
Resource 4: Meeting Effectiveness Checklist

	Clearly Observed or Evident
	Evident but Not Observed
	Not Observed or Evident
	A. Planning the Meeting



	
	
	
	1. Think about who, where, when, why and how many meetings.

	
	
	
	2. Determine overall purpose of the meeting (e.g., inform, generate ideas, define goals, evaluate or give feedback, solve problems, plan or strategize, make decisions, gain commitment, get results).

	
	
	
	3. Consider physical factors of the meeting site (depending on number of attendees).

	
	
	
	4. Make site arrangements (choose space that will accommodate the group).

	
	
	
	5. Plan the agenda according to priority of agenda items, length of time needed for each item and person responsible for each item.

	
	
	
	6. Prepare and send out (or post) the agenda in advance of the meeting to ensure that everyone comes to the meeting prepared; clarify the expectations for the meeting; and structure the meeting’s content, process and time.

	
	
	
	7. Assign roles for the meeting: facilitator, recorder and timekeeper.


	Clearly Observed or Evident
	Evident but Not Observed
	Not Observed or Evident
	B. Starting the Meeting


	
	
	
	8. Set up room and arrange the seating based on the type of meeting (e.g., circular for face-to-face exchange, semicircle and away from the entrance for collaborative decision-making).

	
	
	
	9. Begin and end the meeting on time. Set time limits for the meeting (and possibly for individual agenda items).

	
	
	
	10. Ask participants to introduce themselves and state expectations, if not already known.

	
	
	
	11. Post the agenda and review it with team members. Refine the meeting’s agenda before beginning work, if applicable.

	
	
	
	12. Ask the leader to define the roles and outcomes for the meeting.

	
	
	
	13. Establish (or reaffirm) the team’s operating principles/norms.

	
	
	
	14. Review action items and accomplishments from prior meetings as needed.

	
	
	
	15. Use the Ohio 5-Step Process to discuss agenda items:

Step 1: Collect and chart data

Step 2: Analyze work specific to the data

Step 3: Establish shared expectations for implementing specific changes

Step 4: Implement changes consistently

Step 5: Collect, chart and analyze post data


	Clearly Observed or Evident
	Evident but Not Observed
	Not Observed or Evident
	C. Throughout the Meeting

	
	
	
	16. Keep the group on task.

	
	
	
	17. Make the group memory public, i.e., post ideas and decisions. 

	
	
	
	18. Maintain productive working relations in the group, e.g., honor confidentiality as necessary, discourage side conversations, encourage participation by everyone, even the quietest members, control excessive talking and interruptions

	
	
	
	19. Use standard template to record minutes.

	
	
	
	20. Use the wait list or parking lot technique to keep the meeting moving. This technique is useful to save ideas, deal with hidden agendas and capture suggestions that are not related to the meeting but may be helpful later, 

	
	
	
	21. Focus on the same issue in the same way at the same time. Understand an issue thoroughly prior to taking a vote or reaching consensus.  Ask clarifying questions when in doubt about an issue.

	
	
	
	22. Identify which decision-making method to use for a particular decision (e.g., majority vote, consensus).  Have a chance to consider more than one solution to an issue.


	Clearly Observed or Evident
	Evident but Not Observed
	Not Observed or Evident
	D. CLOSING THE MEETING

	
	
	
	23. Review agenda and confirm completion/status of agenda items. 

	
	
	
	24. Finalize plans on “who will do what by when” at the close of the meeting and record in the minutes.

	
	
	
	25. Review decisions and action items. Summarize accomplishments.

	
	
	
	26. Review group memory.

	
	
	
	27. Develop preliminary agenda for next meeting.

	
	
	
	28. Evaluate the meeting’s effectiveness (e.g., plus/delta, stop/start/continue, commercial inventories*

	
	
	
	29. As soon as possible, distribute minutes that summarize the following: members present, decisions and action items; next steps; next meeting logistics and possible agenda items.
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