ABLE Module #4

Planning, Personnel, and Community Relations


Training Aid – Human Resources #10

How Do I Run a Meeting?
· Prepare ahead of time! Distribute the agenda ahead of time.

· Greet everyone.

· Start on time and go over the agenda.

· Have a minute taker (if it’s a formal meeting).
· Encourage discussion and feedback. Expect and respect differences of opinion. Use active listening techniques to facilitate communication.

· Keep the conversation on topic by bridging back to your agenda. “Your comment about the traffic this morning dovetails nicely with our discussion about the increase in lines at the circulation desk. What other ideas do people have about managing our circulation traffic?”

· Leave time for additional questions and feedback from staff.

· Conclude by thanking attendees and setting a date and time for the next meeting.

· End on time.

Distribute minutes to both participants and those who were unable to attend, if official notes were taken.

Disclaimer

These human resources strategies are guidelines and general practices. Please do not consider them legal advice. As with so many things, they do not always apply! Check with your library policies and legal council when questions arise.
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