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Rules of Order
1.
seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Motions
Board members may bring any item of business to the meeting in three ways:

1. seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 The director who asked that the item be put on the agenda may ask the Board to approve a proposal by “moving” it (that is, making a motion that the proposal be accepted).
2. The chairperson may present an item on the agenda, and ask if any Board member wishes to make a motion.
3. A director may present an item for discussion without making a motion.  The chairperson will decide if a motion is needed.  If so, the chairperson will ask for a motion.

Another Board member must “second” the motion.  Otherwise, the Board cannot discuss the motion and it “dies”.

Only one main motion may be considered by the meeting at any one time. 

2.
seq level0 \h \r1 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Amendments
Members may suggest an amendment to a main motion during the discussion.  An amendment may:

· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Take out part of the main motion

· Add to it

· Change parts of it

An amendment cannot:

· Be directly against the meaning of the main motion

All speakers must speak to the amendment once it has been moved and seconded.  They continue to do so until the amendment has been voted on.

The chairperson will keep a separate speaker’s list for the discussion of each amendment.

Friendly amendments

A Board member may ask that the mover and seconder of the main motion accept an amendment as “friendly”.  A “friendly” amendment clarifies the main motion but is not a substantial change.  If the mover and seconder agree that it is a “friendly” amendment, it becomes part of the main motion without a vote. 

More than one amendment

The chairperson may accept more than one amendment if:

· The amendments have been moved and seconded

· They would change the same part of the motion

Order of voting on amendments

The order of discussion and voting on amendments is the reverse of the order in which they were moved.  This means that discussion and voting begins with the last amendment moved.

Any amendment passed becomes part of the main motion.  After members have voted on all amendments, they discuss and vote on the (amended) main motion.

Some groups decide to set a limit of two amendments to any one main motion.

Majority of votes

An amendment must have the same majority as the motion that it amends. 

3.
seq level0 \h \r2 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Speaking
The Board will discuss a proposal once it has been moved and seconded.  The chairperson will control the discussion.  Board members will speak as follows:

1. seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 They may ask questions.  The chairperson or the Board member who moved the motion will answer.

2. They may speak for or against the motion.

3. They will speak to the chairperson.

4. Each speaker will normally speak for 3 minutes or less.  The chairperson may set a shorter or longer time limit.

5. Normally, the chairperson will allow a member to speak more than once on an item only after others who want to speak have done so.

Directors who want to oppose a motion may:

1. seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Speak against the motion

2. Outline a proposed new motion

3. Ask the mover to withdraw the main motion

4. Ask other Board members to defeat the main motion so that they can move a new motion

4.
seq level0 \h \r3 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Withdrawing the motion
The Board member who moved a motion may withdraw it at any time during the discussion.  The seconder should be asked for permission.

5.
Voting
The chairperson calls for a vote once everyone who wishes to speak has spoken or if all points of view have been considered.

Majority

Motions are decided by simple majority unless the Corporations Act or by-laws state otherwise.  A simple majority vote is more than half of the votes cast, without counting abstentions (50% plus one vote).  A two-thirds majority is two-thirds of the votes cast without counting abstentions.

Chairperson

Whether or not the chairperson votes is a policy decision the organization should make.  The chairperson must always be and appear to be neutral on the issue under discussion.  In the event of a tie, the chairperson does vote, depending on the non-profit’s policy this may be for either the first or second time.  In some non-profits, the chair will automatically vote against a motion which clearly does not have the support of the majority.

The chairperson will rule on whether or not the motion has passed.  Any Board member can request a recount of the votes.

6.
Motions about procedure
· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Calling the question
A Board member who has not yet spoken on the motion or amendment which is being discussed and who wishes to end the discussion may call for an immediate vote by saying “I call the question.”  This motion to “call the question” needs a seconder.  The chairperson will immediately ask Board members to vote on whether they want to finish the discussion at this point.  A two-thirds majority is needed.

If the motion to “call the question” is carried, the directors then vote on the main motion or amendment.

If the motion to “call the question” is defeated, directors may continue to discuss the main motion or amendment.

· Motions to defer, refer or table a motion
During the discussion on a main motion or an amendment, any speaker can move to “defer the question”, “refer the question”, or “table the motion”.

· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Motion to defer
This motion puts off discussion to another meeting, or to a later time in the same meeting.  The motion needs a seconder.  It may be debated.  The motion must state the date or time at which the Board will discuss the question again.

· Motion to refer
This motion gives the Board, committee or other group the job of studying the question and of making recommendations to the members of the non-profit.  The motion needs a seconder.  It may be debated.  It must state to whom the question is being referred.

· Motion to table
This motion sets aside the business for an indefinite period.  This motion needs a seconder.  This motion is not debated.  At another time in this meeting or another meeting, the directors may pass a motion (by simple majority) to “take the motion from the table”.

· seq level0 \h \r2 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Motions that waste time
The chairperson may rule a motion out of order on the grounds that it is absurd or wasting time, and not worth the groups’ attention.

7.
seq level0 \h \r6 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Interruptions
Board members may speak out of turn if they wish to raise:

· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 A point of order

· A point of information

· An appeal against the chairperson’s ruling

· A question of privilege

Once a point of order is raised, the chairperson will rule whether it is correct or not, and act accordingly.  A point of order is about a meeting procedure.

Directors who have important information or a question which will save time in the discussion may raise a point of information.  A point of information is relevant to the item under discussion.  

Board members may appeal when they think a ruling of the chairperson is not correct.  The appeal needs a seconder, and is not discussed.  Both the chairperson and the member who 
makes the appeal may give their reasons.  The question: “Shall the decision of the chairperson be upheld?” is put to the vote.  The chairperson does not vote.  If the vote is tied, the chairperson’s ruling is upheld.

A question of privilege does not need a seconder.  It is not discussed.  The chairperson rules on the question without calling for a vote.  A question of privilege is about the rights, safety or comfort of one person or everyone at the meeting.

Sample Annual General Meeting Agenda

	7:30
	Welcome & Introductions


	

	7:40
	Approve the Agenda


	

	7:45
	Approve the Minutes of the Annual Members’ Meeting September 3, 1997


	

	7:55
	Report on Matters Arising from the Minutes


	Corporate Secretary

	8:00
	Election of the Board

[information in your meeting package – green pages]


	Nominations Chair

	8:30
	Annual Report from the Board of Directors

[in your meeting package – pink pages]


	Vice-President

	8:40
	Annual Report from the Manager

[in your meeting package – yellow pages]


	Manager

	8:50
	Approval of the Audited Financial Statements

[on the table at sign-in – white pages]


	Auditor & Treasurer

	9:00
	Appointment of the Auditor for the Next Fiscal Year


	Treasurer

	9:15
	Announcement of the Election Results


	

	9:20
	New Business


	

	9:25
	Meeting Evaluation


	

	9:30
	Meeting Termination
	


Light refreshments will be served immediately following the meeting.

Sample Agenda for Board Meetings
	TIME
	ITEM
	WHO
	ACTION

	7:00
	Check-in
	
	

	7:10
	Approve the agenda
	
	Decision

	7:12
	Conflict of interest declarations
	
	Declaration/

decision

	7:15
	Adopt the minutes of September 8, 2007
	
	Decision

	7:25
	Matters arising from the minutes

· Meeting with Police
	Manager
	Information

	7:35
	Correspondence

· Letter from tenant re: garbage
	
	Discussion

	7:40
	Outreach Committee report

· Appointment of delegate to ONPHA Annual Meeting
	Committee Liaison
	Decision

	7:45
	By-law Revisions Committee

· Status report
	Committee Chair
	Information

	7:50
	Manager’s report

· Key management indicators

· Revisions to Investment Policy
	Manager
	Information

Decision

	8:05
	Financial Statements
	Treasurer
	Decision

	8:10
	BREAK
	
	

	8:25
	Future Directions Committee

Achievement of goals to date

Revise Mission Statement
	Committee Chair
	Information

Notice for next mtg.

	8:40
	New business
	
	

	8:45
	Meeting evaluation
	
	

	8:50
	Set meeting dates for quarter
	
	

	9:00
	Meeting termination
	
	


Sample Minutes of the Board of Directors

Alison Baker

Present

Jim Cheung

Present

Kim Smith

Present

Allen Brotis

Present

Toni Miller

Absent

Marg Tiffany

Regrets

Jamie Welsh

Present

Staff Present:
Terry House (Manager)

Guests:  Ahmed Hafeez (Chair, Outreach Committee), Luigi Marciano (Chair, Future Directions Committee)

1. seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Call to Order

President Alison Baker called the meeting to order at 7:05 p.m.  Corporate Secretary Jamie Welsh recorded the minutes.

2. Approval of the Agenda



Moved/Seconded/Carried          Jim Cheng/Alison Baker

That the agenda be approved as presented.

3. Approval of the Minutes



M/S/C

Jamie Welsh/Kim 

To approve the minutes of September 7, 2007 with the correction that Kim Smith was 
absent.
Matters Arising from the Minutes

The Manager noted that the meeting with the community police has been scheduled for October 29.  The Manager and chairs of the Outreach and Security Committees will meet with the officers.

4. Correspondence

The Secretary read out the letter from client Russ Williams.  He lives at 29 Dewline and reports on a chronic problem with his neighbours putting out their garbage in bags rather than cans and it is being torn apart by animals over night. 

The corporate secretary will write a letter to Mr. Williams acknowledging his letter and that this matter has been referred to the Grievance Committee for resolution.

Ahmed Hafeez arrived.
5. Outreach Committee Report

Ahmed Hafeez, chair of the committee provided the report as the committee liaison was unable to attend the meeting.  He reported on recent activities of the Committee:

· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Set up display at the local mall for two weekends

· Spoke to the local homeowners’ association at their annual meeting

· Redesigned the information sheet about True North

For this item, Alison passed the chair to Jim Cheng.
The Committee has received notice of the ONPHA annual meeting and recommends that the President attend as True North’s delegate.  



M/S/C

Jamie Welsh/Allen Brotis

To appoint President Alison Baker as the delegate to the ONPHA annual 
meeting.
It was noted that Alison will present a written report on the meeting to the Board at its meeting in December.

Alison took back the chair and Ahmed left the meeting.

6. seq level0 \h \r6 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 By-Law Revision Committee
No committee representative appeared to make this report.  It was deferred to the next 
meeting.

7. Manager’s Report
Terry reviewed the key management indicators and changes since the detailed report last July.  The Board noted that the new procedures for arrears seem to be effective as the total arrears has dropped each month since they were implemented.

Terry outlined some recommended changes to the investment policy.  In effect, it is an attempt to stress the importance of trying to keep reserve funds invested in the local community. 



M/S/C

Kim Smith/Allen Brotis

8. To approve the amendment to the Investment Policy stipulating that a maximum of $50,000 be invested in term deposits in each of the two local credit unions.
Terry will direct the bookkeeper to make these arrangements.

9. Financial Statements
Treasurer Kim Smith reviewed the income and expense statement and balance sheet.



M/S/C

Kim Smith/Jim Cheng

10. To accept the August 31, 2007 financial statements.
11. Future Directions Committee Report
Luigi Marciano referred to the Committee’s written report distributed with the Board package.  A table outlining the progress toward goals for the year was highlighted.

The Committee is recommending a reallocation of the some funds associated with specific goals.  Based on progress to date, it seems unlikely that the basketball court will be resurfaced.  The money for this project might be more appropriately allocated to the children’s play lot.  He asked the Board to consider this suggestion and make a decision next month.
12. New Business
Jim Cheng reminded everyone that the annual Board dinner is scheduled for November 
23.  

13. Meeting Evaluation
The Board thanked the staff for sending the meeting packages out earlier this time.  This makes it easier to prepare for the meeting.  The day before the meeting the Corporate Secretary will phone to remind guests about the time they should arrive.

14. Set Meeting Dates
Directors agreed to the following meeting schedule:

Wednesday November 4 - Board Meeting

Wednesday November 11 - Forum with Tenants on Renovation Plans

Monday November 23 - Board Dinner

Wednesday January 6 - Board Meeting
15. Meeting Termination

The meeting finished at 9:35 p.m.
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 President
(Affix corporate seal)

Secretary
Are you a Masterful Meeting Participant?

To determine if you are a masterful meeting participant, answer the questions based on how you behave in most meetings. Although you may find several of the responses typical of you at different times, select the response that is the way you behave in most meetings. Try to be as accurate as possible in your assessment. (If you really want to have fun, have someone who regularly attends the same meetings you do score it for you; then compare the two scores.)

The Self-Assessment
	 
	A
	B
	C
	D

	1. If the meeting has not started at the scheduled time, most often I...
	Wait patiently for the meeting to begin.
	Talk with other participants about business or unrelated topics.
	Ask the group to set a time limit, after which the meeting starts or is cancelled.
	Leave the meeting because I have more productive things to do.

	2. If a meeting starts without a clear purpose or agenda, most often I...
	Say nothing since most meetings start this way.
	Listen attentively in hopes that the purpose and agenda will be identified.
	Ask the meeting leader to give the purpose and the agenda.
	Remind the meeting leader of the correct way to start a meeting.

	3. During discussions, most often I...
	Listen unless asked a question.
	Speak up when an issue impacts my area.
	Share my views and ask others to share theirs.
	Speak the most because other people are quiet.

	4. When someone makes a recommendation with which I disagree, most often I...
	Wait to see if someone else objects.
	Speak up if I believe the person is open to critical comments.
	Ask the person to explain why he or she supports the recommendation and then share my thoughts.
	Tell the person what I believe and why.

	5. When a person with higher authority disagrees with a view I expressed, most often I...
	Remain silent since the person will take the action he or she desires.
	Acknowledge the person's right to disagree with me.
	Ask the person to explain why he or she disagrees and then share my thoughts.
	Tell the person what I believe and why.

	6. When a person who is a subordinate or peer disagrees with a view I expressed, most often I...
	Remain silent to avoid offending the person.
	Acknowledge the person's right to disagree with me.
	Ask the person to explain why he or she disagrees and then share my thoughts.
	Tell the person what I believe and why.

	7. If the discussion goes off topic for several minutes, most often I...
	Stay quiet to avoid adding to the time spent in the off-topic discussion.
	Try to steer the conversation back to the main point.
	Ask that we record a reminder to discuss the topic later so we can get back to the main point.
	Tell the group that we need to stay on topic.

	8. If the discussion leads me to an important thought for the team that is off topic, most often I...
	Make a mental note to mention the thought at another time.
	Jot the thought down so I don't forget it.
	Ask that we record a reminder to discuss the thought later so we can stay on the main point.
	Tell the team about the thought and engage in a discussion about it.

	9. If I feel the meeting is wasting my time, most often I...
	Show respect by trying to stay tuned in and listening.
	Start doing other work during the meeting to try to be productive.
	Let the group know of my concern and ask if anyone else has this same concern.
	Leave the meeting because I have more productive things to do.

	10. When I believe I have a solution that can help the team, most often I...
	Wait to see if someone else offers the solution.
	Speak up if I believe the team is open to solutions.
	Offer my solution and invite people to discuss strengths, weaknesses and other alternatives.
	Tell the team what I believe and why.


 Scoring
Add the number of responses in each of the four categories and record below. Then multiply the number of responses by the multiplier to arrive at four sub-totals. Finally, add the sub-totals to arrive at a total score. 

	Total Number of Responses in each Category
	A:______
	B:______
	C:______
	D:______

	Multiplier
	x 1
	x 2
	x 4
	x 2

	Sub-Totals
	 
	 
	 
	 

	Total Score
	 
	 
	 
	 


Evaluation
Use the guide below to interpret your score.

	30-40
	You generally are a masterful meeting participant. You contribute when needed, you move the meeting toward constructive discussion, and you help resolve conflicting views.

	20-29
	While there are times when your participation is masterful, there are also times when you may stifle your own participation or the participation of others. You may find it helpful to speak up more or to invite others to speak up. Seek win-win solutions to conflict by encouraging others to explain their views.

	10-19
	You can contribute much more to meetings than you currently do. By speaking up, masterful meeting participants help create an environment in which meetings are productive, effective, and engaging. 


Credit: The Secrets to Masterful Meetings (Leadership Strategies Publishing, 2005), Michael Wilkinson

Committee Meeting Tips
a. Only call meetings when there is a real need or reason to meet and a strategic and well considered agenda.

b. Ensure that members receive notice of the meeting well in advance of the gathering.

c. Ensure the location and meeting room is well communicated and easy to access.
d. Provide agendas to the participants in advance so that they can prepare effectively. Make sure that they understand that they are expected to come prepared.

e. Develop agendas that focus on priority issues. Treat the meeting agenda as a script for the meeting and structure it to focus on: past business, new and arising issues, and an assessment of the progress you are making against your purpose, goals and desired outcomes. 

f. State the purpose of the meeting right on the agenda and communicate it clearly 
at the beginning of the meeting.

g. Ensure that the Chairperson starts and ends the meetings on time, keeps the discussions on track and designated to the time outlined on the agenda.

h. Encourage the Chair to make sure that everyone contributes and that everyone’s perspective at the meeting is heard.  

i. Monitor the group process and facilitate effective relationship building and teamwork.
j. Encourage the group to develop a code of conduct or way of working together that embraces listening, sharing, openness, and contributions from everyone.
k. Encourage an open and creative problem solving approach to all issues.
l. Ensure that the committee knows how decisions will be made. If a consensus model is to be used, ensure that consensus is secured.

m. Summarize all key decision points and action items at the end of the meeting and in the meeting minutes.

n. Disseminate the meeting minutes as soon as possible after the meeting.
o. Ensure the Chair or appropriate staff person follows up with people with respect to their action items to ensure committee momentum.
p. Ensure individuals with action items are on the next meeting’s agenda with the goal of reporting on their progress.
How to Manage Group Conflict

Copyright Carter McNamara, MBA, PhD
If there seems to be prolonged conflict among several members of a group, then consider the following guidelines. 

1. First, verify if members indeed are in conflict. Ask the members. Listen for 3 minutes.

They might not be in destructive conflict, at all. Name or describe what behaviours you are seeing that might indicate destructive conflict. Do not try to “diagnose” causes of those behaviours, just name what you are seeing or hearing. Acknowledge that conflict is natural in healthy groups, but why you conclude that conflict has become destructive. 

2. If members are in destructive conflict, then select approaches to resolve conflict. 

Take a 5-minute break. Ask one or two other members (a subgroup) to step aside with you. Ask them to suggest approach (s) to address the conflict, and then read the ideas listed immediately below. Ask them which approach(s) are most likely to move things along.

3. Use the approaches selected by the subgroup, with the entire group.

Explain that the approaches were selected by several of you, not by just one person. Ask that members set aside 10-15 minutes on the agenda to try them out. The more the members are in destructive conflict; the more likely they will be willing to try out the approaches. 

Possible Approaches to Conflict Resolution

Depending on the situation and duration of the conflict, there are a variety of approaches that might support resolution of destructive conflict. Here are some possible approaches: 

· Focus on what members agree on, for instance by posting the mission, vision and/or values statements to remind people of why they are there. 

· Ask members, “If this disagreement continues, where will we be? How will it hurt our organization? 

· Have members restate their position. If it will take longer than three minutes, allow opportunities for others to confirm or question for understanding (not disagreement). 

· Shift to prioritizing alternatives, rather than excluding all alternatives but one. 

· Take a 10-minute break in which each member quietly reflects on what he/she can do to move the group forward. 

· Take 5-10 minutes and in pairs of two, each person shares with the other what he/she is confused or irritated about. One person in the pair helps the other to articulate his/her views to the larger group. Then switch roles and repeat the process. 

· Propose an “agree to disagree” disposition. 

· If disagreement or lack of consensus persists around an issue, have a subgroup select options and then report back to the full group. 

· Tell stories of successes and failures in how group members operate, including how members got past their differences and reached agreement. 

· Call for a vote on a stated question or decision. 

How to Help Group Members Get Unstuck

Sometimes, even if there is a lot of participation from members and no prolonged conflict, a group might not seem to be making any progress on group activities. Members may simply be stuck, for example, during planning or when needing to make a major decision. Consider a similar general process as when a group seems in prolonged conflict (listed above). You could: 

1. First, verify if members indeed are stuck. Ask the members. Listen for 3 minutes.

They might not be stuck, at all. Name or describe what behaviors you are seeing that might indicate they are stuck. Do not try to “diagnose” causes of those behaviours, just name what you are seeing or hearing. 

2. If members are stuck, then select approaches to move the group forward. 

Take a 5-minute break. Ask two other members to step aside with you. Ask them to suggest the approach(s) to move things along, and then read the ideas listed immediately below. Ask them to choose which approach(s) would be most likely to move things along.

3. Use the approaches, selected by the subgroup, with the entire group.

Explain that the approaches were selected by several of you, not by just one person. Ask that members set aside 10-15 minutes on the agenda to try them out. The more the members are stuck, the more likely they will be willing to try out the approaches.

Possible Approaches to Get Unstuck

Depending on the situation, there are a wide variety of actions that might be helpful in moving the group forward. Possible approaches that members can use to become unstuck include: 

· Ask the group, “If we continue to be stuck, where will we be? How will we be hurting our organization?” 

· Take a five-minute break to let members do whatever they want. 

· Resort to some movement and stretching. 

· Ask for five examples of “out of the box” thinking. 

· Resort to thinking and talking about activities in which resources do not matter. 

· Play a quick game that stimulates creative thinking. 

· Use metaphors, such as stories, myths or archetypal images. For example, ask each person to take five minutes to draw or write a metaphor that describes his/her opinions and position in the meeting. 

· Have each or some of the planners tell a story and include some humour. 

· Use visualization techniques, for example, visualize reading an article about the organization’s success some years into the future. What does the article say about how the success came about? 

· Play reflective or energizing music (depending on the situation). 

· Restructure the group to smaller groups or move members around in the large group. 

· Have a period of asking question after question after question (without answering necessarily). Repetition of questions, “why?” in particular, can help to move planners into deeper levels of reflection and analysis, particularly if they do not have to carefully respond to each question. 

· Establish a “parking lot” for outstanding or unresolved issues, and then move on to something else. Later, go back to the stuck issue. 

· Turn the problem around by reframing the topic and/or issue. Usually, questions help this reframing happen. 

· Ask key questions, for example, “How can we make it happen? How can we avoid it happening?” Focus on what the group agrees on, for instance by posting the mission, vision and/or values statements to remind people of why they are there. 


