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When Do You Need to Have a Meeting?



· disseminate/gather information

· collaborate on documents

· solve problems/make decisions
· achieve buy-in
· diffuse conflict

· gain true meaning/feeling
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When Don’t You Need to Have a Meeting? 



· content can be covered by an e-mail, memo, news article (one-way dissemination of information)
· there is no goal/agenda

· key stakeholders are unavailable
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Planning and Organizing a Meeting




Why use an agenda?

· keeps the meeting focussed
· lets participants know what will be discussed

· helps participants prepare for the meeting

· helps ensure meeting topics are covered

Why take minutes?

· to provide a record decisions/actions from the meeting
· to have a basis to ensure actions are followed up / completed

· to reduce duplication of information

· to help cement agreements

· to clarify/avoid confusion

How do I set-up a meeting?

1. Determine the goal of the meeting

2. Decide the topic(s)/presentation(s) for the meeting
3. Identify who needs to attend/present
4. Prepare the presenter(s): topic, time allotted, audience
5. Find a suitable date/time and location

6. Determine what (if any) background materials/participant preparation is required

7. Create an agenda indicating the meeting goal, how much time is allotted for each topic, who is assigned each topic / presentation (Consider putting lower priority items at the top lest they be forgotten or deferred.)
8. Set aside time on the agenda to briefly review the minutes of the last meeting and to get updates on any outstanding action items/issues
9. Circulate the agenda along with any related meeting material(s)
· Depending on how much preparation is required by the participants, you may need to do this as much as a week in advance; certainly no less than the day before the meeting if there is no preparation required.

10. Arrive at your meeting a few minutes early to set up for the meeting and greet participants as they arrive.
Who does what?

Note:  One person often fills multiple roles, but the Chair and Minute Taker should be separate individuals.
	Role
	Responsibilities

	Organizer / Planner
	· Creates agenda
· Determines time allotted for each topic

· Determines order of topics

· Sets time for each topic

· Determines date/time and location

· Schedules meeting

· Distributions agenda along with related meeting material(s)

	Chair
	· Keeps meeting focussed
· Manages the personalities and relationships

· Concentrates on outcomes

· Ensures order

	Minute Taker
	· Takes attendance at meetings

· Records decisions and action items from the meeting as well as salient discussion points
· Meeting notes should be brief (eg: item discussed, action required, person assigned, date due)

· Circulates minutes to participants 

	Participants
(This includes the Chair!)
	· Confirm attendance
· Arrive on time (If you have to arrive late, join the meeting as unobtrusively as possible.) 
· Know the agenda

· Be prepared (eg: review any meeting materials, prepare status update)
· Provide a concise update if required
· Listen, participate and be receptive

· Show respect for others by limiting (or eliminating) side conversations and distractions (Turn off your cell phone - or put it on vibrate.  Use your laptop to take your own notes; don’t get distracted doing e-mail/ other work.  You could miss vital comments/ideas and it’s distracting to others.)
· Don’t criticise others; critique the comment/idea

· Take notes on your action items

· Follow-up on your action items

· Review meeting minutes
· Support the group and its decision


What about seating?
Most meetings benefit by having a round-table, boardroom table or u-shape meeting set-up.  Try to avoid having a ‘head’ position to encourage discussion.
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Meeting Checklist




· Objective: What is the objective of the meeting?

· Participants:  Who should attend?  Is anyone presenting?
· Timing:  How long should the meeting be?  When should it be held?
· Logistics:  What facilities are needed?  What equipment is required?  Where should it be held?
· Agenda:  What topics should be on the agenda?

· Evaluate:  How will you evaluate your meeting?
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Meeting Tools



Templates

· Helps you plan your meeting
· Keeps you focussed on minuting meetings

· Gives others a common format for reviewing minutes, preparing for meetings

SharePoint Project Template

· Helps organize all your action items, decisions and issues.
· Request the template by sending a request to the IT Help Desk (220-5555; support@ucalgary.ca)

SharePoint Meeting Workspace

· Aids in keeping your meeting focussed
· Provides one location for the meeting details, agenda, related materials

· Can be used (with caution) for recording meeting decisions and action items
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Meeting Evaluation 


Evaluate your meetings to ensure they are effective.  Ask questions at meeting end, such as:
· Did the meeting achieve its goals/objectives?
· What would you change about the meeting for next time?
· What did you like best about this meeting?

· What did you like least?
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Meeting Tips


· Take turns chairing and minuting your meeting 
· Book your meeting in a room with pc, projector and screen where possible (or bring a laptop) to save time taking minutes.  Putting items on the screen helps keep participants focussed.
· Start and end your meeting 5 minutes early to allow for travel time.
· Block off travel time in your own calendar if you have a meeting off-site.

· Send your update to the chair if you are unable to attend a meeting.

· Advise the Chair if you will be late for a meeting or unable to attend.
· Store all meeting documents in electronic format in a location accessible to all who need to see them
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Meeting Resources 



PMO Site (www.ucalgary.ca/Deliver.IT)
· Templates (agenda, minutes, SharePoint Project site)
Useful Links

· http://effectivemeetings.com/
· http://www.fin.ucar.edu/hr/staff_dev/mtg_man/
· http://meetingwizard.org/
· http://www.businessballs.com/meetings.htm
Videos

John Cleese Training Videos (Library for videos/ ComMedia if you need equipment)
Self-evaluation

· The Meeting Test

· Meeting Myopia

(Both available at effectivemeetings.com)
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