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Planning and Leading 
Effective Meetings
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Fried (2010): “toxic, 
terrible, poisonous 
things” . . . that 
interrupt worker 
productivity.

• In surveys of 
helping 
professions: 

• ~47% of the day is 
spent in meetings 
(Bureau of Labor 
Statistics, 2017) 

Grady (2013): “a global 
epidemic of bad, 
inefficient, overcrowded 
meetings is plaguing the 
world’s businesses.”
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Leach, Rogelberg, Warr and 
Burnfield (2009)

• Characteristics of a 
“good meeting”: 
1) use of an agenda, 

2) keeping of minutes, 

3) punctuality, 

4) appropriate meeting 
environment, 

5) having a meeting leader.

Do you really 
need a meeting? 
organized, effective andrt
with FUN!!!!!

Do you REALLY need a meeting?

• Purpose/objectives of the 
meeting
• Do you have a clear agenda 

suited to the structure?

• Can this be accomplished 
another way?

• Are these the right people and 
only the right people?

Purpose/Objectives

Purposes of a Meeting

• Communication
• Notification and messaging

• Complex questions

• Discussion prior to decision

• Problem Solving
• Detection and analysis

• Brainstorming and evaluation

• Implementation planning

• Performance 
management
• Deadlines and accountability 
• Supervision and support
• Oversight of work quality
• Management of barriers

• Project management
• Project planning 

• Group deadlines and public 
accountability

• Generating and refining work 
products 
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Lencioni’s Model for Meetings
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Functions of a Meeting

• Social connection and 
support

• Observation and data 
collection

• Reinforcement!

• Specific instruction and 
training

• Motivation (e.g., 
deadline)

• Collaboration and 
creativity

• Plan the meeting in advance

• Meeting owner manages the 
meeting

• Meeting attendees manage 
themselves and contribute

Effective Meetings
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Planning the meeting

• Do I need a meeting and 
do I have the right people?
• Are roles clearly specified?

• Who owns the meeting?

• Plan and distribute the 
agenda in advance
• Task assignments 

• Specific order of content 

• Estimated timing 

• 25 mins/50 mins – NOT THE 
FULL HALF OR HOUR!
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Planning the meeting

• Platform and materials
• What will you need and where 

will the meeting occur

• Scheduling the meeting
• NO EMERGENCY MEETINGS!

• Select optimal time for effective 
participation and minimal 
impact on productivity

• Standing meetings or at least 1-
5 days notice
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• Send a reminder 1-24 hours in 
advance
• Agenda, roles, tasks, time, place 

• Start the meeting
• On time!

• Restate purpose and objectives

• Assign timekeeper, note taker, 
presenter

• Identify the timekeeping tool

Conducting a Meeting
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• Move through the agenda 
consistently and efficiently
• Keep people on task

• Keep discussion positive, 
professional

• Assign tasks and make 
decisions (if applicable)

• Give contributors/presenters 
the floor

Conducting a Meeting
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• Wrap up the meeting in the 
last 2-10 minutes
• Notes - accurate and detailed

• Action items with designees

• Scheduling of follow up 
meeting (if applicable)

• Close to allow transition time

• Distribute the notes within 1-
24 hours

• Provide private feedback about 
attendee behavior in the meeting

Conducting a Meeting
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• Be on time, stay on time

• Be prepared

• Participate professionally 
• Stay on-task and do not distract 

others

• Contribute but do not dominate  

• Follow your leader

• Volunteer if and only if you have 
the time and required skills

Meeting Attendance

• Goals of: 
• 50% increase in effectiveness 

in every meeting

• 20% reduction in # of meetings

• system for scheduling 
meetings that doesn’t interfere 
with productivity

• List all meetings – evaluate 
each

• Develop and implement plan

Follow up Activities

Thank You
Contact me at Linda@LBehavioral.com
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