Meetings That Matter

Better Meetings Get More Stuff Done.

Session Objectives

* Become familiar with the components of super
productive meetings.

* Think about what you can do “save the meeting”.
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Agenda

Group Norms
Why Meetings Matter
Design:
* Design with the end in mind
* Decision-making styles
* Preparing as a participant
Develop:
* Agenda creation and use
* Toolkit review
* Pre-meetings
* Logistics checklist
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Group Norms

Be Present
Be Yourself
What else?
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Why Meetings Matter

In Utah, what problems do you think are the
most persistent?
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Collective Impact
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37%

You’re Probably Normal
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Employee time spent in
! meetings Brought other work to
meetings
[ People who admit to
dozing off in a meetin
g g Consider too many
474 meetings the biggest
waste of time
Estimated time wasted
in meetings

The Good News

92% of meeting
attendees value
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Facilitation

The art of leading people through processes
toward agreed-upon meeting results in a way
that lets the group own and act on decisions.
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How is a good
meeting like an
iceberg?
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Develop Deliver
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Design

Helping those that help others.
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Design With The End in Mind

* A solution for

e A list of

e Aplanto

* A root cause of

Tangible <

e Knowledge of
Intangible < KWATETERES o)
¢ Understanding of
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Design with the end in mind

Think of an upcoming meeting
(that you’re either leading or attending)
* |s the meeting outcome clear?
¢ |f not, define one now
* Either alone or with others you’ll be meeting with
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Decide How to Decide

| Helping those that help others.
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Decision Making Spectrum
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Autocratic Consultative Collaborative
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APPROACH:
Autocratic - You make the decision and inform others of it.
PROCESSES:
Autocratic 1 (A1) — You use the information you already have and make the
decision.

Autocratic 2 (A2) — You ask team members for specific information and you
make the decision.

-

: Autocratic Consultative
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APPROACH:
Consultative — You gather information from the team/others then make the
decision.
PROCESSES:

Consultative 1 (C1) — You inform the team and ask opinions but don’t bring
them together. You make the decision.

Consultative 2 (C2) — You get the team together to discuss the situation, hear
their perspectives, solicit suggestions. You make the decision.

-

- Autocratic Consultative

[

CoIIaborative'
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APPROACH:
Collaborative - You and your team work together to reach a consensus.

PROCESS:
Group (G2) — The team makes a decision together. Your role is mostly facilitate
and you help the team come to a final decision.

- »

- Autocratic Consultative CoIIaborativeV
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VROOM-YETTON-JAGO Model

Is team Do you have If you made the
commitment enough info to decision yourself, would Is conflict amongst
Is the quality of the important to the = make the decision Is the problem  the team support it? Does the team share  the team over the
decision important? decision? on your own? well-structured? organizational goals? decision likely?
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Preparing As A Participant

If objectives aren’t clear, ask!
Ask how you’ll be expected to contribute.

Ask if there’s anything you need to do/bring to
prepare.

Refresh your memory on past meetings.
Bring the right people with you.

Consider you previous action commitments.
Ask “What’s the point?!”

*  Reflect on how you see the work of the meetings in
achieving equity or outcomes.
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Develop
PO~
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Agenda Examples

* Population-level outcome
* Supporting or clarifying data
* Meeting objectives

* Times

e Tools / Processes

Helping those that help others.

=@
Facilitation Toolkit

* Problem-solving Process tools * Accountability
*  Multi-purpose tools *  Defining the problem * Summarize group decisions, key
*  Working Agreements » problem statement themes, action commitments
*  Flip Charts *  Analyze the problem Follow-up next-step emails
e Brainstorming * 5Why’s *  Who does what by when,
*  Mind mapping *  Fishbone Diagram how to follow up?
¢ Six Thinking Hats *  Process map
e Affinity diagrams (“storyboarding”) e 5 hats
* Dot voting / poll everywhere ¢ Generate Solution
*  Check-in/Check-out * Facilitated Discussion
* Evaluate and Choose Solutions
* Consensus building tools * Insert grid from RBA
* Definition of consensus (procedural vs. e Plan for Action
distributional justice) *  Who does what by when
*  Thumbs Votes & Finger Votes and how will you follow-up?

* Implement
* 30-60-90 Day

Helping those that help others.
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Top 5: What I've Learned / FAQs

1. Yes, you seriously have to prep and it takes time.
2. Alist of things to discuss does not equal a meeting result.

A note taker and time keeper can feel like overkill, but it really helps.

W

Some meetings will never be awesome — and that’s okay.

5. There’s ALWAYS something you can do to save the meeting.
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Questions
&

Thank You!

Tyler Asman, MSW
tylerasman@uw.org

Utah
221

Get Help. Give Help.

13



