Evaluate & Improve Your Meeting
 

Use the questions below to start the improvement process by understanding where you are now:

 
Preparation
· Do you know why you're meeting with one another rather than just distributing information electronically?
· Are the right people invited?
· Is there an agenda shared enough in advance for everyone to prepare and think about issues?
· Is the time planned out for each agenda item to allow sufficient opportunity to complete each piece of work?
Facilitation:
· Does the meeting start on time?
· Are there explicit shared agreements on behaviors such as cell phone use, etc.? 
· Is there an opportunity for people to check-in with one another before the content is addressed?
· Is there a clearly stated purpose for each agenda item (eg., a decision, brainstorming ideas, an assessment, etc.)?
· Do people take their share of time? (no time hogs or silent suits)
· Do people ask questions of one another and really listen for answers?
· Are new ideas welcomed and built upon?
· Are differences of opinion respected and discussed openly?
· Does the conversation stay focused on the issue at hand?  

Closure and Follow up:
· Are decisions and next steps recorded for everyone to see?
· Do you invite final clarifying questions?
· Is there time for summarizing decisions and assigning next steps?
· Do you have a check-out process so people can make final comments about the content or the process?
