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How to Run a Good Volunteer Meeting

1) Create an agenda. Be inclusive and poll the other officers of the group to ensure that you've got everyone's projects listed. 

2) Publish a calendar of meetings. The further in advance people know of a meeting, the better attendance will be. 

3) Provide food and drinks. If you're venue allows, a little wine and cheese increases the sense of camaraderie and fun that many volunteers were seeking when they joined the group. 

4) Start with an ice breaker. Have some fun while providing a guided activity that forces folks to mingle; you want the newer members to feel comfortable chatting with members who have been involved for a longer time. This type of interaction ensures that the newer members feel welcomed and the volunteer group can continue to grow and thrive. 

5) Include social time. Whether it's before the meeting starts, after it ends or as a break in the middle, make sure you provide the volunteers a chance to chat with one another. People typically join these types of groups to make connections, network and get to know other people in the community. Providing social time ensures the long term vitality of your volunteer group. 

How to create a Meeting Agenda
A good meeting agenda is short and simple.
The header is particularly useful if participants belong to various groups/organizations, or if the agenda will be made public record.
Organization Name

Group Meeting Agenda

Location

Date

Starting and Ending Time

The body of the agenda lists the actual items to be covered during the meeting. When possible, use actionable words such as approve, discuss, adopt, announce to let participants know what is expected of them. At the end of each item is a suggested time allotted (adding up to an hour and a half long meeting), but in reality time allotted will depend on your group’s particular circumstances.

Welcome/Introductions/Warm-Up Activity – Doing one of these is particularly helpful for groups that don’t get together often. It is also a good way of getting the meeting started while not making late-comers miss anything substantive. (10 min)

Approve/adopt previous meeting minutes – Obviously, only necessary if minutes are kept. (5 min)

Discuss the topics at hand. This will usually be broken up into several parts, and will take up the bulk of the meeting. This is where you would include items like “Review annual budget” or “Brainstorm fundraising ideas” or “Hear report from Finance Committee”. (60 min total)

Announcements – This is often kept to the end of the meeting, but because new information can sometimes change the focus of a meeting, it may be useful to have announcements early on. (10 min)

Decide on time and agenda for next meeting.  (5 min).
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