CONDUCTING  PRODUCTIVE MEETINGS

SHAPING A PRODUCTIVE MEETING

1. Planning and preparation.


-know what you expect to accomplish (mission statement)


-identify goals and objectives


-prepare an agenda 


-follow-up on action items


-brief new members, in advance, on the meeting objectives

2.  Beginning the meeting.


-start on time


-introduce guests and purpose of their attending the team meeting


-cover the agenda items beginning with action items


-all members take responsibility for creating a productive meeting

STIMULATING INVOLVEMENT

1.  Encourage member contribution.


-brainstorm


-ask questions.


-around the room suggestions

2.  Make sure each member understands.


-clarify


-confirm


-provide additional information.

3.  Help members who might be hesitant to tackle a problem.


-work in pairs 


-create a subgroup.

4.  Enhance the group value.


-build on ideas


-specify merits of a suggestion


-challenge assumptions.

MAINTAINING FOCUS

1.  Stick to the objectives and agenda.

2.  Defer irrelevant topics by stating meeting objective and noting for later action.

3.  Incorporate relevant new topics by noting for the new business section or at a later meeting.

4.  Avoid war stories.

HANDLING PROBLEM SITUATIONS

1.  Attack the problem, not the person. 

2.  Stop competing/side conversations.


-ask members to share input with the total team


-restate objective(s) of the meeting

3.  Control rambling conversations.


-find a natural break or pause and intervene


-confirm your understanding of the point


-restate urgency of the meeting objectives


-direct a question to another member to refocus

4.  Control dominating members.


-acknowledge  the speakers’ knowledge


-state the need for all to give an opinion


-ask the group for views or opinions

5. Help non-contributing members to get involved.


-ask for specific opinions


-relate the topic to the quiet person’s job or area of expertise


-ask them to take an action item and report back

CONCLUDING THE MEETING

1.  Honor the time commitment.

2.  Summarize the accomplishments.

3.  Briefly state action items.

4.  Ask the team what it would take to be more productive.

5.  Jointly set the next agenda.

