
· REPORTS: The assembly then hears reports from officers, boards, and committees of the organization.  Often these reports are informational; however, they may include recommendations for action by the assembly.  These recommendations are then considered by the group – debated and voted on – at the end of the report containing them.  Reports can include:
· President’s Report

· Treasurer’s Report

· Principal’s Report

· School Leadership Team Report

· Committee Reports

· Program (Guest Speaker, Presentations, etc. – If needed)

· Unfinished Business: Consider items of business, if any, carried over from the previous meeting.  This includes:  1.) An item (if any) that was actually in the process of being considered when the last meeting adjourned, followed by: 2.) Any items that were scheduled to come up at the last meeting but were not reached before its adjournment, in the order these were due to come up at that meeting.
· New Business: Introduction of new topics.
· Adjournment: The meeting comes to a close.  When the meeting has completed its work, the chair says, "Is there any further business?...Since there is no further business, the meeting is adjourned.”  To adjourn means to close the meeting
How do members get their say?

They make motions!  A motion is a proposal that the assembly Take a Stand or Take Action on an issue.  Members can:
· Present Motions: Make a proposal.  “I move that…”
· Second Motions: Express support for discussion of another member’s motion.  When one member has made a main motion, it must be seconded in order to be considered by the group.  This shows that at least two members want the proposal considered; it does not necessarily mean the seconder agrees with the motion.  If there is no second, the motion is not put before the group for discussion or decision.  To second a motion, you call out “SECOND!”
· The Chair “States the Question”: When a motion has been moved and seconded, the chair then states the question on the motion.  To “state” a motion, the chair simply says, “It is moved and seconded that…”and then repeats the exact words in which the motion was made.
· Debate Motions: Give opinions on the motion.  When a motion has been stated by the Chair, it is “on the floor” – put to the group for debate and action.
· Vote on Motions: Make a decision with regard to a proposed motion.
· Chair Announces Result of the Vote:  The Chair will announce the outcome of the vote.

Bylaws require: 
· Regularly Scheduled Meetings:  The bylaws must spell out when meetings are to be held, how meetings are held, how members are notified, and what constitutes a quorum
· Place of Meetings: All meetings must be held in a PA’s home school, except in extenuating circumstances.  Under no circumstances are PA meetings to be held in private residences.

· Conduct of Meeting: All meetings of the PA/PTA, including executive board and subcommittee meetings, must be open to the full membership of the PA/PTA.  

· Minutes: Minutes must be taken of all meetings and copies made available to all PA/PTA members.
Parliamentary procedure helps to get things done! 
However, it only works if you do it correctly.  
Remember to: 

* Make motions that are in order

* Obtain the floor properly

* Speak clearly and concisely

* Obey the rules of debate

Please feel free to call your District’s Parent Support Officer with questions:

· District 20: Layla Stroming @ 718.759.3915
· District 21: Linda Romano @ 718.714.2501
· District 31: Marie Castelucci @ 718.420.5627
