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MEETING MANAGEMENT SYLLABUS

(Personal Skills Unit)

Introduction

This session introduces meeting management skills as part of the Learning for Life Leadership Workshop.  It provides high school students leadership skills they may use in their lives.

Learning Objectives

After completing this session the student should know:

· Basic principles of managing meetings

· Role of effective meeting management in leadership

· Various techniques of successful meeting management

Materials required

Overhead projector, screen, extension cord and spare bulb

Copy of eight overheads reproduced from appendix onto overhead transparencies (one copy)

Copy of three handouts reproduced from appendix (one copy for each student)

Session Time Required

Approximately 50 minutes

Session Reference Materials

G. M. Parker and R. P. Kropp, Jr., 50 Activities for Self-Directed Teams, HRD Press, 1994.
Conducting Meetings
Ask the students why we hold meetings?   Write answers down on flip chart.  Post the flip chart where al can see it during the session

Ask the students: What do you like or dislike about meetings?  And Why?  Write the answers down on a flip chart (don’t forget to include reason for like or dislike about meetings).  Post the flipchart where all can see it during the session.

One of the biggest complaints about most organizations is meetings...they waste too much of our precious time. This is bad news for organizations. Meetings are important because that is where an organization's culture and climate perpetuates itself. Meetings are one of the ways that an organization tells its members,  "You are a member." If you have bad, boring, and time wasting meetings, then the people begin to believe that this is a bad and boring organization that does not care about time or it’s members. Likewise, great meetings tell the members, "This is a GREAT organization to belong to!" Also, remember that bad meetings lead to more bad meetings, which causes members to quit. 

Why are there so many bad meetings? Poor planning, by the meeting's organizer, and a lack of involvement by the participants.  

{Distribute the handout Guidelines for Conducting Effective Meetings]  
Prepare for Meeting
Ask students what needs to be done to prepare for a meeting.  Write their answers on a flip chart

Define the objectives and desired outcomes. Know what you are trying to achieve by having a meeting.

Determine if a different activity could be used instead of a meeting. A lot of wasted meetings are called when a couple of phone calls, e-mail, or one-on-ones would have worked better.

Determine topics to cover and the best format for the discussion of each one. Know what you want to get accomplished by the meeting.

Estimate the length of the meeting. People need to know how long to plan for the meeting.

Create an Agenda
[Display overhead #1.]

· Give start and stop times. Time is money; plan wisely!

· Identify the place of the meeting.

· List participants and guests.

· List the participants’ roles and what you expect from them. This will allow them to gather all the relevant data they need to bring to the meeting.

· Prepare a structured discussion to frame the purpose, topics and direction of the meeting.

· Deliver agenda in advance so that the participants have time to plan and prepare for the meeting.

· Make every meeting a learning event: Incorporate creative and cutting-edge education on your particular topic by using books, speakers or videos. The people attending are giving up their time for you; you need to give something back to them.

· Use a variety of tools and activities to make the meeting productive and fun. Get them charged up!

Prepare To Attend a Meeting (for all participants)
· Know the purpose of the meeting. Know what your purpose for attending is.

· Gather all data that you need to bring to the meeting.

· Know the agenda of the meeting and ensure your agenda coincides with the meeting agenda.

· Know your role and the path that you are going to follow.

· Arrive on time and be prepared to stay until at least the planned stop time.

· Take the meeting seriously, but do have some fun while attending.

Set Up Meeting Place
[Display overhead # 2]

· Select a physical setting that is comfortable, big enough and suits the needs of your meeting.

· Create a warm and attractive atmosphere conducive to interaction.

· Provide appropriate refreshments.

· Have appropriate visual aids and learning aids on hand.

· Always do something a little different and something new. Make them glad that they came.

Assign Note Taker
[Display overhead # 3]

· Who attended.

· What problems were discussed.

· Key decisions reached.

· Next steps (action items). 

· Who needs to accomplish a task - list team and outside members.

· Start and end date of task.

· What exactly needs to be accomplished.

Start  Meeting
[Display overhead # 4]

· Communicate the purpose and desired outcomes to all participants.

· Clarify the type of participation and interaction desired.

· Set the ground rules.

· When the meeting will end.

· How each member will be heard.

· How conflict will be resolved.

· What is expected of each member.

· Confidential topics.

· Show that you value their ideas, opinions and questions.

Conduct Meeting
[Display overhead # 5]

· Take time to tell and hear stories. Be creative in how you share them.

· Clarify and paraphrase key ideas.

· Ask for different points of view; protect new ideas.

· Use brainstorming techniques.

· Record ideas and notes on a flip chart.

· Use bright colors and bold shapes.

· Use pictures, as well as text.

· Use bullets to emphasize key points.

· Use no more than seven words per line and seven lines per chart.

· Keep all flip charts posted so that you can refer to them.

· At the end of the meeting, give them to the note taker so that they can be incorporated into the minutes.

· Ask open-ended questions to encourage participation and input.

· Keep the focus on ideas, not on people.

· Assign next steps throughout the meeting. Make all next steps specific assignments.

· Stay focused on the agenda topics. Don’t wander off topic or become distracted. Agendas are worth taking seriously, but do not stifle creativity or insult participants who stray.

Keep Meeting Focused
[Display overhead # 6]

· Get information and data from the meeting. Ensure people are heard.

· Let the people carry the content; you guide the process.

· Acknowledge and reinforce constructive contributions.

· Use the agenda to stay on track.

· Vary the pace: Speed up, slow down, take breaks, and change tracks.

· Keep the group aware of where they are in the process.

· Periodically summarize important points and ask for agreement.

· Help the group reach consensus and reach conclusions.

Closing Meeting
[Display overhead # 7]

· Help the group decide on next steps.

· Review assigned next steps. Ensure each person knows his or her duties to perform. Make sure everyone goes from “meeting” to “doing.”

· Conclude by summarizing the group's accomplishments.

· Thank group members sincerely for their participation and contributions.

Follow-Up (Action Items)
[Display overhead # 8]

· Evaluate the meeting. What worked? What needs improvement?

· Plan post-meeting logistics.

· Use the minutes and your impressions to create a document that clearly describes the meeting.

· Use comments, questions, criticisms and insights to enhance the quality of the document.

· Distribute the document to all participants and other essential players within the organization.

· Monitor progress on next steps.

Meeting Monsters
[Distribute the Meeting Monsters (handout 2) and briefly review the "monsters."] 

Divide the group into three sub-groups and give each group a transparency of one of the pages of the handout and a transparency pen. Each group is to come up with ways of dealing with the three monsters on their page. Allow 10 to 15 minutes. 

Each subgroup presents their responses on the overhead projector. Other groups seek clarification and provide alternative responses.

[Distribute handout #3 How To Deal with Meeting Monsters.” Discuss any items not included in the students’ presentations.]

Closing
Close this session by remind the students about their first lists of meeting likes and dislikes posted around the room, using some of the following questions:

Which meeting monster is most prevalent in your meetings? 

Which monster is most difficult to deal with? Why? 

What are some general principles for dealing with meeting monsters?

What team norms help deal with meeting monsters? 

What are some things you will do differently as a result of this exercise? 

What will you recommend that your team do to deal with meeting monsters?

APPENDIX

STEPS TO EFFECTIVE MEETINGS

Step 1 - Create an agenda that is carefully scripted:

· Give start and stop times. Time is money; plan wisely!

· Identify the place of the meeting.

· List participants and guests.

· List the participants’ roles and what you expect from them. This will allow them to gather all the relevant data they need to bring to the meeting.

· Prepare a structured discussion to frame the purpose, topics and direction of the meeting.

· Deliver agenda in advance so that the participants have time to plan and prepare for the meeting.

· Make every meeting a learning event: Incorporate creative and cutting- edge education on your particular topic by using books, speakers, or videos. The people attending are giving up their time for you; you need to give something back to them.

· Use a variety of tools and activities to make the meeting productive and fun. Get them charged up!
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Overhead 1

STEPS TO EFFECTIVE MEETINGS

Step 2 - Set Up the Meeting Place

· Select a physical setting that is comfortable, big enough and suits the needs of your meeting.

· Create a warm and attractive atmosphere conducive to interaction.

· Provide appropriate refreshments.

· Have appropriate visual aids and learning aids on hand.

· Always do something a little different and something new. Make them glad that they came.
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Overhead 2

STEPS TO EFFECTIVE MEETINGS

Step 3 - Assign a Note Taker (minutes)

· Who attended.

· What problems were discussed.

· Key decisions reached.

· Next steps (action items). 

· Who needs to accomplish a task - list team and outside members.

· Start and end date of task.

· What exactly needs to be accomplished.
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Overhead 3

STEPS TO EFFECTIVE MEETINGS

Step 4 - Start the Meeting:
· Communicate the purpose and desired outcomes to all participants.

· Clarify the type of participation and interaction desired.

· Set the ground rules.

· When the meeting will end.

· How each member will be heard.

· How conflict will be resolved.

· What is expected of each member.

· Confidential topics.

· Show that you value their ideas, opinions and questions.
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Overhead 4

STEPS TO EFFECTIVE MEETINGS

Step 5 - Conduct he Meeting:

· Take time to tell and hear stories. Be creative in how you share them.

· Clarify and paraphrase key ideas.

· Ask for different points of view; protect new ideas.

· Use brainstorming techniques:

· Record ideas and notes on a flip chart: 

· Use bright colors and bold shapes.

· Use pictures, as well as text.

· Use bullets to emphasize key points.

· Use no more than seven words per line and seven lines per chart.

· Keep all flip charts posted so that you can refer  to them.

· At the end of the meeting, give them to the note taker so that they can be incorporated into the minutes.

· Ask open-ended questions to encourage participation and input.

· Keep the focus on ideas, not on people.

· Assign next steps throughout the meeting. Make all next steps specific assignments.

· Stay focused on the agenda topics. Don’t wander off topic or become distracted. Agendas are worth taking seriously, but do not stifle creativity or insult participants who stray.

Overhead 5

STEPS TO EFFECTIVE MEETINGS

Step 6 - Keep the Meeting Focused and Moving

· Get information and data from the meeting. Ensure people are heard.

· Let the people carry the content; you guide the process.

· Acknowledge and reinforce constructive contributions.

· Use the agenda to stay on track.

· Vary the pace: Speed up, slow down, take breaks, change tracks.

· Keep the group aware of where they are in the process.

· Periodically summarize important points and ask for agreement.

· Help the group reach consensus and reach conclusions.
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Overhead 6

STEPS TO EFFECTIVE MEETINGS

Step 7 – Closing the Meeting

· Help the group decide on next steps.

· Review assigned next steps. Ensure each person knows his or her duties to perform. Make sure everyone goes from “meeting” to “doing.”

· Conclude by summarizing the group's accomplishments.

· Thank group members sincerely for their participation and contributions.
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Overhead 7

STEPS TO EFFECTIVE MEETINGS

Step 8 - Follow Up (Action Items)

· Evaluate the meeting. What worked? What needs improvement?

· Plan post-meeting logistics.

· Use the minutes and your impressions to create a document that clearly describes the meeting.

· Use comments, questions, criticisms and insights to enhance the quality of the document.

· Distribute the document to all participants and other essential players within the organization.

· Monitor progress on next steps
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Overhead 8

Guideline for Conducting Effective Meetings

Prepare for the Meeting 

Define the objectives and desired outcomes. Know what you are trying to achieve by having a meeting.

Determine if a different activity could be used instead of a meeting. A lot of wasted meetings are called when a couple of phone calls, e-mail, or one-on-ones would have worked better.

Determine topics to cover and the best format for the discussion of each one. Know what you want to get accomplished by the meeting.

Estimate the length of the meeting. People need to know how long to plan for the meeting.

Create an Agenda that is carefully scripted: 

· Give start and stop times. Time is money; plan wisely!

· Identify the place of the meeting.

· List participants and guests.

· List what the participants; roles are and what you expect from them. This will allow them to gather all the relevant data they need to bring to the meeting.

· Prepare a structured discussion to frame the purpose, topics and direction of the meeting.

· Deliver agenda in advance so that the participants have time to plan and prepare for the meeting.

· Make every meeting a learning event: incorporate creative and cutting-edge education on your particular topic by using books, speakers, or videos. The people attending are giving up their time for you, you need to give something back to them.

· Use a variety of tools and activities to make the meeting productive and fun. Get them charged up!

Prepare To Attend a Meeting (for all participants)
· Know the purpose of the meeting. Know what your purpose for attending is.

· Gather all data that you need to bring to the meeting.

· Know the agenda of the meeting and ensure your agenda coincides with the meeting agenda.

· Know your role and the path that you are going to follow.

· Arrive on time and be prepared to stay until at least the planned stop time.

· Take the meeting seriously, but do have some fun while attending.

Handout 1 

Set Up the Meeting Place 

· Select a physical setting that is comfortable, big enough and suits the needs of your meeting.

· Create a warm and attractive atmosphere conducive to interaction.

· Provide appropriate refreshments.

· Have appropriate visual aids and learning aids on hand.

· Always do something a little different and something new. Make them glad that they came.

Assign A Note Taker (minutes) 

· Who attended.

· What problems were discussed.

· Key decisions reached.

· Next steps (action items). 

· Who needs to accomplish a task - list team and outside members.

· Start and end date of task.

· What exactly needs to be accomplished.

Start the Meeting: 

· Communicate the purpose and desired outcomes to all participants.

· Clarify the type of participation and interaction desired.

· Set the ground rules.

· When the meeting will end.

· How each member will be heard.

· How conflict will be resolved.

· What is expected of each member.

· Confidential topics.

· Show that you value their ideas, opinions and questions.

Conduct the Meeting: 

· Take time to tell and hear stories. Be creative in how you share them.

· Clarify and paraphrase key ideas.

· Ask for different points of view; protect new ideas.

· Use brainstorming techniques.

· Record ideas and notes on a flip chart.

· Use bright colors and bold shapes.

· Use pictures, as well as text.

· Use bullets to emphasize key points.

· Use no more than seven words per line and seven lines per chart.

· Keep all flip charts posted so that you can refer to them.

· At the end of the meeting, give them to the note taker so that they can be incorporated into the minutes.

· Ask open-ended questions to encourage participation and input.

· Keep the focus on ideas, not on people.

· Assign next steps throughout the meeting. Make all next steps specific assignments.

· Stay focused on the agenda topics. Don’t wander off topic or become distracted. Agendas are worth taking seriously, but do not stifle creativity or insult participants who stray.

Keep The Meeting Focused And Moving:

· Get information and data from the meeting. Ensure people are heard.

· Let the people carry the content; you guide the process.

· Acknowledge and reinforce constructive contributions.

· Use the agenda to stay on track.

· Vary the pace: Speed up, slow down, take breaks, change tracks.

· Keep the group aware of where they are in the process.

· Periodically summarize important points and ask for agreement.

· Help the group reach consensus and reach conclusions.

Closing 

· Help the group decide on next steps.

· Review assigned next steps. Ensure each person knows his or her duties to perform. Make sure everyone goes from “meeting” to “doing.”

· Conclude by summarizing the group's accomplishments.

· Thank group members sincerely for their participation and contributions.

Follow Up (Action Items) 

· Evaluate the meeting. What worked? What needs improvement?

· Plan post-meeting logistics.

· Use the minutes and your impressions to create a document that clearly describes the meeting.

· Use comments, questions, criticisms and insights to enhance the quality of the document.

· Distribute the document to all participants and other essential players within the organization.

· Monitor progress on next steps.
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Handout 1

Meeting Monsters

   1.Meeting Monster: Overly Talkative

     What to do:

   2.Meeting Monster: Highly Argumentative

     What to do:

   3.Meeting Monster: Rambler

     What to do:

   4.Meeting Monster: Obstinate / Rigid

     What to do:

   5.Meeting Monster: Griper / Whiner

     What to do:

     Handout 2 
   6.Meeting Monster: Side Conversation

     What to do:

   7.Meeting Monster: Definitely Wrong

     What to do:

   8.Meeting Monster: Off the Subject

     What to do:

   9.Meeting Monster: Silent

     What to do:

Reprinted from G. M. Parker and R. P. Kropp, Jr., 50 Activities for Self-Directed Teams, HRD Press, 1994.

Handout 2 

HOW TO DEAL WITH MEETING MONSTERS

Overly talkative: Interrupt with "That's an interesting point. Now let's see what the rest of the team thinks." 

Highly argumentative: Honestly try to find the merit in his/her statements. Try humor: "I respect your right to be wrong." Try sarcasm: "I hate people who beat around the bush." 

Rambler: Say quietly, "Your point is interesting, but we're need to move on to the next agenda item." 

Obstinate, rigid: Throw his/her point to the team for consideration. Say that time is short and ask that the group's viewpoint be accepted for the moment.  Say you'll be glad to discuss it later.

Griper, whiner: Point out that organizational policy cannot be changed at the meeting; "So let's try to figure out how we can best operate under the present system." 

Side conversation: Call one of them by name, restate the most recent opinion and ask for his/her opinion. Refer to your team norms about no side conversations. 

Definitely wrong: Try saying, "That's one way to look at it," or "I see your point, but did you know that…?" 

Off the subject: Try  "Something I may have said may have led you to think we are discussing _____, but right now we are considering ___________. 

 Silent: Ask the person next to him/her a question and then ask the silent person to comment on the answer. If the silent person is near you, ask his/her opinion on a subject that you are sure he/she knows a great deal about. 

Reprinted from G. M. Parker and R. P. Kropp, Jr., 50 Activities for Self-Directed Teams, HRD Press, 1994.

Handout 3 
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