One-On-One Meetings
A.  Purpose of Meeting
1. To gather members’ opinions and information;

2. To demonstrate the local’s interest in what members believe; and

3. To develop member ownership in the local.

B.  Process
1.
Make an appointment - determine the right time and right place.

2.
Best meeting place? member’s classroom, workstation or home.  

3.
Begin with small talk to break the ice.  Explain (re-explain) the purpose of the meeting.

4.
Agenda is the members:

a.
What are their concerns, issues, reactions?

b.
Don’t tell, ask.  Let them tell you what they want. 

c.
Ask open-ended questions.  Elicit their responses/reactions.

5.
Don’t go from question to question.  Probe each response for more information.  Encourage members to expand on remarks.

6.
Take notes -- this demonstrates that what is being said is important.  Use summary notes, not word for word.

7.
DO NOT:

a.
Argue.  You are interviewing to find out the member’s view,not to persuade them to see things your way.

b.
Lie or invent.  If you don’t know the answer to a question, admit it, and offer to find out.  Make sure you follow-up as soon as possible.

C.  Questions

Questions used to solicit the information should be general and open-ended enough to create a conversation.  They should not be simple yes/no questions.  

