Top 10 Tips Running a Great a Team Meeting

Tip:  A well-run team meeting is its own motivation   Duke Rohe  drohe@pdq.net
Overview  Teams are a terrible thing to waste.  Here is a collection of observations of the best teams over the years.  
Goals

Maximize the team’s benefit to its cause and each member.

Participants The team leader and the team members.
Procedure

1. This is easy.  Ask the team if they want to they want to operate at the level of a high performance 

2. Share the 10 Tips handout  with the team.

3. Ask the team to monitor how well they perform against these traits.

4. Don’t be surprised that when the team knows what to do, they do it well.

Top 10 Tips Running a Great a Team Meeting

1. Prework is 80% of the team’s success.
Did the team leader check with everyone to assure their assignment was understood will be completed by the time the team meets” ?  Team Leader support is always available.  Don’t let anyone let the team down.

2. State the purpose (what we are to accomplish) of the meeting at the 

onset.
This sets the pace and the focus.  Make it clear and concise.  This should include a specific list of agenda items to cover.


3. Team leader reviews the progress of any homework assignments.
Keep them short and sweet.  Each presenter to provide support copies if appropriate.  

4. Roles, ground rules, commitments are kept.
The scribe, facilitator, time cop had better be in place.  Team members respect this time as reserved for those items requiring team decisions.  

5. The facilitator is given authority to interrupt the table talk to refocus, 

maintain good group dynamics, guide the team toward its goal.  And members respect this role.  If possible, facilitator adds no content, just context.  She keeps the meeting healthy.

6. Members get to a point of mature pushing.  This is having the freedom to 

emphasize what they think is important, yet willing to surrender it for the 

good of the whole.  Ability to be passionate about an issue yet grounded 

enough to accept opposition as just a different point of view.  Any 

discussion not requiring team knowledge or decision ought to be handled 

offline, one-on-one.

7. All members participating in the discussion and decision making. The 

direction of every 

discussion is to bring home a team decision.  War stories add no value here.  The discussion ought to look like a volley ball match.  The item is batted up to or three time but on fourth, the team ‘spikes’ a decision given their collective knowledge at hand.

8. About two-thirds through the meeting, team members ought to be working 

toward helpful, resourceful homework assignments to advance the team to 

a closer level of completion.  The more heads thinking on what is do-able 

and useful, the better.  There had better be anxious volunteers or you 

have a stinker team.

9. Conclude the meeting with a synopsis of the decision home work 

assignments and asking the group: did we achieve our purpose (#2)?

10.Do a Hot Washup:  on three post-its, ask team members to head &write:


Interesting:   What was interesting about this meeting?  (individuality)


Well:  What went well in the meeting?  (keep it up)


Better: What could have been done better?   (to improve next time)

Go around the table three times sharing their: Interesting, Well and Better.  This will hone the group process next time. 






