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Plan your first meeting
Plus, an example meeting agenda.
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Plan your first meeting
To help you plan a simple and welcoming first meeting, this resource will help you bring all the details together. 
Thinking about and planning all the small details will ensure your group has a good experience, and you avoid any unnecessary stress.
	The details
	Your notes

	Date
	

	Time
	

	Length of meeting
	

	Venue or online link
	

	What needs to be checked before the meeting?
	

	Welcome and introductions – what will we say?
	

	Purpose of the group – how will we explain it?
	

	Group expectations – what do we need to agree on?
	

	Main discussion or activity
	

	How will people give feedback?
	

	Next meeting details
	

	Follow up actions after the meeting
	


Table 1: A list of suggested items to think about before your meeting.
Example Meeting Agenda
	Time
	Activity
	  Notes

	10 minutes
	Welcome and introductions
	

	5-10 minutes
	Purpose of the group
	

	10 minutes
	Group expectations
	

	20-30 minutes
	Main discussion or activity
	

	5-10 minutes
	Break time
	

	20-30 minutes
	Main discussion or activity continued
	

	20-30 minutes
	Wrap-up, feedback and next steps
	


Table 2: A list of items for an example agenda.
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