
Conducting Effective and Efficient Meetings  
 

 
The most productive meetings are those that are run effectively and efficiently. Below are some 
universal tips to help any meeting run more smoothly. 
 

1. Distribute the agenda prior to the meeting. Define the purpose of the meeting, list the 
agenda items and time allotments, and include any reference materials that should be 
reviewed prior to the meeting.  

2. Write the agenda and meeting goals on a blackboard or flipchart in the meeting room. 
This will help keep the team members focused on the tasks at hand. Follow the agenda, 
start on time and end on time. 

3. Your meeting should have a facilitator, either the meeting leader or another designated 
individual. The role of the facilitator is to keep the discussion focused on the topic, stay 
on the agenda, and stay on time. It would be very easy for a meeting on workforce 
planning to turn into a meeting with participants discussing everything about the 
organization. The facilitator controls the meeting by establishing time limits, listing 
specific agenda items, defining the purpose of the meeting, and controlling the 
discussions. 

4. Make introductions, have team members introduce themselves and tell where they work 
or what they do. 

5. Use a warm-up activity, sometimes called an icebreaker. This activity serves two 
purposes, 1) it promotes participation and communication, and 2) it encourages team 
work and team building. 

6. Have the team members develop and agree upon meeting ground rules. These 
agreements establish norms for participant behavior and define how the meeting will be 
conducted.  

7. Encourage participation from all team members and ensure that no one team member 
dominates the discussion. Brainstorming can be used to generate ideas, remember that 
during brainstorming ideas should not be evaluated or criticized. 

8. Determine how decisions will be made. There are a number of methods to make 
decisions ranging from voting to building consensus. A majority vote decision method 
requires support from more than 50% of the members of the group and can be 
accomplished through voting, either by a show of hands or written secret ballot. The 
following prioritization techniques can also be used to arrive at the option that the 
majority supports:  

 
• Give each person in the group five sticky dots and have them place the dots beside 

the options they prefer. They can choose five individual options or place multiple dots 
on an option they feel strongly about. The option with the greatest number of dots will 
determine the course of action. 

• Participants are asked to rank the options using a scale of 1 to 5, where 5 points 
represents their first choice, 4 their second choice, etc. The desired option is the one 
that accumulates the highest total score.    

• When simple voting may result in some unhappy team members, a consensus 
decision method strives to avoid "winners" and "losers". Consensus requires that a 
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majority approve a given course of action, but that the minority agree to go along with 
the course of action. All team members don’t need to favor the decision, but all team 
members need to be able to live with the decision and support it. 

 
9. Keep the discussion focused on the agenda items to avoid investing time where team 

members discuss items that are extraneous to the agenda. The comments may be 
interesting, but they are not likely productive to the meeting’s goals. 

10. Park issues that are important, but unrelated to the specific agenda in a “Parking Lot” by 
recording them on the flipchart or blackboard for future consideration or agendas. 

11. Prior to adjourning the meeting summarize the results and conclusions from the meeting; 
record any actions or assignments, who is responsible to complete them, and timeline 
for each action.  

12. Use a check-out to end the meeting. A check-out is an opportunity for team members to 
share their thoughts on how the meeting went, what worked well and what could be 
done to improve future meetings. 
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Sample Meeting Ground Rules 
 
Teams should develop ground rules that define how members want the meeting to be conducted. 
Ground rules help promote meeting efficiency and member participation. The ground rules should 
be developed and agreed upon by the team members at the start of the meeting. Ten of the most 
common meeting ground rules include: 

1. Respect each other and refrain from making personal attacks. 
2. Acknowledge that it is OK to disagree. 
3. Listen to others, don’t interrupt. 
4. Everyone participates; no one dominates, value the diversity of team members. 
5. Honor time limits: be on time, start on time, end on time 
6. Recognize that all ideas are potentially good ideas, don’t rush to evaluate suggestions; 

keep an open mind. 
7. Stick to the agenda – stay on task. Usually the meeting leader or another designated 

individual serves as a facilitator and is responsible for facilitating the meeting and keeping 
it on task and on time. 

8. Be prepared for the meeting by reviewing materials distributed beforehand and bringing 
any requested materials with you 

9. Respect confidentiality, what is said in the meeting should stay in the meeting. 
10. Make arrangements to not be interrupted during the meeting; turn off cell phones. 


