……………………………  Community Garden Meetings Procedure

Only hold meetings if there is a purpose, e.g. to give information, to reach a decision, to have an open discussion, to ensure everyone hears the same message. Don't have meetings only when there is a problem. Meetings are only fair if everyone has had the opportunity to read the agenda and make their views felt even if they can't make it to the meeting. They are unfair if there is bullying, dominating or blocking behaviour and unwarranted negativity during the meeting.

Consensus Decisions. 
These only work if everyone agrees to make decisions that are best for the project as a whole. 
They run by, 1. Making a proposal. 2. Everyone able to ask questions for clarity. 3. Everyone in turn stating their concerns and what is behind them 4. Attempt to resolve differing views. 5. Vote – either fully in favour, go along with, stand aside or veto.
If someone vetoes them amendments have to be made, proposal gets abandoned or discussion takes place again at later date.

Facilitators. 
Facilitators should change for each meeting if people feel able to take on the role. People should be encouraged to try but no one should be put under undue pressure to do it. 
The facilitator ideally sits back from the discussion a bit and 
1. Observes the communication, energy and dynamics of the meeting and tries to equalise participation and maintain a positive atmosphere.
2. Balances the time, structure and free flow, focus and wider visions and real and unreal expectations without crushing creativity and visioning.
3. Unblocks situations such as when the group gets stuck on a point or caught up in details.

MEETING OUTLINE

PRE-MEETING  (suggest about two weeks prior.)
· Let all know time, date and place and invite all to contribute to agenda.
· Distribute agenda well before meeting so people know if they wish to attend and all have an opportunity to think about the items beforehand. Agenda items should have an owner -the person who suggested item and indicate any important background to the item.

MEETING
Phase 1. 
· Opening circle, settling down, hello's etc. recording who is present and any             apologies.
· Go through the minutes of last meeting.
· Report back on this and any comments.
Phase 2.
· Agenda items.
· Presentation then discussion then Decision for each item.
Phase 3.
· Next steps, a reminder of action points, choosing next meeting date, facilitator, agenda monitor etc.
· Meeting evaluation so we can improve our meetings over time.
· Closing circle with informal chats about positives of the garden, future hopes etc.


POST MEETING
· Send out a copy of the minutes to all as soon as possible.
· [bookmark: _GoBack]Allow some time for feedback from those who couldn't attend or for attendees to rethink ideas before assuming decisions can go ahead. Most good thoughts for improvement come two nights after a decision has been made.
