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INTRODUCTION

Why did we create this guide?

Like many businesses we found that as we got busier and more time-poor, meetings became 
something we dreaded. No one wanted to attend them, they weren’t being run effectively, and not 
only did they take up time, they created more work!

Knowing full well that meetings are essential to good communication, getting stuff done and 
getting everyone on the same page, we have set out to change that mindset. We identified the 
best way to change that mindset was to run the best, most productive meetings possible. 

This eBook has been put together from research, experience and the desire to change. We have 
deliberately kept it simple and concise, with in-depth resources available should you wish to 
research more.

One of the biggest hurdles you will face is changing old habits and getting everyone onboard 
with your changes. It will be a Team effort that will require some push back on people that aren’t 
following the new rules, even if it is your Manager. 

So, this is our gift to you, for everyone you have a meeting with and for us! 

We hope it serves you well.
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MEETING ROLES

There is no room for spectators in an effective meeting. All meeting 
attendees have an important role to play in contributing their ideas,  
feedback and experiences. There are many different roles in a meeting.  
Make sure each attendee takes on at least one of them.   

Meeting 
Organiser

Meeting 
Attendees

Meeting
Note taker

Meeting 
Chairperson

0404



• YES •
Have I thought  

through this  
situation?

MEETING ORGANISER 

The meeting organiser is often the person that will ultimately be the Chairperson or their assistant. 
They have a crucial role to play to ensure the meeting is well organised and all attendees are well 
informed of the expectations and desired outcomes. The meeting organiser should take ownership and 
responsibility of the many facets that make an organised meeting successful.

Step 1 - Should I hold a meeting?
Before you call a meeting, consider the different reasons for doing so. Is this meeting to: 

•  fix a problem

•  plan a project

•  communicate something

•  track progress? 

A meeting isn’t always the right answer, so start by asking the question ‘Should I hold a meeting?’

Do I need outside 
input to make 

progress?

Does moving 
forward require a 

real-time  
conversation?

Does this necessitate  
a face-to-face

meeting? 

Schedule and  
prepare for the  

meeting?

Schedule time for 
strategic thinking.

Schedule time for 
doing the work. Send an email.

Use chat, or  
schedule a video

conference.

• YES •• YES •• YES •

•
•

NO
•
•

•
•

NO
•
•

•
•

NO
•
•

•
•

NO
•
•
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  ATTENDEES  
Consider carefully who needs to attend. This should be based on how much value 

you anticipate they will add to the meeting.

  FACILITATOR 
Consider whether you should get a meeting facilitator.

  AGENDA  
Start by creating an agenda (more on this below). No meeting should proceed 

without a clear agenda.

  BREAKS  
For longer, more intensive meetings make sure you take regular breaks to refresh, 

clear your head, and allow those that need more time to process thoughts to do so.

  SCHEDULING  
Coordinating a lot of people can be hard work. Use FindTime meeting organisation 

tool to send a poll for attendees to vote on their time/day preferences.

  TIMING  
Consider how much time you will actually need for the meeting. Think outside the 

box and don’t automatically use the standard 30 minutes or one-hour increments. 

Consider different time zones where necessary.

  EQUIPMENT 
Test any required meeting room equipment.

  CALENDAR INVITE  

Send a calendar invite with all details completed to meeting attendees. Include a 

note in the heading that mentions if there are attachments (people aren’t used to 

attachments in calendar invites but it is the perfect place to keep them!)

  PREPARATION DOCUMENTS  

Attach your meeting agenda and preparation documents to the calendar invite. Aim 

for no less than two days before the meeting. You can add them to the invite at a 

later date if you need to.

  SET EXPECTATIONS 

Clearly state expectations around the preparation you require of your meeting 

attendees in your calendar invite. Provide an indication of how long they should take 

to prepare for the meeting and what resources they should bring, eg. laptop, mouse, 

relevant workpapers.

  MEETING ROOMS  

Book appropriate meeting space (on site or off site) ensuring the right equipment is 

available i.e. projectors, video conferencing.

  REFRESHMENTS  

Consider and organise all your catering needs: meals, coffees, water  

jugs and glasses.

Step 2 - Meeting Planning Checklist

Now that you have established you need a meeting you need to make sure it will be effective; that means planning and  
preparing for it. Following a checklist process to organise your meeting will help you to remember all the things that will make  
your meeting a success:
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The Agenda

Never underestimate the power of a well-produced agenda. A meeting agenda should include the following:

  OBJECTIVE 
Clearly state the purpose of the meeting.

  DESIRED OUTCOMES   
Clearly state your desired outcomes. What will success look like?

  CONTENT   
State your topics in question format to help provoke thoughts in attendees.  

  ATTENDEES   
List all attendees. This will help for future reference and record keeping.

  ADDITIONS  
Ask attendees to send any comments or additions on the agenda to you  
the day prior to the meeting.

  TOPIC OWNERSHIP   
Identify who will ‘own’ each particular topic.

  LENGTH: 
Estimate the time spent on each particular topic. Consider the number of attendees 
and estimated amount of feedback. 

  SUPPORTING DOCUMENTS   
State which topics have supporting documents that should be reviewed prior to  
the meeting.

  ORDER   
Keep topics that only involve a few of the attendees for later in the agenda when 
other attendees can be excused from the meeting. 

  SHARE FILES  
If you are using a Word document for your Agenda, share it as a OneDrive file so 
meeting attendees are updated with any changes or additions. 

  PROPOSE PROCESS   
Depending on the type of meeting, it may be useful to add a column for ‘proposed 
process’ so the Team knows how you plan on reaching your desired outcome(s).

07



Example meeting agenda

TOPIC PREPARATION PROPOSED PROCESS

Introduction  
(cover H&S, expectations, etc)

Time: 5 minutes
Purpose: Information
Owner: Chairperson

None required Chairperson to advise

Should we have more 
meetings?

Time: 5 minutes
Purpose: Decision
Owner: Andrew

Read attached document on 
best practise for meetings. 

Be prepared to discuss your 
thoughts and preferences.

Andrew will poll the Team

Meeting closure

Time: 5 minutes
Purpose: Alignment
Owner: Chairperson

None required Chairperson to advise
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TOPIC:  How to have better meetings
ATTENDEES:  Andrew, Bob
PURPOSE:  To improve our meetings

DESIRED OUTCOMES :  Leave today with a 
clear plan on how we will make our meetings 
more effective and who will own each task.



MEETING CHAIRPERSON

The Chairperson’s ability to perform their role to a high standard is essential to running an effective 
meeting. The Chairperson should be the person that sets the bar and shows what is, and is not, acceptable. 
If the Chairperson “checks out” halfway through a meeting, others will think it is acceptable to do the same. 
Don’t be the Chairperson that self-sabotages their own meeting by not holding people to account,  
and that includes yourself.

Meeting 
attendees

Meeting
Minute taker

Meeting 
chairperson
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  HOUSEKEEPING  
Cover off any Health & Safety and housekeeping items (exits, bathrooms, refreshments, breaks).

  SET EXPECTATIONS  
Outline upfront what you expect from the meeting i.e. today we will be discussing this, not this.

  DEVICES  
Clearly state your expectations on device use. Some people request a no-mobile and/or laptop rule to 
avoid distractions.

  MEETING RULES  
Clearly state your meeting rules, (see our meeting rules on page 14)

  MEETING PREPARATION  
Hold a hard line for those that do not prepare prior to the meeting as requested.

  AGENDA CHANGES 
Advise of any changes or additions to the agenda.
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  NOTE TAKER 
Identify the note taker to the team and support them in capturing key 
decisions, their rationale, and any action points.

  KEEP ON TRACK 
Keep time and reinforce the purpose of the meeting and/or topic if 
discussions are going off on a tangent. Do still allow some flexibility  
(this can be when great ideas are formed!).

  MANAGE PEOPLE 
Address any people issues that are disrupting the meeting.

  PARKING LOT 
Create a parking lot of ideas that come up but need to be addressed  
at a different time.

  REVIEW YOUR AGENDA 
Review your agenda regularly to assess whether you are meeting  
your objectives. 

  CLEAR OUTCOMES 
Ensure conversations or topics reach a clear outcome and document it.

  CONFIDENTIALITY 
Agree what can be discussed outside of the meeting room walls and what  
can not!

  COMMUNICATION 
Agree what you will communicate to the wider team and set someone a task 
to do it.

  DETAILS 
If your meeting is strategy, don’t let yourself or the team get stuck on the 
details.

  CLOSING OUT 
When winding up the meeting, check the agenda is complete, agree on next 
steps, and state whether you have achieved the meeting objective.

List continued...



MEETING ATTENDEES 

All meeting attendees have a role to play. If they don’t, they shouldn’t be in attendance. We need to 
banish any mindsets that meetings are laid back. Done well, meetings are hard work and everyone 
must participate. The reason meetings are hard work is because focus and thought needs to be 
constant. In an effective meeting, no one can afford to drift off wondering what they might have for 
dinner, or what they might do on the weekend.

Should I attend that meeting?

Before accepting any meeting invite, consider whether attending this meeting is the best use of your time. 
Will it help you or the company achieve its objectives? Will you have value to add or is it something you could 
delegate to a Team member.

• YES •
Is this meeting a

team priority?
Is this my
priority?

Is a meeting
the best solution?

How can I make 
this meeting as  

effective 
as possible?

Decline Delegate
Block time in  
your calendar  
to do the task.

• YES •• YES •

•
•

NO
•
•

•
•

NO
•
•

•
•

NO
•
•
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  DO YOU NEED TO ATTEND? 
Ask yourself, if I was sick on the day of the meeting would it need to be  
rescheduled? Does it fit with my priorities?

  SCHEDULE 
Make sure you book out the appropriate amount of time in your diary 
considering:

 • Meeting preparation 
 • Travel 
 • Meeting time 
 • Meeting completion i.e writing up notes and action lists etc.

  PREPARE  
Read preparation documents, form ideas, and jot down initial comments for  
your contribution.

  TAKE OWNERSHIP 
Upon completion of the meeting, immediately write up any personal notes, or action 
tasks while they are fresh in your mind. Block out time in your diary to do this. Review 
the minutes if you need a prompt or reminder of the meeting outcomes.

  PUSH BACK 
If you don’t get an agenda, ask for one. 

  SPEAK UP 
You have been invited to this meeting for your expertise and    
experience. Contribute!

  MEETING ETIQUETTE  
Follow the meeting rules and etiquette as outlined by the Chairperson.

  SEEK CLARITY 
If you don’t understand something, or want to be sure, seek clarity. Others may be 
wondering the same thing!

  EMOTIONS 
Leave your emotions at the door and focus on the best solution.

Meeting Attendee Checklist

There is more to a meeting than just turning up at the allocated time and leaving once it’s finished.  
Meetings involve preparation beforehand and finalising afterwards.
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THE NOTE TAKER

Minute taking is an underestimated art. Done well it can reduce a lot of time and confusing 
conversations about past decisions. For this reason, all meetings should have a note taker.  
The note taker should be someone that does not need to be heavily involved in contributing ideas. 
Rather, they should focus on capturing information instead of coming up with ideas.

Note taking best practise  

Meeting 
attendees

Meeting
Minute taker

  PREPARE 
Ensure you have read all documents 
prior to the meeting to help you 
understand the content and ensure 
your minutes are meaningful.

  LIAISE 
Speak to the Chairperson prior to the 
meeting. Do they want you to be the 
time-keeper? How much detail do they 
want you to capture – full minutes, or 
just key decisions and action points?

  PARKING LOT 
Note down any off-topic subjects that 
need to be followed up at a later date 
as requested by the Chairperson.

  ASK QUESTIONS 
Ask questions to clear up any confusion 
or confirm a key decision or action. 
Speak up, your role is valuable.

  KEY DECISIONS 
Capture key decisions and the rationale 
behind them.

  ACTION POINTS 
Capture action points. Who is 
responsible for each, and  
set timeframes.

  FOLLOW UP 
Check with the Chairperson what follow 
up, if any, they would like you to do 
after the meeting.

  COMPLETE MINUTES  
Allocate time directly after the meeting 
to review your notes for completeness.

  CIRCULATE MINUTES 
Do this as soon as possible after the 
meeting; someone may be waiting on 
those notes to perform a task.

  NEXT AGENDA 
Update the next meeting’s agenda 
(if there is one) soon after the last 
completed meeting to ensure no 
rollover items are missed. 13
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MEETING RULES AND ETIQUETTE

Follow the  
Chairperson’s  
device rules 

Don’t be late 

No interrupting  
or speaking over  
others

No side conversations

Have your say but  
know when to zip it

Make sure your  
comments are  
constructive

Stick to the facts,  
remove emotion

Be prepared 

Ask questions at the  
appropriate time

No hidden agendas

Consider everything in  
the meeting confidential  
unless stated otherwise 

Trust your Team

Respect decisions and  
peoples’ point of view
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5 EFFECTIVE MEETING HABITS 

Creating effective meeting habits requires discipline and teamwork. During a meeting, attendees are 
joined for a common purpose so working together to achieve a successful outcome should be high on 
everyone’s list. This means holding each other accountable to follow effective meeting habits.  

1. PREPARATION

Schedule time to prepare  
for any meeting. Know 
the agenda, read the 
preparation documents, 
and think about key 
contributions you  
could make.

2. FOCUS

Being focused for the whole 
meeting can be hard work, 
but it is essential to a great 
meeting. Ensure you break 
often to refresh minds, let 
people check their devices, 
then get back to hard focus.

3. KEY DECISIONS

Clearly acknowledge and 
note when you have made 
a key decision. Doing this 
saves you time in the future, 
by avoiding conversations 
that arise when a key 
decision has been forgotten.

4. ACTION POINTS

Clearly state and note  
action points as they 
arise. Set dates, allocate 
responsibility and add 
context to the action so  
the reasons why it is being 
done are clear.

5. FOLLOW UP 

Do your own meeting follow 
up. Check any notes you 
have taken, note down 
any ideas you had during 
the meeting, and ensure 
your action points are 
documented in a way that 
you will remember them.
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TOOLS AND RESOURCES

Microsoft FindTime 

Microsoft’s free FindTime meeting scheduling 
tool is the easiest way to schedule meetings.

Simply select the dates and times you need  
from a poll to coordinate the best date that  
suits everyone.

Minute-taking software

The days of minute-taking on a Word document are long gone. Online 
software is the way to go for minute recording as they provide easy 
access for the Team to review minutes, receive action points to your 
inbox, as well as reminders and updates of agenda changes. There are a 
number of tools on the market so it is best to trial a few. Simplicity is the 
key for us so we currently use Asana. 

Here is an example of how you could use it for meetings:   
https://asana.com/guide/examples/company/meetings
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Joan – Meeting Room Scheduling System

We use Joan, the meeting room assistant, as a simple way to book meeting 
rooms in your office. All you need to do is sync Joan with your company 
calendar and attach the tablet to the meeting room window/door. 

To book a meeting room in advance, include the meeting room in your 
calendar and Joan will automatically update (as shown by our Team Meeting 
which is scheduled for 11am). 

If you need a meeting room last minute, locate a free meeting room  
and book on the spot.

Joan also sends meeting room information to all recipients prior to  
the meeting. 

This information is customised to the company, including location and 
parking information, which is very handy for visitors. 

https://getjoan.com/


Harvard Business Review 

We love Harvard Business Review. Here are a few of their meeting articles that are focused around having  
better meetings. 

ARTICLE 1: Meetings Would Go Faster If People Took the Time to Listen

Too often, meetings are filled with miscommunication, cross-talk, and conflict. By improving your listening skills, you can make these 
meetings more effective. This article breaks ‘Listening’ down into a four-step process so your meetings can be more efficient and 
enjoyable.

https://hbr.org/2017/12/meetings-would-go-faster-if-people-took-the-time-to-listen

ARTICLE 2: How to Design Meetings Your Team Will Want to Attend

Meetings aren’t just about delivering results. You also want participants to leave feeling connected, valued, and fulfilled. Discover how 
to craft a quality meeting experience for you and your team by being present, demonstrating empathy and setting up rules to avoid 
distractions.

https://hbr.org/2017/04/how-to-design-meetings-your-team-will-want-to-attend

ARTICLE 3: How to Have a Good Debate in a Meeting

To improve the meetings you run, and save the meetings you’re invited to, focus on making the discussion more robust. In this article, 
discover how to embrace vigorous debate instead of shying away from conflict.

https://hbr.org/2018/01/how-to-have-a-good-debate-in-a-meeting

OR THEIR BOOK:

HBR Guide to Making Every Meeting Matter

Discover how to transform your meetings into productive conversations that lead to action. The HBR Guide equips you with tools such as 
checklists, templates and scripts to help you make every meeting matter.

https://hbr.org/product/hbr-guide-to-making-every-meeting-matter-ebook-tools/10139E-KND-ENG 18
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We hope that you have enjoyed reading this guide, and you found 
at least a couple of points that will help you on your road to 

having better meetings.


