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Getting ready for your first meeting
Everything you need to prepare for a successful peer group meeting.
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[bookmark: _Toc241486530]Getting Ready for Your First Meeting 
Your first meeting is a chance for people to meet each other and start building the group together. 
This pack brings practical meeting resources together in one place. It will help you plan the session, create an agenda, support people to participate, and think ahead about challenges that might come up. 
[bookmark: _Toc241486531]How to use this pack 
Work through the sections in order or go straight to the part that is most useful to you. You can write directly into the templates and checklists. 
[bookmark: _Toc241486532]First Meeting Planning Template 
Start with a plan for your first meeting including when and where it will happen, how you will welcome people, what you will discuss, and what happens afterwards. 
Use this template to plan a simple and welcoming first meeting. 
	Prompt
	Your notes

	Name of your group or type of group it is
	

	Date, time and length of meeting
	

	Venue address or online link
	

	Name of facilitator and / or helpers
	

	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 agenda items and discussion points
[bookmark: _Toc241447145][bookmark: _Toc241486533]Example Meeting Agenda 
Turn your plan into a simple agenda. You do not need to use every section; change it to suit your group. 
Use this template to plan a simple structure for your peer group meeting. You do not need to use every section. Change the agenda to suit your group. 


	Time
	Meeting agenda

	5-10 minutes
	Welcome and introductions

	5 minutes
	Remind people about the purpose of the group

	5 minutes
	Explain different ways people can participate 

	10 minutes
	Group expectations and special reminders

	10 minutes
	Give people a chance to have a say

	20-30 minutes
	Main discussion topic or activity

	10 minutes
	Leave space for people to ask questions

	10 - 20 minutes
	Break

	20 minutes
	Wrap up feedback and the next steps


Table 2: An example meeting agenda template. 
[bookmark: _Toc241486534]What happens after the meeting?
· You might summarise important points
· What needs to happen? 
· Who will do it?
· When will it get done?
[bookmark: _Toc241447146][bookmark: _Toc241486535]Running an Effective Meeting – Facilitator Checklist 
Once the agenda is ready, use this checklist before, during and after the meeting to support respectful and flexible participation. 
[bookmark: _Toc241447147][bookmark: _Toc241486536]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. 
[bookmark: _Toc241447148][bookmark: _Toc241486537]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. 
[bookmark: _Toc241447149][bookmark: _Toc241486538]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 
☐ Summarise 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. 
[bookmark: _Toc241447150][bookmark: _Toc241486539]Managing Challenges 
You do not need to expect problems. This short guide is here as a reference if something difficult comes up. 
• Support balanced conversations if one person dominates. 
• Return to agreed group expectations during conflict. 
• Check in privately if someone becomes distressed. 
• Review the group if attendance drops. 
• Share responsibilities to avoid burnout. 
• Recognise that ending a group can also be a positive outcome. 
[bookmark: _Toc241447151][bookmark: _Toc241486540]Accessibility and Inclusion Checklist 
Do one final access check before the meeting and make sure members know how to ask for what they need, rather than guessing. 
[bookmark: _Toc241447152][bookmark: _Toc241486541]Physical access 
☐ Step-free entry or ramp access is available. 
☐ Accessible toilets are available and easy to find. 
☐ There is enough room for mobility aids. 
☐ Seating can be moved or adjusted. 
☐ The venue is close to public transport or has suitable parking. 
[bookmark: _Toc241447153][bookmark: _Toc241486542]Sensory access 
☐ Lighting is comfortable and not overly bright or flickering. 
☐ Background noise is low enough for conversation. 
☐ There is a quieter space or option for breaks if needed. 
☐ Strong smells, clutter or other sensory barriers have been considered. 
[bookmark: _Toc241447154][bookmark: _Toc241486543]Communication access 
☐ Information is provided in clear, plain language. 
☐ Members can ask for information in another format. 
☐ People can participate by speaking, listening, writing, signed languages (i.e. Auslan) or using Augmentative and Alternative Communication (AAC) devices. 
☐ The facilitator allows time for people to think and respond. 
☐ Interpreting, captioning or other communication supports are used if needed. 
[bookmark: _Toc241447155][bookmark: _Toc241486544]Online access 
☐ The online platform is easy to join. 
☐ Joining instructions are clear and sent in advance. 
☐ Captioning, chat and mute options are explained. 
☐ A contact person is available if someone has trouble joining. 
☐ Members are told how to take breaks or participate in different ways. 
[bookmark: _Toc241447156][bookmark: _Toc241486545]Inclusive group culture 
☐ The group welcomes different experiences, identities and perspectives. 
☐ Ground rules support respectful discussion. 
☐ No one is pressured to share personal information. 
☐ Members know who to speak to if something feels unsafe or uncomfortable 
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