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Improving Our Meetings 
 

How are your team meetings functioning?  Could they be improved?  Are they productive? 
What would make them more productive?  Working with your team members, answer the 
questions below and discuss how to ensure ALL of your meetings are the best they can be! 
 
 

PART ONE: GROUND RULES 

 
Take a moment to answer the SIX CORE MEETING QUESTIONS below...                                               

(adapted from http://www.workshopexercises.com/Meetings.htm) 

1. What are our guidelines for attendance and promptness?  

 

 

2. What are our expectations for active participation?  

 

 

3. What does it mean to listen and speak thoughtfully?  

 

 

4. How should decisions be reached?    

 

 

5. What responsibilities do we have for getting things done at meetings?  

 

 

6. How should we treat each other at team meetings? 

 
 
 

                BRIGHT IDEA:    
For your next team meeting, develop and post a set of GROUND RULES so all 
team members are reminded of the guidelines and behaviors everyone has 
agreed to implement for enhanced team meeting functioning.                                                                                          

http://www.workshopexercises.com/Meetings.htm
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PART TWO: MEETING ROLES 

 
Effective meetings often are a result of team members pitching in to play different meeting 
roles.  Below are examples of these roles.   
 
 
CONSIDER… 
 Which roles could your team implement and why? 
 Do modifications to any of the roles need to be made? 
 Do other roles need to be added? 

 
 
LEADER (also known as FACILITATOR or CHAIRPERSON) 

 Prepares the agenda and helps move the team through each topic 

 Manages the group process by ensuring input and participation by all team members  

 Alerts the team when the discussion is not focused on the agenda 
 
 
SCRIBE (also known as NOTETAKER or MINUTE TAKER) 

 Keeps the visual record for the team 

 Tracks the next steps or action items as well as the parking lot list 

 Sends out minutes after the meeting 
 
 
TIMEKEEPER 

 Keeps an eye on the clock 

 Tracks the time remaining for each agenda item 

 Announces half way through the time remaining, gives a 1-minute warning, and 
indicates when time is up 

 
 
PARTICIPANT 

 Arrives on time 

 Follows the established ground rules 

 Communicates effectively 

 Keeps an open mind to new ideas 
 
 
 

                BRIGHT IDEA:    
For your next team meeting, develop, distribute, and assign meeting role cards. 
This way all team members are familiar with the responsibilities of each role 
for improved meeting functioning.                                                                                          
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PART THREE: DISCUSSION QUESTIONS 

 
1. Is there an optimal meeting length?  Can meetings become too long to be productive?  

Please explain your thoughts. 
 
 

2. Is there a right time of day for meetings?  Should certain topics be covered at certain 
times? 

 
 

3. Do you feel like you have meetings to plan meetings?  Is this productive?  Why or why 
not?  What is the remedy? 
 

 
4. With your team members, brainstorm 3 TIPS for each GOAL listed below.  This will help 

you to further establish and clarify team meeting behaviors. 
 

3 TIPS for asserting oneself at a meeting without being offensive… 

   

   

  
 

3 TIPS for handling resistant or apathetic meeting participants… 

  

   

  
 

3 TIPS for disagreeing and still getting along… 

  

   

  
 

5. How do you recognize when a meeting is straying from the intended topics? How do you 
redirect a meeting that is getting sidetracked?  List 3 TIPS for RECOGNIZING and 
HANDLING a discussion that is going too long and needs to be tabled for another 
meeting or smaller group… 

   

   

   
 

        BRIGHT IDEA:    
On occasion, do a meeting check.  Take a quick timeout during the course of a 

meeting and ask the participants if they feel the meeting is progressing well.  If 

not, ask them how the group can make better use of its energy – and 

implement their ideas. 
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PART FOUR: LEADER BEHAVIORS 

 
How could you lead meetings to make them more effective? From the following list of 
behaviors (adapted from http://www.workshopexercises.com/Meetings.htm), check the ones you’ll 
implement at your next meeting.   
 
HOW TO LEAD A SUCCESSFUL MEETING: 

 Have a clear purpose for the meeting 
 Let people know the purpose ahead of time   
 Prepare an agenda stated in straightforward terms   
 Be prepared – have equipment, materials, handouts, speakers, activities, etc.   
 Challenge the participants and stimulate thought   
 Expect full participation and involvement   
 Establish ground rules for interaction   
 Ensure everyone gets an opportunity to provide input 
 Trust participants to contribute great ideas   
 Welcome a diversity of thought   
 Ask real questions that dive deep into the issues   
 Encourage active listening from everyone  
 Keep the tone positive   
 Stay focused on the topic and the agenda   
 Keep the meeting moving   
 Work to closure and move to action items 
 Summarize key ideas and important points   
 Set up the next meeting or action   
 Assess the strengths and opportunities of the meeting 
 Anything else? 

 

Remember This… 

Each meeting must have a beginning, middle, and end.  Hence, all good meetings must move 

toward meaningful closure.  Get in the habit of including a formal closure period at the end of 

each meeting. As a team, draw conclusions, summarize what has been accomplished, and move 

from discussion to doing.  Before dismissal, plan post-meeting logistics, next steps, and assign 

responsibilities, accountability, timetables, and required resources. 

Adapted from http://www.workshopexercises.com/Meetings.htm 

 

        BRIGHT IDEA:    
Before and after a meeting, determine its PAYOFF.  That is, how does this 

meeting pay off for others?  How does it pay off for the organization?  How 

does it pay off for the team? How does it pay off for oneself? 

http://www.workshopexercises.com/Meetings.htm
http://www.workshopexercises.com/Meetings.htm

