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Better Board Meetings
Improving Your Facilitation



Review 

Focus on board responsibilities: strategic direction, fiduciary oversight, ED 
evaluation, and board self managementFocus

Schedule mix of topics: business, planning, visioning, team buildingSchedule

Design agendas that support engaging conversationsDesign

Send materials 1 – 2 weeks in advance Send



Who is here today?

Are you the facilitator of your board meetings?



Role of the Board Chair 



Role of the 

Facilitator

Monitors and encourages participation 

Focus on group process, not their own opinion

Stops those who are dominating the conversation

Moves discussion along - discourages repetition

Stops off-topic conversation

Manages time well

Asks tough questions

Looks for consensus

Summarizes key points



Meeting Agreements



Sample 

Meeting 

Agreements

 Be Present

 Speak Your Truth

 Listen to Understand

 Step Up – Step Back

 Notice Power Dynamics

 Trust Intent

 Acknowledge Impact



Good Enough Structure:

What is worth using from Robert’s Rules of Order?

Call Meeting To Order and Adjourning the Meeting

Making Motions (and Seconds)

Opening to Discussion

Restating the Motion

All in Favor, Opposed

Stating the Vote Count



Assign a Note-Taker



You can use  

both…

 Meeting Agreements

 Robert’s Rules
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Meeting Agreements



Good 

Facilitation

Monitors and encourages participation 

Focus on group process, not their own opinion

Stops those who are dominating the conversation

Moves discussion along - discourages repetition



Board 

Meeting 

Materials

What to send

Proposed agenda

Minutes from last meeting

ED report

Program reports

Committee reports

Financials

Background for topics on agenda

When to send

1 – 2 weeks in advance



Cutting Off Discussion



Good  

Facilitation

Monitors and encourages participation 

Focus on group process, not their own opinion

Stops those who are dominating the conversation

Moves discussion along - discourages repetition

Stops off-topic conversation



Make a Bike Rack List



Good 

Facilitation

Monitors and encourages participation 

Focus on group process, not their own opinion

Stops those who are dominating the conversation

Moves discussion along - discourages repetition

Stops off-topic conversation

Manages time well



Make Adjustment to the 
Agenda, if needed
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Summarize Key 

Points

Re-state Motions

Capture Decisions 

in Minutes

Clarify Action 

Steps

Set Next Meeting



Ideas for increasing engagement

 Reconnecting to the 

mission

 Break into small 

groups

 Brainstorming

 Team building



Summary

Focus on board responsibilities: strategic direction, fiduciary oversight, ED 
evaluation, and board self managementFocus

Design agendas that support engaging conversation and send materials 
in advance of meetingPrep

Use meeting agreements and just enough structure for well-facilitated and 
inclusive meetingsFacilitate

Increase engagement by trying new approaches within the meeting and 
providing team building opportunities Engage
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Thank You!
 Follow-up Email: Link to Recording

 Please Fill Out Session Evaluation

 Megan@CapacityRefresh.com



Questions?

megan@capacityrefresh.com


