Chadwell Heath Residents’ Association 
Policy:
Organisation of meetings to include guest speakers
Our monthly Residents’ meetings are held from 7.30-9pm. These 90 minutes often have to incorporate important information from police and councillors, as well as from our guest speakers, along with opportunities for our attendees to share their views and ask questions. 
To ensure that our meetings are run efficiently, and to enable our guests to have sufficient time to cover their subject and answer questions that have been sent to them prior to the meeting, it is essential that they are provided with a specific amount of time for each aspect of the session. 
The following recommendations have therefore been agreed by the committee:
· Residents to be provided with pencils and note paper on seats, to enable them to make notes during the session. They can then raise these points after the main presentation/Q&A.
· Residents will be reminded that they must not interrupt our guests at any time, and should make a note of anything they wish to say, for after the main presentation. 
· Guests will be informed that they will have either 
I. 10 minutes (15 max) for their general introduction/presentation, followed by 20 minutes to answer prepared questions OR
II. 25 minutes in total if they incorporate answers into their presentation
· This will be followed by an opportunity to take questions from the floor, which will be concluded by 8:45pm at the latest, to allow for Councillors’ updates/AOB.
· If residents have written questions remaining after the session, these can be handed to the Chair/Secretary, to be forwarded (if appropriate) to our guest by email. 

This policy will be reviewed in June 2027.



