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How 2 Make Decisions
Introduction
We all make hundreds of decisions
everyday, but how do we ensure that we
make the right ones?
Good decision-making is important for your
organisation, to ensure that it is as efficient
and effective as possible. It allows for
productive meetings, a clear timetable of
actions and increases the chances of
people enthusiastically implementing what
has been decided.
This fact sheet contains information and
advice to help you become an effective
decision-maker.

A more co-operative way of making
decisions is by consensus, meaning that
the majority of people agree, with no
strong dissenters.
Consensus decision-making ensures that
everyone present is able to share
ownership of a decision, as they will have
had the opportunity to participate in all
discussions.
Before Making Decisions
Before a decision is made, you should
always make sure that:
•

The issue is thoroughly discussed

•

Everyone is given the opportunity to
express their opinions on that issue
if they wish

•

The chairperson clarifies and sums
up all points of view that have been
raised

•

Everyone is aware of all the options
they have to make a decision on.

Decision-Making Methods
There are a number of valid decisionmaking processes, which include:
•

A vote by a show of hands

•

A secret ballot

•

The chairperson making a decision
based on the mood of those at the
meeting

•

By consensus.*

Before a decision is made, the chairperson
should ensure that everyone understands
what the outcome will mean. For example,
a decision on holding a fundraising event
will mean people being given responsibility
for organising the event.

In some meetings all decisions are made
either by a show of hands or by the
chairperson’s interpretation of the mood of
those present.

By doing this, everyone is clear about what
they are being asked to make a decision
on.

To ensure that everyone is aware of how
decisions will be made, it is advisable to
remind everyone about the method used at
the start of the meeting.

Once a decision is made, it should be
recorded along with the result of the
method used. If it was by a show of hands
or secret ballot for example, you should

After Making a Decision
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record number of those against and
abstentions.

•

Ensure decisions are recorded
accurately

All decisions should be given an action
(task) and someone given responsibility to
carry out it out by a certain date. Make
sure you check the progress of this at your
next meeting.

•

Allocate an action to each decision
and assign responsibility for that
action

•

Regularly check the progress on the
decision.

Remember that good decision-making will
make your meetings efficient, giving you
more time to run the organisation and its
activities!
Top Five Tips to Make Decisions
•

Explain the method that will be used
to make decisions

•

Allow everyone the opportunity to
express their views before making a
decision

Useful links
*For more information on consensus
decision making visit the Seeds for
Change website:
http://www.seedsforchange.org.uk/free/con
sens

