
7

TAKE THE “IN” OUT OF INEFFECTIVE…

10 STEPS TO RUNNING
SUCCESSFUL MEETINGS



 9 The members are conscious about their 
effectiveness as a team.
They are very aware of their clients and 
are not self-serving as a group.

10 The group is capable of analysing
a weakness in its performance and 
‘fi xing it fast’.

…AND SEVEN
THAT LEAD TO RUIN
1 Allowing one or two people

to dominate discussion.

2 No one making an effort to keep 
discussions on track.

3 The members not seeming to 
understand their common purpose.

4 People ignoring other ideas while they 
prepare their own submission.

5 A lack of focus on the issue means
the conversation strays off the topic. 

6 Allowing disagreements to become 
personal attacks, leading to a 
breakdown in unity of purpose.

7 Allowing only a simple majority vote
– which can mean a substantial number 
may be dissatisfi ed.

MEETING FORECAST
A pleasant atmosphere with no sign
of personal tensions on the horizon.

SYNOPSIS
After careful study of the chart and formula 
supplied, members have identifi ed long 
periods of increased activity associated with 
the absence of pressure and internal storms.

Decision-makers will be cool and alert,

10 STEPS THAT MAKE
EFFECTIVE MEETING GROUPS
 1 There is plenty of discussion but it’s 

mainly on the point. If discussion strays, 
someone brings it back quickly – not 
necessarily the chair or leader.

 2 The members understand their task 
clearly. They may have had to spend 
some time working this out but then they 
are committed to it.

 3 The members actively listen to each 
other. They don’t just keep silent.
They give each idea a fair hearing
and don’t jump onto unrelated ideas.

 4 The group does not evade 
disagreement. When there is a 
disagreement, or problem, the group 
uses its energy to focus on the problem, 
not the person.

 5 Members are encouraged to reveal their 
opposition and not ‘bottle it up’
till after the meeting – a common fault in 
a weak group.

 6 There is no personal attack either openly 
or by veiled suggestion.
Members are inclined to give positive 
respect and recognition. They focus
on overcoming obstacles.

 7 The leader does not dominate.
‘Leadership’ shifts from time to time.
The group uses different leaders for their 
specifi c abilities.

 8 There is little evidence of power 
struggles and no posturing or point 
scoring. Control is not an issue – it’s the 
job and the sense of teamwork which is 
important.



Other resources and training workshops 
are also available for volunteers involved in 
the delivery of sport and recreation through 
the Australian Sports Commission Volunteer 
Management and Club/Association 
Management Program. Topics include:

Volunteer Management
• Recruiting Volunteers

• Retaining Volunteers

• Volunteer Management Policy

• The Volunteer Coordinator

• Managing Event Volunteers

• Volunteer Management:
A guide to good practice

Club/Association Management
• Creating a Club

• Club Planning

• Financial Management

• Committee Management

• Conducting Meetings

• Event Management

• Promoting Sport and Recreation

• Sponsorship, grants and fundraising

• Legal Issue and Risk Management

with winds of change bringing enthusiasm, 
order and respect.

REST OF STATE
Heated arguments and heavy falls in 
effectiveness will be confi ned to less 
informed organisations.

This resource is part of the Club 
Development Scheme, which provides 
assistance to Western Australian sport
and recreation clubs and organisations to 
become better managed, more sustainable 
and to provide good quality services to their 
members and participants.

Other resources in the series include: 

• Step by Step to Starting a New Club

• Planning for Your Club – The Future
is in Your Hands

• Taking the Lead! A Guide for Club 
Presidents

• The Key to Effi ciency – The Club 
Secretary

• Lighten the Load and Delegate – Help for 
the Overworked Committee Member

• Show Me the Money – A Guide for
Club Treasurers

• Take the In Out of Ineffective – 10 Steps 
to Running Successful Meetings

• Effective Club Meetings

• You Have the Answers – Solving Club 
Problems

• Establishing Your Club Constitution
and Becoming Incorporated

• Marketing and Promoting Your Club

• Seeking and Servicing a Sponsor

• Risky Business – A Club Guide
to Risk Management

• Clubs’ Guide to Volunteer Management 



For further information refer to our website www.dsr.wa.gov.au or contact us at:

METROPOLITAN
246 Vincent Street, Leederville WA 6007
PO Box 329, Leederville WA 6903
Telephone (08) 9492 9700
Facsimile (08) 9492 9711
Email info@dsr.wa.gov.au

GASCOYNE
4 Francis Street
PO Box 140, Carnarvon WA 6701
Telephone (08) 9941 0900
Facsimile (08) 9941 0999
Email gascoyne@dsr.wa.gov.au

GOLDFIELDS
106 Hannan Street
PO Box 1036, Kalgoorlie WA 6430
Telephone (08) 9022 5800
Facsimile (08) 9022 5899
Email goldfi elds@dsr.wa.gov.au

GREAT SOUTHERN
22 Collie Street
Albany WA 6330
Telephone (08) 9892 0100
Facsimile (08) 9892 0199
Email greatsouthern@dsr.wa.gov.au

KIMBERLEY
Government Offi ces
Cnr Konkerberry Drive 
and Messmate Way
PO Box 1127, Kununurra WA 6743
Telephone (08) 9166 4900
Facsimile (08) 9166 4999
Email kimberley@dsr.wa.gov.au

MID WEST
Mid West Sports House
77 Marine Terrace
PO Box 135, Geraldton WA 6531
Telephone (08) 9956 2100
Facsimile (08) 9956 2199
Email midwest@dsr.wa.gov.au

PEEL
Suite 3, The Endeavour Centre
94 Mandurah Terrace
PO Box 1445, Mandurah WA 6210
Telephone (08) 9550 3100
Facsimile (08) 9550 3199
Email peel@dsr.wa.gov.au

PILBARA
1 Welcome Road
PO Box 941, Karratha WA 6714
Telephone (08) 9182 2100
Facsimile (08) 9182 2199
Email pilbara@dsr.wa.gov.au

SOUTH WEST
80A Blair Street
Bunbury WA 6230
Telephone (08) 9792 6900
Facsimile (08) 9792 6999
Email southwest@dsr.wa.gov.au

WHEATBELT
McIver House
297 Fitzgerald Street
PO Box 55, Northam WA 6401
Telephone (08) 9690 2400
Facsimile (08) 9690 2499
Email wheatbelt@dsr.wa.gov.au

John Higgins Centre
Clayton Road
PO Box 54, Narrogin WA 6312
Telephone (08) 9890 0400
Facsimile (08) 9890 0499
Email wheatbelt@dsr.wa.gov.au

Department of Sport and Recreation


