SIMPLE TIPS FOR LEADING MEETINGS

1. Set the table for productive team sessions in advance:

A. Send out an early agenda

B. Get member reactions on agenda items before the meeting, via email when possible 

C. State when meetings will begin and end, and stick to the schedule.

D. When possible, state agenda items in terms of a question. 

2. Paraphrase what others say at the session for positive reinforcement and to promote good listening

3. Occasionally ask others to state what they heard, and them ask those who spoke if that is what they meant.

4. Interject thought-provoking questions:

A. "Does anyone think that…?"

B. "What do you think would happen if…?"

C. What are the potential benefits of…?"

D. "What assumptions are we making when we say…"?

5. Don't push for a decision is you think an issue hasn't been discussed enough (especially where conflict/controversy are involved), or when people haven't been very transparent in their comments.

6. Keep minutes brief and informal.

