RAMAPO COLLEGE OF NEW JERSEY

HOW TO RUN A SEARCH COMMITTEE MEETING
*Remember that all of your committee members are volunteers

PLANNING EACH MEETING

· Decide what you plan to achieve during this meeting
· Set the time and place that is appropriate for the purpose of the meeting
· Arrange for food, supplies, copies, etc.
· Notify members
· Prepare an agenda
DURING COMMITTEE MEETINGS

· Start on time
· Remind committee members regarding the confidentiality of the proceedings
· Review the progress of the search as of the date of the meeting

· Restate the goal of this meeting and review the agenda

· Keep the meeting moving

· Adjourn on time

DISCUSSIONS AND DELIBERATIONS

· Be mindful of, and remind members of the time
· do not allow one topic or discussion of one candidate monopolize your time

· stay on task – steer conversations back to the topic at hand

· If a disagreement damages the deliberations, stop it and agree with the debaters to address the issue outside of the meeting

· Determine how voting will take place prior to any actual voting

· Ensure every person has some opportunity to voice his/her opinion

· Put decisions to the group

· Restate points for clarity

ENDING MEETING (bring closure)

· Summarize main points - review the discussions held and agreed-upon tasks

· Restate who will do what tasks between meetings

· Plan next meeting

· Thank members for their efforts - remember they are volunteers

· Remind committee of coming events and activities

BETWEEN MEETINGS

· Update committee on any actions/activities that have occurred

· Ask committee if they need any assistance or have questions before the next meeting

· Remind members of the next meeting location and time

· Follow up on action items

