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Meetings

	Make sure the right people attend the meeting
	Meetings often fail because the people with vital information, or with the authority to make a decision, are not at the meeting. Conversely, often meetings get bogged down because too many people who have little to do with the matter at hand have been invited. Serious thought should be given to who needs to be at the meeting. They should be invited well in advance, be told the purpose of the meeting and be given any briefing papers or pre-reading.

	Begin with a review of the progress and explain the task of this meeting
	Every meeting needs an agenda. Often this is produced before the meeting but, even so, it is important to check that all important items are high on the agenda and that everyone understands what each item refers to. It may be necessary to break down large and complex tasks into smaller pieces (eg money, equipment, personnel, marketing) and to put them into some logical order. If the meeting is one of a series, the person chairing the meeting should briefly outline the progress to date. The expected outcome of the meeting should be specified, eg is the meeting to come to a decision, develop a better understanding of the issues or to collect more information?

	Help people feel at ease
	The meeting will be more effective if all members feel comfortable about sharing their views with one another. It may be helpful to allow time at the beginning for an informal ``coffee and chat''. Introduce any new people, explain why they have been invited and take particular care that they are actively involved in all discussions. If one or two people begin to dominate the meeting, tactfully direct the conversation to others.

	Establish ground rules governing group discussion
	If a lack of time is a problem, time limits may be put on some of the less important items on the agenda. It is also important to ensure that people are clear on the role of the chairperson and that the chairperson keeps the meeting on track. The roles of any other special members of the group should also be explained (eg a specialist invited to provide information but not to be involved in the discussion, observers, etc). The chairperson should also make it clear at the beginning of the meeting how decisions will be made (eg voting, consensus, etc).

	Early in the meeting ask those who were previously assigned tasks to report back
	This acts as reinforcement to others that action will come out of the meeting and gives recognition to those who have done something. People who have material to present at a meeting may be preoccupied and not hear what goes before them. Such reports should be brief; otherwise the meeting may bog down before it starts.

	Use a variety of ways of presenting material
	If there is a large amount of material to digest, it is important that people are given the material well before the meeting. If the issues are particularly complex, it may be better to have two meetings rather than try to understand all the issues at one time. When material is presented, a variety of presentation techniques should be used to keep people interested (eg slides, video, overhead projector, charts, etc). It is very hard to just listen to a large number of verbal reports. Ask presenters to produce one-page point summaries of their reports for all group members.

	Close the meeting by summarising what has been agreed and clarify actions to be taken
	Follow up the meeting with a written record (ie the minutes) and a separate action list showing who will do what and by when. Determine the date, time and place for the next meeting or at least when reports on actions taken will be made available to all who were at the meeting.


Summary: 


Formal meetings play an important part in the operational side of business however they need to be conducted effectively. Effective meetings that keep employees informed, participative and respected by management and peers will lead to improved people connection.








