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Learning Objectives:
§ Understand key approaches and tools to improve group meetings

§ Practice applying tools to “real life” challenges

§ State of Unproductive Meetings and Levers (10 min)

§ Overview of Phases of Meetings (10 min)

§ Application to Your Challenges (10 min)

§ Ways to Jump-Start Stalled Meetings (10 min)

§ Question and Answer, Best Practices (5 min)
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Signs of Unproductive Meetings

o Side-tracked discussions

o Griping and disinterested participants

o Blurting out topics that aren’t relevant

o Poorly handled emotional situations

o Poor attendance

o Unclear or lingering follow-through
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Causes of Unproductive Meetings

o Face-to-face meeting not needed

o Lack of preparation by convener

o Poor focus during meeting

o Inattention to what will happen 
after or as a result of discussions
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o BEFORE: Efficient meeting preparation

o DURING: Laser-like meeting focus

o AFTER: Clear, persistent follow-up

LEVERAGE POINTS
for Effective Meetings

See Handout 
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Before Your Meeting

o Create a main purpose statement for meeting 
(why are we meeting and what should be 
accomplished?)

o State agenda items in action terms based on 
OUTCOMES: “Assign advisors to all new 
students to increase class throughput” vs. 
“Advisor Assignments”

o Assign a time limit for each item

o Assign someone to lead discussion of each 
item

Design an Actionable Agenda

See agenda template
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o Determines how your group will function.

o Should improve effectiveness and efficiency.

o Should minimize confusion, disruptions, and 
conflicts that take away from the real work.

Each group should discuss and agree to 
its own guidelines.

Guidelines should be reviewed and 
updated annually as new members join.

During the Meeting
Create Guidelines / Group Agreements
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After Your Meeting

o Ensure that minutes are produced and 
promptly distributed, including to guests.  
Use e-mail!!!

o Keep agenda, minutes, and meeting 
supporting documents in one place so 
someone else can find them.

o Communicate as needed to ensure that 
action is happening as agreed to.  Hold 
people to their assignments.

The Convener’s role is to:
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Sent: Thursday 3/22/2018   6:31 AM

To: Department of Model Practices Faculty & Staff

From: Professor I. M. Winner, Department Chair

Subject: Department meeting agenda Thursday, March 22, 2018

Time and Place: 12:15 Room 53 Wisconsin Hall

Topics:

Announcements – Winner

Building Remodeling – Jones 

Elevators – Jones

Graduate Admissions – Adams

Alumni Awards – Brown

Smith (Emerita)

Announcements:
Reminder: 2018 Awards Banquet: The annual Awards Banquet for the 
Department will be held on Friday, July 13, 2018 at the Fluno Center.



8 Ways to Jump-Start a Stalled Meeting
1. Go back to the question at hand or goals of the meeting. 

Restate.

2. Ask if there are data to support various points of view 
(Common knowledge is notoriously unreliable.)

3. Summarize what has already been accomplished or 
agreed to.

4. Try a non-verbal activity – ask people to write (without 
talking) what they feel is most important of the points 
being made.

5. Take a break for 5 minutes.

6. Try to separate causes from effects. Ask what issues 
“drive” the others?

7. Ask for a new approach – let the members be 
responsible for getting things moving.

8. Prioritize items with stickers or check marks and deal 
only with high-scoring items.
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Which of these methods are you most 
interested in using, and why?

What questions do you have?



Additional Resources and Questions

Darin Harris
Office of Strategic Consulting
Darin.Harris@wisc.edu
262-1289

Kala Grove
Cross-College Advising Service
Kala.Grove@wisc.edu
608-265-5460
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