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 KEY 

POINTS 

Run Effective Meetings 

 

 

Tips for a writing a good meeting agenda 

• Gather ideas from other key participants before circulating the agenda. This way, all 

important issues can be planned for. 

• Write the objective or purpose of the meeting at the top of the sheet to keep people 

focussed on why they are there.  

• Prioritise key points to be discussed. Allocate time to each point and (if appropriate) 

assign key speakers. Discuss the most important matters at the start at the meeting 

whilst people are fresh. 

• Structure the agenda in a logical way. If there are 2 minor points related to your first 

major point, discuss them together.  

• Make the last point on the agenda ‘Summary and Agreed Actions’. Use the last 10 minutes 

of the meetings to clarify everyone’s understanding of what has been achieved, and to 

make sure all required actions have been allocated to a person, with a deadline. 

• Avoid ‘Any Other Business’ (AOB), as this can turn a well-run and well timed meeting into 

an overrun one – gather any AOB in advance so it can be timetabled properly, dealt with 

‘off-line’, or moved to another meeting 

  

Effective 
Meetings

Have a 
clear 

purpose

Are well 
structured

Are well 
controlled

Are 
attended 
only by 
relevant 

and 
interested 

parties

Start and 
finish on 

time

Aren’t 
unnecessari
ly lengthy

Give 
everyone 

the chance 
to 

contribute

Result in 
clear 

outcomes

Are 
followed up
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 KEY 

POINTS 

Practical Tactics for Managing Meetings 

1. Listen 

Always give whoever is speaking your full attention. Show you are 

listening. This will encourage them to attend and contribute to your 

meetings. 

2. Encourage 

discussion 

Ask open questions, reflect questions and concerns back to the 

group and get everyone involved. Sometimes an open, lively 

debate is what is needed to generate ideas and find a solution. 

3. Ask for specific 

contributions 

Sometimes people are reluctant to contribute, and sometimes less 

vocal members are ignored. Alternatively, you may wish to get the 

views of an expert. In these cases asking a direct question to the 

individual works well. 

4. Take a step back 

Allowing the conversation to flow whilst you sit back can sometimes 

provide new insights. Take care not to let the meeting go too far 

off track though. 

5. Summarise 

After a long discussion, or difference of opinion, summarise the 

main points to check understanding and indicate that that line of 

discussion is at an end. 

6. Interrupt/Stop 

discussion 

Sometimes, participants will feel very passionate about things, or 

have very different ideas. If the conversation is becoming 

unproductive or is repeating itself, it is important to intervene and 

move the conversation along. 

7. Assert your 

authority 

Sometimes you have to assert your authority and make a decision. 
This may be about a course of action, or the way the meeting is 
being run. It is your meeting. You have to take responsibility for 
achieving the objective of the meeting. 

8. Seek clarification 
Often, conflicts will break out in meetings. These are usually a 

result of misunderstandings between people. Ask questions to help 

everyone to understand what is being said, and minimise conflict. 

9. Refer to the agenda 

and time 

If people keep going off-track, refer them back to the agenda and 
ask ‘Which point does this relate to?’ Keep people focussed on the 

time too – most people would like to finish meetings on time. 

10. Use silence 
Using silence can be a good way to gain more information, or to 
subtly get the attention of the people in the room, especially if the 
debate is becoming heated. 

11. Write things down 
Make notes as you go along, and make it clear that you are doing 
so. Sometimes it is useful to make notes on a flipchart where 
everyone can see. This helps to clarify points, aids decision-
making, and helps put the minutes together afterwards. 

12. Ask for 

commitment/action 

When people suggest something, ask if they will action that. 

Similarly, if people are focussing on problems, task them with 
resolving them. This stops the meeting being a ‘talking shop’, and 
a way of making things happen. 
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