
 
 

 
 
 
 

 
 
 

 
The Chair is the person in charge of the 
meeting. 
 
  S/he starts the discussion, and makes sure 
that everyone has a chance to say what they 
think. 
 
S/he keeps the meeting going at a good pace. 
Slow enough to give everyone a chance to 
think, but not so sluggish that it becomes 
boring! 

 

The Chair  
S/he mustn’t allow any one person to take 
over the meeting, or let two people have a 
long discussion without involving others. 
 
After each matter has been discussed the 
chair should remind people what has been 
decided. S/he should make certain that 
everyone knows who is responsible, and how 
long they have to do what needs doing, 
before moving on to the next point. 
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Attendees should make sure that they have
read the minutes and completed all their
‘jobs’ in the time allowed. 
 
They should look at the agenda and ensure 
that they have all the information they need 
so that they are able to take a full part in 
the discussion.  
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Attendees should be ready to think 
creatively, solve problems and help make 
decisions. 
 
Sometimes the attendees will decide that a 
copy of the agenda should be posted on a 
notice board so that other people know what 
has been decided. 
 
 


