Handout 3
Chair quick reference
Before the meeting
• Brief yourself on the contentious items. What dynamics are most likely to need careful handling? Who may need support to get in?
• Brief the relevant officer. Agree a quiet signal if things start to deteriorate.
• Think about the room setup. Can everyone see each other? Is the layout helpful for discussion?
During the meeting
• Intervene early. The first moment of drift is often the most important point to act. A calm redirect costs almost nothing.
• Apply the meeting rules consistently. The chair’s authority rests on being seen to be even-handed across all groups in the room.
• Keep it calm. “I want to bring this back to the specific proposal” is more useful than “that was not appropriate.”
• Bring in the quieter voices. Look around the room, not just at whoever puts a hand up.
• Watch for drift. Long anecdotes, repeated points and off-topic contributions all weaken debate quality. You have the authority to refocus.
After the meeting
• A short debrief with your democratic services officer is one of the most useful things you can do regularly. What worked, what was difficult, what would be worth doing differently.
 
	What success looks like
Success is not a smooth meeting. It is a meeting where the argument stayed on the issue, different voices got in and the decision was genuinely tested.



