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Effective Committees

I.  Why Committees?

•
Committees provide significant ways for members to get involved.

•
Committees are great opportunities to develop new leaders.

•
Committees, as smaller entities than the board of directors, house or general 

membership, can effectively focus on a specific set of issues or problems and create 
solutions.

•
People who serve on committees generally have an interest in the tasks the committee is 
committed to executing, so things actually get done.

II.  Some Symptoms of Unhealthy Committees
•
Low commitment level from members.

•
Psychological foot-dragging.

•
Difficult to set meeting times.

•
Poor meeting attendance.

•
Very little or no follow-through activity between meetings.

•
Low level of creativity.

•
Low level of cooperation.

III.  Characteristics of Healthy Committees
1.  The committee has a list of goals and the tasks that are undertaken are stepping stones to 
the larger goals.

2.  The size of the committee is small enough to get tasks accomplished:  not as big as the 
board or house.

3.  The leadership of the organization is clearly committed to the goals of the committee.

4.  If needed, the committee has adequate resources including staff support, budget, etc.

5.  The committee has a delegated chair or leader who delegates responsibility to other 
members.

6.  The committee is open to all interested people to become members and participate.


7.  The committee has an orientation designed to…



a.  allow members to get to know one another;



b.  provide opportunities for group to clarify goals;



c.  adequate time for probing of the purpose and rationale of group's tasks.



d.  opportunity to participate in designing and accepting the assignment of work.

IV.  Characteristics of productive committees
1.  Firm and prioritized tasks, goals and a vision for the direction of the committee.

2.  All members of the committee are committed to the goals and vision.

3.  Committee leadership spends time designing effective meetings, motivating members and 
focusing on action, outcomes and finished projects.

4.  Acceptance of differing levels of commitment and capacity among the group.

5.  Work is appropriately delegated.

6.  Staff support for the committee.

7.  Committee regularly asks itself if outside assistance is required.

8.  There is some effective way of rewarding efforts of committee members.

9.  Good minutes or records are kept

10.  The work of the committee is accepted and used to make a contribution to the broader 
community.

VI.  Why people don’t like to be on committees
•
the committee is characterized by poor leadership and poor meeting facilitation

•
the general membership hasn’t seen any results from the committee (because there 
aren’t any)

•
there aren’t any goals to provide direction to the committee

•
current committee members don’t take their position seriously therefore don’t get anything 
accomplished

•
meetings are sporadic, poorly attended and rarely have an agenda

•
if there is an agenda, members don’t get it or don’t read and prepare for the meeting

•
the committee is dominated by cliques or personalities

VII.  Characteristics of a good Committee Chairperson
1.  Starts and ends meetings on time by using a publicized agenda.

2.  Encourages group to get well acquainted.

3.  Seeks to involve all members of the group in the committee.

4.  Keeps the discussion directed to the topic at hand.

5.  Avoids acting the role of an expert; guide discussion without leading it.

6.  Summarizes decisions of the committee from time to time.

7.  Maintains awareness of dignity of each individual member; avoids negative personal 
attacks.

8.  Is seen by committee members as sincere and thoughtful.

9.  Summarizes the meeting and action taken act the meeting.

10.  Works as liaison between the committee and other committees, staff, and the world.

VIII.   Characteristics of a good Committee Member
1.  Is receptive and open to ideas.

2.  Has perspective which is useful to the committee and its mission.

3.  Is familiar with the aims of the organization and supports them.

4.  Enjoys the give and take of committee discussion.

5.  Is able to express ideas clearly.

6.  Is willing and able to give needed time for meetings and other assignments.

7.  Has good judgment and is not narrow or arrogant.

8.  Can think in terms of welfare of the group, rather than personal self-interest.

IX. Techniques for Problem Solving in a Meeting

1.  Traditional Problem-solving Process


Procedure:



a.  A problem is presented to the group.



b.  Time is set aside for questions of a clarifying nature.



c.  The nature of the problem is explored through discussion and alternative 



solutions are explored.



d.  One of the alternative solutions is accepted by the group and is delegated to a 


group or individual for implementation.



e.   The group is periodically appraised on the status of implementation and, once 


implemented, the solution is evaluated in the context of the problem it was 


designed to solve.

2.   Brainstorming



Purpose:  To generate ideas in as creative a meeting environment as possible and allow 

participants to tap into the creative energy of the group as a whole.


Procedure:



a.  A presentation of a problem or issue is made to the group.



b.  After a time for questions and clarification, each member of the group 




presents an idea or two.  Ideas should be spontaneous, so avoid using 



stacks (speakers' lists) unless you have to.



c.  A recorder lists all the ideas together.



d.  Initially, every idea is accepted, no evaluation of any kind is allowed,



e.  Typically, the group will go through a spurt of ideas, a lag, and then another 



spurt before exhausting its creative power.  After going through this 




process, review the list and eliminate those ideas which are clearly 




unworkable.  The remaining list should represent options available to the 



group.

3.  Feedback


Purpose:  To provide groups or individuals with personal reactions in a non-threatening 



manner.


Procedure:



a.  A presentation is made to the group.



b.  After a time for questions and clarification, each member of the group 




presents his/her reactions to the presentation.  Every effort is made to 



make the reactions as honest and as tactful as possible, using the 




following guidelines:

· Be specific, rather than general.

· Be tentative, rather than absolute (You seem to assume...)

· Be informing, rather than commanding.

· Be suggesting, rather than directing.

The above criteria should allow those receiving feedback as much latitude as possible and prevents them from feeling attacked or cornered by the group.

X.  Criteria for Evaluating Proposed Committee Objectives


1.  Is the objective measurable and verifiable?


2.  Does it relate to identified problems/opportunities?


3.  Can it be understood by those who must implement it?


4.  Is the objective realistic and attainable (but still challenging)?


5.  Will the result, when achieved, justify the expenditure of time and resources required 

to achieve it?


6.  Is the objective consistent with basic co-op politics and practices as well as 



economic realities of market and competition?


7.  Is there a process set up to evaluation the effectiveness of the objective, once 


implemented?

