
Preparing for good board meetings 
Association of Chairs is the only charity dedicated to supporting Chairs.  
We have created the Beacon Programme specifically to help Chairs of 
smaller charities with the challenges they face. 

Managing board meetings is a key part of 
the Chair’s role. Done well, participants can feel 
rewarded and committed to a shared direction. 
Done poorly, participants can feel demotivated 
with little having been achieved. A good board 
meeting requires preparation – here are some 
top tips to help with this: 

1 Schedule your meetings well in 
advance. Use a board calendar to 
help schedule key topics that the board 
needs to discuss over the coming year.  
This should align with key events in 
the organisation’s annual calendar e.g. 
preparation of the annual report to ensure 
timely contributions by the board. 

2 Involve your Chief Executive (CEO) 
or equivalent in planning your board 
meetings. You should plan the agenda 
together and have a shared understanding 
of key objectives. 

3 Ensure the agenda is balanced and 
focused. Make sure the board spends 
enough time looking forward and outwards 
rather than simply inwards and backwards.  
Be clear about the purpose and/or 
relevance of each agenda item. 

4 In smaller charities where trustees are 
often involved in the day-to-day work 
of the charity make sure everyone 
understands which decisions are for 
the board to make e.g. expenditure over 
a certain amount and which decisions have 
been delegated to individuals who lead 
operational matters. Once delegated, the 
board should resist meddling but agree the 
limits of any delegation and how the board 
will be updated. You may want to create 

a separate section on the 
board agenda to discuss these 
types of day-to-day issues. 

5 Aim for your board meetings to be 
held in a pleasant environment. Little 
things make a big difference – is the space 
welcoming? Is it warm/ventilated enough? 
Is it an adequate size? Will everyone be 
able hear each other? Have you provided 
refreshments? 

6 Ensure good quality papers are 
circulated in advance (typically at 
least a week). You should have a shared 
understanding with your CEO or equivalent 
of what ‘good quality’ papers look like. A 
standard format for board papers can help 
with this. 

Next steps 
MM We have developed a tool to guide you in 

developing a standard format for your Chief 
Executive or equivalent’s Report. Download 
it here. 

MM Want to know more? A Chair’s Compass has 
more information on achieving good meetings.  
Download it here. 

MM Talk more about this topic with other Chairs at 
a future Association of Chairs’ event. Check out 
our future events here. 
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https://www.associationofchairs.org.uk/wp-content/uploads/2018/07/tools-chiefExecutiveOperationalReport.pdf
https://www.associationofchairs.org.uk/resources/chairs-compass/
https://www.associationofchairs.org.uk/future-events/



