	Beginning of the meeting

	1) Go over relevant terms

· Agenda item – a topic to be brought before the meeting

· Motion – a formal proposal 

· Action Point – a task which is delegated to an individual or group

· Point Person(s) – an individual who is delegated to report back to the group on something

· Point of Order/Technical Point – a contribution regarding procedure, policy, etc

· Table – to defer an agenda item until a later date

· AOB - “Any Other Business”; short agenda items to be discussed at the end of the meeting

	2) Read the agenda aloud

	3) Adjust/Prioritise

· Any urgent business to be added to the beginning of the agenda?

· Prioritise existing items as needed

· Urgency in terms of date

· Relevance to those present

· Difficulty/time needed

	4) Explain meeting structure

· The “stack”

· Two hand direct response – don't abuse it!

· Encourage attendees to request clarification on process and acronyms as needed

	

	After Each Agenda Item

	1) Positively encourage anyone who hasn't spoken to speak up - “Does anyone have anything to 

    add?”

	2) Summarise discussion and review any decisions made

	3) If an action point is agreed, make sure it has a person(s) attached to it and confirm with  

    minute taker

	

	How to Keep things Moving/Keeping track of the time

	1) “We have x time left, let's wrap this item up in y minutes.”

	2) Can an item be moved to the list/a working group or can it be deferred to next meeting?

	

	End of the Meeting

	Outstanding items – anything we didn't get to?

· Can they be moved to the list?  Announcements, for example.

	Ask for/read AOB

· AOB should primarily be for announcements 

· If needs action/discussion: move to next meeting, the list, or a working group

	“Parking Lot”/“Bare It in Mind Zone”: read through if time, seeing if anyone has updates/wants to undertake any of the items

	Review any decisions/action points/point person(s) with minute taker

	Make sure next meeting date and time is set


