S Steps To Effective
Meetings

Your meetings should focus mainly
on planning and preparation for up-
coming events. The most important
part is delegating tasks and making
sure that everyone is involved.

1. Schedule regular weekly meetings. Talk
with the other leaders of your group to deter-
mine the best day, time and location for regular
weekly meetings. You can schedule additional
meetings as needed. After setting the day, time
and location, announce it to all your members
through your email list and facebook group.
Mention the regular meetings when you recruit
new students for your group, have the meeting
details on your recruitment fliers. Call and
email the day before to remind people.

2. Write up an agenda for the meeting. You
should have a plan for the year to work off of in
preparing for the meeting, if not, use the SFLA
plan your year guide to come up with one. The
agenda should be written in the order
that the meeting will be run, have the an-
nouncements listed first. These announcements
will include information on upcoming pro-life
events in the community and

updates on the status of the

group. For example, if

your group had an

event, how did it go?

Were there any prob-

lems? Has there been

any feedback? The sec-

ond part of the agenda

should be a list of

your upcoming

events with a

brief explanation

of each and a re-

port on the pro-

gress. Bring copies

to pass out at the

meeting.
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3. Start with introductions and an-
nouncements. Introduce yourself and the
other officers, then ask the new people to intro-
duce themselves. Pass out the agenda. The sec-
retary of the group should pass around a sign in
sheet and take notes. Go through the announce-
ments in the order that they are listed in the
agenda. Discuss each one briefly and plan for
any action that should be taken on them. For
example, if one of the announcements it that a
local county right to life group needs volunteers
for their upcoming fundraiser dinner, assign
somebody to sign up volunteers and organize a
carpool from campus.

4. Discuss plans for upcoming events. If
you already have an event in the works, get up-
dates from everyone on their progress for the
work they are doing for it. Make sure to in-
volve the new people right away. Ask them
to help and give them a specific job. For exam-
ple, if you have a few people in charge of publi-
cizing an upcoming event and they are planning
to flier the campus two days in the upcoming
week, ask the new member to help with that. If
there is not yet an event or activity in the works,
discuss a few different ideas and choose one.
Assign everyone an active roll in making
that event happen. Set a tentative date and
then break up the work for the event to get
started on it right away.

5. Follow up and prepare for the next
meeting. The secretary should email out the
notes from the meet-
ing, including a list
of what each per-
son is responsi-
ble for. Call
. the new
.. members dur-
- ing the week to
tell them more
about the
group and get
to know them
better. Ask for
their ideas and
input.




