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THE PROBLEM

The agenda is the blueprint of the meeting. It defines what 
issues are addressed and how much time is allocated to 
them. 

Whilst the subject of meetings changes over time, agenda 
structures often don’t. We often do things the same way 
we always have.  

In today’s environment of, ‘too much to do, too little time’, 
this can impact outcomes. If it’s overfilled, some subjects 
won’t get the attention that they deserve and others 
might be missed entirely. 

Emergency doctors face similar problems – to ensure they 
allocate time effectively, they use the concept of triage. 

Whilst there are multiple approaches to triage (there’s a 
fascinating history here), a key element is deciding what 
not to treat to free up time. 

THE  GUEST

Name: Allan Whalley 
Role: Professional trustee
Bio: Allan is an experienced 
professional trustee who has 
chaired several pension schemes

THE TINY DECISION HACK  

What do you do? Put the minutes last. Create a simple 
process where any issues with the minutes can be dealt 
with outside the meeting, or dealt with in the most 
effective way in the meeting. 

Why do you do this? Meeting time is precious – we want 
to be using it to focus on important things. My historical 
experience has been that discussion of minutes can 
sometimes lead to lengthy lower-value unproductive 
discussions. 

How did you do this? Create a clear process that 
everyone understands and follows. Minutes are circulated 
well ahead of the meeting and trustees review them 
and raise issues ahead of time. This gives the benefit of 
dealing effectively with smaller issues, but if important 
issues are raised, they can be slotted into the agenda in an 
appropriate way. 

Lessons learnt: Naturally there can be scepticism about 
any change. It’s really important to be clear about the 
‘why’ and that there is a robust process in place to make 
sure the trustees are heard.   

WHAT’S NEXT?

Introducing this concept is relatively simple. As Allan 
notes, being clear about the ‘why’ is important. It keeps 
people on the same page and gives a better chance of 
successful adoption. It can also provide an opening for 
a discussion of pros and cons of allocating more time to 
your meetings.  

If you’d like to have a virtual coffee to discuss how your 
board can use this and other hacks to make decisions 
easier and more effective, please get in touch.  

SNAPSHOT 

•  Not getting through the agenda properly? 
•  Free up time by putting the minutes last

We talked to Allan Whalley about using  
the agenda triage hack in his role as a professional 
trustee.  

http://www.linkedin.com/in/paul-richards-34965883/
https://www.ecronicon.com/ecec/pdf/ECEC-02-00023.pdf

