Internship Resource Sheet # 19.5

Chairing Committees
The main emphasis in this resource sheet is to master:

· The skills of chairing meetings
· The styles of leadership involved in chairing meetings

· The skill of leading to a decision

Method: This will involve discussion, modeling, debriefing, intern chairing a meeting(s) with supervisor present, debriefing, and later, the intern chairing meetings un-supervised.

Areas for discussion:

1. Leadership styles 

2. Function of a church board meeting / business meeting
3. Function of an elder’s meeting

4. Function of a nominating committee

5. Confidentiality – 

a. who is authorized to report on committee actions

b. which committees are confidential – e.g., nominating committee

c. some committees may not be confidential, but quoting people out of committees may well breach confidentiality

6. The agenda – how to prepare
7. The role of the chairperson

8. Evaluating committee effectiveness

9. Planning, goals and reports

10. Decision making through small group participation

11. Parliamentary procedure

12. Formality vs. informality

13. Minutes: the church clerk

· How minutes should be written

Resources:



· Seventh-day Adventist Church Manual, 16th Edition, Review & Herald Publishing Association, Hagerstown, 2000. [ISBN: 0-8280-1598-8]

· Mack Tennyson, Making Committees Work, Zondervan Publishing House, Grand Rapids, 1992. [ISBN: 0-310-58471-X]







