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Running an effective meeting
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Tips to run a successful meeting
[bookmark: _Toc238717041]Use this checklist before, during and after a peer group meeting. 
Before the meeting 
Confirm the time, location and accessibility arrangements
Prepare a simple agenda or structure
Check whether anyone needs information or support before attending
Make sure materials, notes or online links are ready
Plan who will facilitate, welcome people, keep time or take notes
At the start 
Welcome people warmly
Let people know what to expect
Introduce yourself and the purpose of the group
Remind people that participation is flexible
Review group expectations if needed
Invite introductions without pressure
During the discussion 
Ask open questions
Support quieter members without putting them on the spot 
Gently redirect if the discussion goes off track
Notice if one person is dominating the conversation
Summarise key points when useful
Keep the tone respectful and inclusive
At the end 
Make a summary of key points or themes 
Invite feedback about how the meeting went
Confirm next steps or next meeting details
Thank people for attending and contributing
After the meeting 
Send any agreed notes, reminders or follow-up information
Reflect on what worked well and what could improve
Follow up privately if someone seemed distressed or excluded
Adjust the next meeting plan if needed
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