ACTION MEETINGS

1. Face to face meeting with the person who can resolve identified problems.  Try to focus on an individual.  Often groups invite many people and they tend to play off each other.  Know who makes the decision you want and get that person to a meeting.  If the decision maker is a group, like the City Council, figure out who should be targeted first, like a committee chairperson. 

2. Use power of numbers.  An action meeting involved large numbers of people.  

3. Have a sign-in table located at the front door.  Everyone coming in signs in and receives a copy of the agenda and fact sheet.  Guard the sign-in sheets.  In the past “guests” have stolen these sheets for their own purposed.  Be sure everyone gets an agenda.  When the guest arrives, leaders should indicate that they have a seat reserved for him/her and escort the guest to that seat.  Do not let the guest work the room prior to the meeting. Leaders at the sign-in table should greet  people as they enter. 

4. Use posters and banners to set tone and to get the name of the group in the press.  The tone of posters can be more forceful than the speech of the leaders.  Be sure the group’s name is in a place where television cameras can pick it up, e.g. on the podium where speakers are located. 

5. Controlling meetings- non-verbal communication.  According to some experts, 94% of all communication is non-verbal.  By using these techniques, the organizer can help the leaders keep the meeting in focus. This is especially important is the leaders are inexperienced and if the meeting is likely to be contentious. 

A. Set up of the room is theater style – rows, semicircles, tables.  It is better not to use the stage since it tends to separate leaders from the group and discourages communication between them. 

B. The guest sits in a chair with no arms placed off to the side.  They are not the front table since they are not part of the leadership of the group nor are they in the audience with the membership. 

C. People from the planning meeting are seated in the audience in places where the organizer can easily reach them.  It might be necessary to remind them about getting the agenda on track. 

D. Chairpersons and speakers are seated in front facing the group with a table in front them.  The table provides the leaders with some support.

E. When using a microphone, remember that who ever controls the microphone controls the meeting.  

6. Controlling a meeting – A common mistake is that organizers think the chairperson should control the meeting single-handedly.  This is a false expectation.  Neighborhood people who have had limited or no experience speaking to large groups should not be expected to handle this alone 

A. Use the agenda – Get agreement from the group early in the meeting on the purpose of the meeting.  When other items are raised, the chairperson says, We all agreed to discuss ______.”

B. Planning committee members can help in a variety of ways.   They can always speak up to agree with the chair or remind people about the agenda items to be covered.

7. Make sure the next step is announced so that people go home knowing what will happen next. 

8. Role of group’s leaders:

A. Chairperson – directs traffic; keeps meeting moving; ties items together; interprets items for group. 

B. “Story” people – neighborhood people, small part of meeting, should be themselves, frame issue

C. “Demand” people – Should be toughest leaders.  Dynamic of the demand is that they relate to the group and not the guest.  The tendency is that they relate directly to the guest in a one-to-one discussion.  This is not desirable.  Rather the dialogue is a triangle from the demand presenter to the group and then to the guest.  

D. Planning group members should be accessible to the organizer.  They can help move the meeting along, assist the chair, and bring the meeting to the proper conclusion. 

      9 Role of the Organizer


      A.  No sitting down!  The organizer should keep in touch with chairperson                                                                                                                 using notes, if needed.  Also talks with planning committee members, if necessary.  Also the organizer troubleshoots problems that could occur. 


     B.  The organizer uses the meetings to train leaders.

· Supports new leaders who have participated in the meeting

· Compliments people after the meeting


· Leads a post-meeting evaluation:  What went well?  What can we do better?

Sample Agenda for Action Meetings

Chairpersons:  David Velasquez, Ken Peters

1. Introductions

2. Why we are here

3. Testimonials/Stories

a. Rats in back yard – Mary Jones


b. Children can’t play outside – Carlos Rodriguez

c. Dead rats all over neighborhood – Denise White

d. Other?

4. Fact sheet -  Bob Green

5. What we want – Susan Deleon

a. Immediate house by house extermination in the area bounded by Park Street, Park Terrace, Hillside Ave., Flatbush Ave., Zion Street completed by November 1, 2010

b. Plug the open sewer line on Park Terrace by Friday.

c. Other?

6. Response from Guest – Harry Thomas, Health Director

7. Are we satisfied?

8. Next steps

