Chairing a meeting

What a chair person does:

Procedure

· Open the meeting

· Establish the agenda

· Manage the time

· Allocate speaking time, turns

· Keep order

· Close meeting

Contents

· Raise issues

· Summarise, clarify

Affective

· Involve people (also quiet people)

· Motivate, enthuse, provoke

· Fairness to issues and people

· Manage expectations (“one more question”)

Ritual

· Conferred authority: appoint a chair

· Attitude: play the role

· Mark transition (next issue, person, open, close)

· Position (front, near middle)

