New Mexico Healthier Weight Council

 Group Process Guidelines

Executive Committee and Advisory Groups
1. Has group leadership been identified?  The leader(s) should set dates, convene meetings and facilitate the process.

2. Has a specific charge been identified and articulated for the groups?
3. Are there other group members prepared to convene meetings when the leader or co-leader(s) are absent?  Always be committed to meeting on planned dates.  Group meetings should not be subject to one person’s schedule.

4. Have agendas been prepared in advance?  They should be distributed to  members in advance as should any materials that will be discussed. This allows time for review and preparation. Group leaders should discourage the use of meeting time for review of materials that have been provided in advance.
5. Do the agendas reflect the priorities of the groups and the strategic priorities of the Council?
6. Are all members participating?  The best design is one that delegates “work” outside the group meetings.  There should be specific assignments for each committee member to perform between meetings. 
7. Are skills of members being used effectively?  Do you have members with skills appropriate to the group’s charge?  Consider recruiting new members who provide needed skills and resources.

8. Are meetings appropriately scheduled for timely decisions?

9. Are results (minutes) recorded at each meeting?  These should not be an accounting of all the dialogue, rather they should capture key points, decisions, assigned responsibilities, and deadlines.

10. Is the leader or co-leader prepared to present a report to the Council, either by themselves or by delegating to a group member?  

11. Have future meetings been put on calendars?  Dates?  Places?  Times?  Consider scheduling meetings well into the future.

12. Evaluate your group’s effectiveness at each meeting.  Has there been:

· Effective leadership?
· Good communication?
· Full participation by members?
· Priority setting?
· Success in reaching goals?
· Effective use of time?

