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Tips For Effective Meetings

P  R  A  C  T   I  C  E   P  O  I  N  T  S

Penny Tremblay, CTM, CL

ould you like all of your meetings to be
effective and productive? Poorly planned
staff meetings, meetings that run overtime,
and meeting objectives not being met –

these are common complaints and feedback from
employees, managers and corporate leaders. The
following tips will help you stay on course with meeting
objectives, encourage participation from attendees, and
ensure that everyone in attendance leaves the adjourned
meeting with a sense of accomplishment.

Stay On Course
The most common complaint about meetings is

that they run over the time scheduled. If we want
employees to manage their time, then we should respect
the start and finish times of scheduled meetings. This
allows everyone to stay on course for his or her
individual schedule of daily activity.

Meetings should have a chairperson. This person is
responsible for calling the meeting to order on time,
ensuring that each segment of the meeting is run
during the allotted time, and that the meeting is closed
as scheduled. Be firm with your start time, even if
everyone is not yet in attendance. People will learn the
boundaries you set for meeting start times, and be more
prompt in the future if start times are firm.

Before the meeting begins, the meeting chairperson
(or the person holding the meeting) should be
organized with required handouts, audiovisual
equipment set up, and a prepared and pre-circulated
agenda and list of attendees. This helps save time
during the meeting and shows respect for those in
attendance by signaling that their time is valuable.
When the meeting opens, the chairperson can welcome
the attendees, review the agenda, and set any standards
for the meeting, such as turning off cell phones and
indicating when questions can be asked.

Agendas
Meeting agendas are the blueprints to meeting

success. There are techniques that can empower
attendees to participate and ensure that objectives are
met. Agendas should be specific with timeframes and

topics. (See sample
Agenda below). If
circulated in advance,
agendas provide
participants with an
opportunity to
prepare or gain
insight to what will
be addressed during
the meeting. Your
meeting chairperson is responsible for watching the
clock to ensure that each item on the agenda is
addressed within its allotted time.

It is also essential that the chairperson ensure that
attendees do not get off topic from what is outlined in
the agenda. This is a major time-waster of meetings. If
this does occur, or if attendees are taking up too much
time on one topic, the chairperson can kindly interrupt
and suggest that those involved continue the discussion
“offline,” i.e. on their own time after the meeting.

9:15 a.m. Welcome, Review Agenda
Chairperson – Mary

9:20 a.m. New Equipment – T-ScanTM II,
Benefits and Demonstration
June Williamson

9:35 a.m. Incorporating the T-Scan into Patient
Visits Janie Mote

9:50 a.m. Question & Answer Period
Open forum

9:59 a.m. Meeting Adjourned
Chairperson – Mary

Sample Meeting Agenda
Collaboration

A creative approach to meeting agendas is to have
several people participating in the delivery and
presentation of different sections. For example, if the
sales department is demonstrating a new product, and
the customer service department is presenting a support
strategy for that product, there is some diversity in the
perspectives of each department and each speaker,
which can make the meeting that much more
interesting for listeners.
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A manager can cleverly ask an employee to present
something at a meeting, which will empower that
employee to learn about the topic. Using a collaborative
approach to sharing information at meetings is
empowering for those asked to present. It helps with
team building as those offering information gain the
respect from those who are learning.

Effective meetings start and end on time,
accomplish the objectives set out in the agenda, and
educate and motivate participants by giving them a
sense of accomplishment. Team meetings should be
held on a regular basis to suit the organization and to
give everyone an opportunity to participate. If your
organization has all of these basic meeting tips
incorporated and working well, congratulations!
Although there are many other meeting tools that we
can learn, these are the fundamentals for your toolbox
toward success.

Best wishes for effective meetings … every time!
Northern Lights Presentations offers a full two-day

seminar to assist people in becoming their personal best.
For more information contact Penny at
info@northernlightspresentations.com.
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