
How meetings and events are organised say a lot about you. Here are some ideas about how they 
can demonstrate your commitment to coproduction. 

Meetings and Events

- Share the responsibility so it is not always 
the institutions organising things.

- Give plenty of notice and don’t unilaterally 
cancel at short notice.

- Considered use of language and tone in 
communications is a useful tool to express 
your values 

- Avoid the temptation to hold pre meetings 
to agree tactics and outcomes. It’s usually 
obvious to people in the room.

- Send papers well in advance, in plain 
English and keep them short. If nobody 
reads them or people skim read them on 
the way to the meeting – the meeting isn’t 
functioning.

- Where possible reward or pay people for 
their time and contribution. Create a fair 
payment policy.

- Who holds the pen can hold the power. 
Agree how you will write up what 
happened remembering that sometimes 
the richness of the discussion is as 
important to record as the decisions, 
especially when there is disagreement or 
tension. Open disagreement is an indicator 
of mature coproduction – be proud of it!

- Avoid overdominance of any one party or 
person. Check yourself and be open to 
feedback.

- If people appear not to be contributing –
take responsibility and ask them why.

- Regularly ask how people have 
experienced the meeting and make any 
changes needed.

- Say thank you – a quick call or email to 
someone who has travelled far or 
contributed creates lasting goodwill.

- Update people regularly on progress – or 
the lack of progress; ask openly for ideas 
or help.

- Take time to read minutes and ensure that 
they represent what was said. Avoid 
writing critique and concern out of the 
narrative – make sure there is a record. A 
mature organisation welcomes robust and 
rigorous challenge.

Before

During

After

- Hold meetings outside of public sector 
offices in community spaces – this helps 
build contacts and trust.

- A warm drink or cold water is always 
appreciated when people have travelled.

- Rotate the chair position regularly or co-
chair. It demonstrates sharing the power.


