Chairing and meeting skills
Meetings are part of working life.  Poorly-run meetings can waste time, energy and goodwill.  How can we make sure that meetings we attend are effective?

If you are organising or chairing a meeting
Can this meeting be an email?
The main reason that meetings are held is to draw on the judgment and perspective of multiple people, to share information and understanding, and/or to provide clear direction for future actions.  The advantage of having a meeting to provide information is that it allows the audience to ask questions for clarification; on the other hand it might be communicated more simply through another means, with a mechanism for those who wish to seek clarification.
Can this meeting be smaller?
The worst meetings to attend are those you shouldn’t be at at all.  Try to limit attendance to those to whom it is relevant.
Can this meeting be shorter?
Meetings are disruptive because they are rigid parts of working time.  If information is sent out for prior reading, then that can be done at time best suited to the individual?
Can this meeting be focused?
Discussions relevant to only 3 of the 20 people in the room are a waste of everyone else’s time.  The meeting should have a focus and should stick to it.
Can this meeting achieve its purpose?
If people don’t leave a meeting with a clear plan for what needs to happen next, it won’t.  So make sure that actions are flagged up.
Will people come?
Provide clarity about the date, time, location and content of the meeting as early as possible.  It is likely that key invitees will be balancing multiple commitments.

If you are participating in a meeting
Say whether you’re coming
Don’t come if you don’t need to
Read the papers
Contribute when relevant
Ask when unclear
Don’t drag things off topic
Follow up on actions
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