International Red Cross and Red Crescent Movement I Cash in Emergencies Toolkit

Guidelines on managing coordination meetings

1.
Pre-meeting checklist

	Guidelines
	Comments or notes

	Have an agenda that is available to everyone before the meeting. Mail or e-mail it with the minutes of the previous meeting. This should be done, preferably, at least 48 hours prior to the meeting in order to allow participants time to react.
	

	Have a clearly understood and agreed-upon purpose stated in the final agenda for the meeting.
	

	Develop the agenda together with key participants in the meeting. 
	

	Identify the overall outcome you want from the meeting and what activities need to occur to reach that outcome. The agenda should be organized so that these activities are conducted during the meeting. 
	

	Design the agenda so that participants are involved early by having something for them to do right away; this way they will arrive on time.
	

	Communicate clearly and multiple times, if possible, the date, place, time and purpose of each meeting. 
	

	Next to each major topic, include the type of action needed, the type of output expected (decision, vote, action assigned to someone) and estimates of the time required for addressing each topic.
	

	Keep the agenda posted at all times, either as a hard copy in a public place or on the internet, where relevant.
	

	Consider various ways for sharing information during the meeting: flipcharts, whiteboards, overheads, computer presentations.
	

	Send out any lengthy or important materials before the meeting so that participants have time to review and think about them.
	

	If possible, call each attendee to tell them about the meeting, its overall purpose and why their attendance is important.
	

	Plan the meeting’s physical environment. Consider parking, access, room arrangement, room temperature, noise, lighting, food, etc. Pay attention to special needs.
	

	List your primary ground rules on the agenda.
	

	Have clear established criteria for attendance.
	


2.
Running the meeting

	Guidelines
	Comments or notes

	Always start on time; this respects those who showed up on time and reminds latecomers that the scheduling is serious.
	

	Make people feel welcomed as they walk in the door. Smile, offer food, enquire about their day, show them where they might sit and introduce them to one another as needed.
	

	Welcome attendees and thank them for their time.
	

	Review the agenda at the beginning of each meeting, giving participants a chance to understand all proposed major topics, change them and accept them.
	

	Note that a meeting recorder, if used, will take minutes and provide them back to each participant shortly after the meeting.
	

	Define roles in writing. Who facilitates? Who records? Who prepares? This is important if the responsibility for these roles rotates.
	

	Clarify your role(s) in the meeting.
	

	Remind the participants (especially if there are newcomers) of any standing ground rules (e.g., confidentiality).
	

	Keep the ground rules posted at all times.
	

	Every couple of hours, conduct five-to-ten-minute ‘satisfaction checks’.
	

	In a round-table approach, quickly ask each participant to indicate how they think the meeting is going.
	

	Leave five to ten minutes at the end of the meeting to evaluate the meeting; don't skip this portion of the meeting.
	

	Have each member rank the meeting from one to five, with five as the highest, and ask each member to explain their ranking.
	

	Always end meetings on time and attempt to end on a positive note.
	

	At the end of a meeting, review actions and assignments, set the time for the next meeting and ask each person whether or not they can attend (to confirm their commitment).
	

	Specify the time-frame for developing the meeting minutes or other agreed feedback and reporting back to members.
	

	Stick to the agreed-upon time-frame. Adjourn early if you finish early. If you run out of time habitually, seek agreement to meet for longer in future or form subcommittees empowered to deal with specific issues.
	

	Define clearly decisions that are made. Establish the need for follow-up. Promote and expect accountability.
	

	Develop a decision-making process. Voting? Consensus? Majority rules? When to ‘sleep on it’? Put these decisions in your Terms of Reference, if the meeting is a permanent one.
	

	Thank people continually for their participation. Follow up as necessary for assignments, promises and decisions.
	


3.
Follow-up

	Guidelines
	Comments or notes

	Ensure that any follow-ups/deliverables resulting from the meeting that are your responsibility are fed back to participants by the promised date. If it is not possible to meet a deadline, contact the meeting members to inform them of the revised deadline.
	

	Update any revisions of the contact details of the participants of the meeting and recirculate them to the group.
	


� Source: IFRC Handbook for coordination: Working together in international disaster response
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