6

Principles for a Better
Association Meeting

Every community association board member knows that
effective board meetings are critical to their success. In the
era of COVID-19 and social distancing, it's more important
than ever that your board continue to collaborate and
communicate clearly, both with residents and with each
other. Most important is that you do continue to meet as you
have an obligation to make sure that association business
continues normally, to the best of your ability.
Most community associations are doing just that – but
virtually, using online platforms such as Zoom, Webex, or
GoToMeeting. Even the community associations that
previously rejected anything but in-person meetings are
finding the option to be very effective, particularly if they
follow these 6 principles for a better association meeting:

BE PREPARED
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Review the agenda and stick to it.
For board meetings, your
management company should send
out a board packet with the agenda,
suggested motions, answers to
common questions and other
important information a few days
before the meeting. Committee
chairs should give members as
much information as possible ahead
of time to facilitate discussion.

BE PROFESSIONAL

Treat your position on the board as
you would any job, keeping board
meetings productive and professional.
Make sure the agenda is mapped out
ahead of time and your meeting
attendees know the basic structure
and procedures involved. Dress
appropriately in professional attire.
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BE TO THE POINT

Who wants to be in a long meeting?
Turns out that the longer the
meeting goes, the more likely
decision-making quality will suffer.
Designate a host (board president,
etc.) to run the meeting and keep it
on track. Aim to keep the meeting
from 45 minutes to an hour.
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BE PASSIONATE (WITHOUT VENTING)

Keep all discourse civil and focused on
agenda items. Encourage opinions, but
discourage venting. To do this, set limitations
around each topic and speaker. For example,
you can request that members only speak on
a single topic for a maximum of 3 minutes and
direct all questions to the host.

BE POLICY-MINDED

Follow a basic code of conduct (outlined in your governing
documents). It should include time limitations on speaking, who
can attend meetings and members’ rights to record meetings. If
you don’t have a code of conduct, an experienced management
company can help you create one.

BE POLITE

Be polite to others and assume
positive intent. Everyone wants
to feel heard and valued, so give
each speaker your full attention
and be prepared to summarize
what they said to the group.
Allow everyone to speak before
sharing a second opinion. And
adhere to virtual conference
etiquette, which includes muting
your microphone while others
are speaking to eliminate
background noise.

If you are able to meet in person, it’s important to also follow the
recommendations for safety. Limit the number of people in
attendance, observe social distancing, wear masks as needed or
required by law, and clean and disinfect the meeting space before
and after use.

Today, we have more technology at our fingertips than ever before,
allowing us to stay connected, even from a distance. But whether
your meetings are held in person, by video or a conference call,
following the 6 principles outlined above will help your board or
committee make the most of your meeting time.

To learn more about conducting effective meetings,
contact FirstService Residential, North America’s property
management leader.

