Attending Meetings - Practical Tips & Advice
Before

During

After

Take time to prepare practically before you go. Do
you have everything you need? Do you know
where you’re going? When does it start? Have
you read the agenda or the minutes from the last
meeting?

Use your communication skills; listen with the
intent to understand, not the intent to reply; and
be prepared to enter into a dialogue rather than a
debate.

Ask for support or a debrief from someone from
the Involvement, Experience & Volunteering team
if it’s been difficult or from the chair of the
meeting.

Be curious! Use the meeting to learn together and
be respectful of other people’s views.

Do you have the next meeting date in your diary?

Take time to mentally prepare before you go.
What is your role in the meeting? What do you
want to contribute? Are there issues you need to
raise?
Ask for a briefing before if you need it. You could
ask a member of the Involvement, Experience &
Volunteering Team or someone from the meeting
you’re going to.
Leave your own agenda at the door – think about
who you’re there to represent and their issues.

Not all meetings are the same format and people
may have different approaches to them.

Have a look at your notes – what points do you
need to feedback and to whom?
Do you need any contact details for next time?

Make notes! It helps when remembering names of
attendees or when feeding back about the
meeting elsewhere.

Do you have any action points to do before the
next meeting?

If you have an idea, share it! Contribute using your
life experience.
Ask questions if you need to.

Looking After Yourself
Know your own limits, can you commit to what you’ve agreed to?
Paying attention for long periods of time can be tiring, take breaks if you need to.
Know your boundaries, only share what you feel comfortable with.
Look after your body, make sure you eat and drink before you go.

