
Understand as a group what 
the Steering Group is for - to
SUPPORT the change initiative.

It’s a communications forum:
No it isn’t. Its purpose is to make decisions that
help to move the programme forward.

They are monthly for 2 hours: 
They might be, but the programme should 
dictate the schedule, not the calendar.

The more attendees the better: 
Never! Have the minimum attendees you need to
make the decisions on the agenda.

The more slides the better: 
No - they won’t be read. Present clearly only the
information that is needed for the agenda.

The Programme Manager should be 
challenged hard: 
This may sometimes be the case, but support is
also needed – this is 
collaboration; it is not a trial.

Always outline clearly the decisions that must be made
Make sure the right people can attend
Give everyone plenty of notice and make it clear their attendance is vital
Provide the data required to enable the decisions to be made
Include options and a rationale for recommended decisions
Prepare early, briefing those whose support you need ahead of the meeting
If any attendee doesn’t know the answer to a question – they must say so
Be polite and professional at all times
Don’t hide things. Make it clear a deadline is going to be missed – and explain why
Use clear and simple language
Check for understanding, especially around the key decisions
Summarise all of the decisions made at the end of each meeting

Common Myths Top 12 Things to Get Right

Steering Groups are the superheroes of change, facilitating initiatives from concept to reality,
overcoming obstacles, resolving disputes, managing risks and providing resources to ensure
eventual success. Here's a quick guide with a few helpful tips.

Before

Review the agenda with key stakeholders
Ensure you know the priority of agenda items;
the things that must be covered  
Brief attendees in advance if needed  
Ensure items covered by right attendees  
Create steering pack well in advance
Align pack to attendees’ expectations  
Check pack has the right narrative  
Ensure pack is succinct
Ensure pack has detail in appendices
Script any key voice-overs  
Arrive at meetings with solutions  
Clearly demonstrate the impact of all options,
decisions, and recommendations  
Prepare plans for mitigation, contingency, and
recovery in response to risks and failures

Send out the minutes,
outcomes, and action items
within 24 hours 
If there are any delays,
provide explanations
Conduct one-on-one post-
meeting reviews or
briefings when appropriate
Ensure clear and effective
communication regarding
decisions and actions taken

Foster collaborative engagement on all
significant matters  
Stick to the agenda  
Set aside topics that are becoming mired  
Identify key participants and ensure their active
involvement  
Communicate clearly and summarise
effectively; if unsure, ask for understanding  
Be polite and professional
Use humour and anecdotes, but sparingly  
Manage the time to ensure priority items are
covered
Celebrate achievements and allow relevant
attendees to showcase their contributions
Be pragmatic
Carefully establish expectations  

During After

Typically, the Change Manager
leads the preparation and follow-
up, supported by the PMO.

A Great Steering Group

If you want a really great Steering Group, you
should focus on these three things. Build them
into the agenda and terms of reference.

Ensure you have the RIGHT people
attending, bearing in mind the
agenda in front of you.

Focus on checking PROGRESS,
resolving ISSUES and making
DECISIONS.

Responsibilities

Sponsor

Chair Change Manager

Business Leaders

Ensure an agreed Terms of Reference
Ensure right attendees attend
Encourage collaboration
Ensure attendees undistracted
Maintain focus on the purpose
Ensure everyone is open and honest -
check if unsure
Listen and summarise carefully
Support the Change Manager
Ensure decisions are sustained

Manage the overall change
Control plans, resources, structure and
governance
Preparation and follow-through from
Steering Group
Completion of actions from Steering
Group
Advise Sponsor (and Chair) of agenda
and possible issues that may arise

Accountable for the change
Can also be Chair, but not always
Responsible for business case, and
delivery of business outcomes
Understand and remove barriers to
progress
Maintain support of the Executive
Keep the work aligned with internal
and external changes
Communicate at all levels

Understand the impact of the change
Support the change within the
function
Provide support, resources and
expertise
Ensure the change is fit for purpose
Sign up to the business outcomes,
appointing champions as needed

Preparation
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