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Roles & Responsibilities For Effective Meetings
	Roles
	Responsibilities

	Lead

(e.g., facilitator, chair)
	· Plan and prepare for meeting

· Invite the right people

· Send agenda 1 day in advance of meeting

· Start and end meeting on time

· Review action items from previous meeting

· Introduce each agenda item 

· Keep group focused

· Encourage participation

· Encourage the group to reach clear decisions

· Summarize decisions at end of meeting

· Request feedback at the end of meeting



	Time Keeper
	· Stick to the agenda timeframe unless leader specifies

· Alert presenters when their time is up



	Recorder
	· Take notes – document what is going on in the meeting
· Write on a flip chart if necessary
· Compile and send minutes/action items to team promptly after meeting


	Participants
	· Be on time 

· Come prepared if pre-work is required

· Engage in discussion

· Participate in decision making

· Express opinions

· Volunteer for action items

· Follow through with assignments or action items

· Keep stakeholder groups updated on the progress of the meeting 

· Be respectful of the lead’s role and participants ideas and opinions
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