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AIMS OF THIS MODULE

DIABETES
 VOICES
SETTING UP MEETINGS AND 
MAKING THE MOST OUT OF THEM

HOW THIS MODULE WORKS

WHAT ARE THE PURPOSES 

OF MEETINGS?

SETTING UP A MEETING 

Face-to-face meetings are really useful in 
persuading and infl uencing others. This can be 
through attending group meetings and making 
your point, or through setting up your own 
meeting with key targets. This module covers 
how to set up, prepare for, take part in and 
then follow up on these meetings effectively. 

This learning module has been designed so that you can 
learn at your own pace, whenever suits you. The module 
starts with all the information you need to know. There is 
then an exercise so you can practise some of the things 
you have just learnt about, and to check that you have 
understood everything.

If you have any questions or comments, call the 
Diabetes Voices team on 020 7424 1008 or email 
diabetesvoices@diabetes.org.uk

•  To understand how to arrange meetings with 
decision-makers

•  To understand the importance of meeting 
preparation and know how to do this effectively

• To be able to run or contribute to a meeting

• To know how to follow up on meetings effectively

Briefi ng
One or more people give information to others. 
Participants ask questions to make sure they understand 
(e.g. letting others know about planned service changes).

Planning and decision-making
A group comes together to share information and ideas 
and to reach decisions (e.g.  Diabetes Network meeting).

Consultation
Ideas and information are sought from one or more 
people or groups, usually in order for a decision or plans 
to be made (e.g.  talking to other people with diabetes at 
a service user group).

Supervision
One to one or group meeting during which participants 
can share ideas and give and receive support in order 
to do their work well (e.g. a mentoring meeting with your 
manager).

First of all, think about who is the best person to meet 
with. Who will be able to make decisions on the issue? 
Who infl uences this person? The module on ‘Planning your 
campaign’ can help with this.

When you’re ready to arrange a meeting, it’s best to 
suggest a number of times and dates and be as fl exible as 
possible. Remember to give them as many ways to get in 
touch with you as you can (e.g. telephone, email, address). 
There is a template letter at the end of this module that you 
can use for setting up a meeting. 

If you don’t receive a reply within a fortnight, contact 
the person by phone and say you wanted to check that 
they’ve received the letter. Try to create a good relationship 
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PREPARING FOR A MEETING 

– WHAT DO YOU WANT THE 

MEETING TO ACHIEVE?
RUNNING A MEETING

with any administrative staff working for the person you 
want to meet. They will hold some influence over whether 
your letter has been seen quickly or not.  

If the person you want to meet is unable to meet you, 
you could try to attend a public meeting to get your voice 
heard or you could ask them to suggest someone else 
who will be able to take action on the issue.

Preparing for a meeting – know who 
you are meeting with
Start your preparations by thinking about the person you 
will be meeting. What do you know about them?

• Are they likely to be supportive of your issue? 
• Are they the decision-maker or do they influence a 

key decision-maker? 
• Do you know how what influencing style will work 

with them? Can you read anything that they have 
written? Have you got a letter back that will give 
you some clues? What kind of language do they 
use? The module on Campaigning and Influencing 
skills will help on this.

• What changes might they be going through at 
work? What other changes might be going on?

Managers and directors working in the NHS are likely 
to be interested in whether your change fits in with 
their current objectives, like fulfilling guidance from 
government. They will also have their own strategic plans 
and objectives. Try to look at these documents before 
your meeting to work out how your change might help 
them achieve these targets. They’re usually available on 
the organisations’ website. They will also be concerned 
about how they can finance any changes.

Think about what other people at the meeting will want to 
achieve. What counter arguments or questions might you 
be asked? If you can think about these in advance then 
you are less likely to be taken by surprise at the meeting.

It is worth spending some time in advance of the meeting 
thinking about what you would like the meeting to 
achieve, and how you can make sure that happens. 

Successful change is all about giving people actionable 
next steps so your agenda should include an opportunity 
to work through some of the things you are trying 
to achieve with the person you’re meeting. To do 
this successfully, you need to do some preparation 
beforehand. 

It will help if you are able to give clear suggestions for 
changes to be made. For example, instead of saying “we 
need GPs to take this issue seriously”, ask for a local 

training day for GPs that explains why the issue you’re 
raising matters. If you can, try to give examples of where 
other people have achieved what you’re asking for. In 
other words, quote ‘good practice examples’.

If you are attending a meeting that has already been 
arranged you are unlikely to be able to decide the agenda 
for the meeting. Make sure that you get the agenda and 
any other papers in advance and read them through. 
This will help you to get an idea about what is likely to be 
discussed and where you can raise your issues. Most 
meetings will have the opportunity for ‘any other business 
(AOB)’ at the end. You can raise your issue at this point if 
it doesn’t fit with any of the other agenda items.

If you have set the meeting up yourself you will have a 
greater say in the setting of the agenda. To help you do 
this, think through:
• information that you want to pass on to the other(s) at 
the meeting
• information you would like to gather from other 
attendees
• what you would like to happen after the meeting.

Use this template to plan  
your meeting:

• Purpose of meeting   
  
• Who should be there?

• What do I need to include on 
the agenda?

• Key points I need to make

• Key information I need to find  
out

• Do I need handouts/visual 
aids/special features?

The key to running a successful meeting is keeping 
control. Do this by sticking to the agenda, managing the 
relationships and personalities, and concentrating on 
outcomes. Meetings must have a purpose. Every item 
must have a purpose. Remind yourself and the group 
of the required outcomes and steer the proceedings 
towards making progress. 

Take notes as you go, recording the important points 
and the agreed actions, with names, measurable 
outcomes and deadlines - do not record everything 
word-for-word. Concentrate on achieving the outcomes 
you set for the meeting when you drew up the agenda. 
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PRACTISE, PRACTISE, PRACTISE

MEETING FOLLOW-UP 

PLANNING TEMPLATE

Organisation

Date

Purpose of meeting:

Key points and decisions:

Follow-up actions and deadlines:

Time Venue

Meeting name

Avoid making important decisions if your aim was simply 
discussion and involving people. 

Defer new issues to another time. Practise using the 
phrase ‘You may have a point, but it’s not for this meeting 
- we’ll discuss it another time.’ If you don’t know the 
answer, say so and say that you’ll get back to everyone 
with the answer, or append it to the meeting notes. 
Always look at how people are behaving in meetings – 
look for signs of tiredness, exasperation or confusion and 
take necessary action.

When speaking in a group, move your eyes 
around and talk to anyone who’s listening 
to what you have to say. When responding 
to a question, address the entire group, not 
just the person who asked the question.

Be aware of your body. Not everything you 
convey to others is communicated verbally. 
How you say what you say is equally telling 
in your ability to share your thoughts with 
others. Try to lean forward as this indicates 
an active interest in what’s going on. Try to 
be positive in both words and movement. 
Don’t limit supportive action simply to 
what you say. Show it by nodding your 
head, making eye contact, raising your 
eyebrows and making other gestures that 
demonstrate your interest and involvement 
in the discussion. 

Be thorough, but 
don’t take so much 
time to get your 
message across 
that you lose 
others’ attention or 
alienate someone 
who may be 
waiting for their 
turn to talk.

Actively encourage 
comment and 
feedback based 
on what you have 
to contribute. Not 
only does that 
make for a better 
meeting, but it can 
also broaden and 
substantiate your 
remarks

TIPS FOR TAKING PART 

IN MEETINGS

If you’re feeling nervous, it can help to practise what you 
want to say out loud. You’ll get a clearer idea of what you 
want to say and how you want to say it.

Following up on a meeting
Always follow up on your meeting with a letter thanking 
attendees and outlining any commitments made. 

These templates could help you to summarise what 
happened in the meeting for future reference, and to 
write effective follow-up letters.
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<insert name> 
<Address> 

<Date>

Dear <insert name>

IThank you for meeting with me on <insert date> to talk about <insert what you talked about>. The meeting was 
very useful and I feel we can make progress together to make sure <insert what you’re trying to achieve>.

During the meeting we discussed <insert what was discussed>. We agreed that you would

1. <insert what the person you met agreed to do>

2. <insert what the person you met agreed to do>

3. <insert what the person you met agreed to do>.

We also agreed that I would:

 
1. <insert what you agreed to do>

2. <insert what you agreed to do>

3. <insert what you agreed to do>.

 
We decided that we should do these actions by <insert date> and that we would meet again/correspond by 
telephone/email.

Thank you once again for meeting me and I look forward to hearing from you soon. I will keep you up to date with 
any developments.

Yours sincerely,

<Your Name> 
CC. <Anyone that was present>.

MEETING FOLLOW-UP 

LETTER TEMPLATE

DIABETES
 VOICES


