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Making MeetingdNork is in response to the decades of
dissatisfactionoiced ly managers and non-managers
alike about pdicipating in nonpoductie, lengthy meet
ings.

The keys to successful meeting manageraawbafiold.
Hrst thee must be an established and stggp@ocess or
structure by which all meetingseaconductedrhis ‘recipé
for conducting meetingseenually becomes paf the
management culteiof the organization and is an impor
tant element

of integrating ne people into the culter

The second, and equally intpat element is the behavior
of the meeting pacipants. Cdain ‘norms of behaviors
must be established and adtiéo A cultue of tust must
be established whgreople can both offer aedeie
“course coectionsin meetings when they either obxser
the meeting getting off track or when they stay déstab
lished norms themses:

Making Meeting®Vork takes the @l knavn fundamentals

of meeting management and casts them in agl\entiv

light — hav peopleshav-up’ for meetings largely deter
mines the effecémess of therfihe training encompasses

2 full daysThe initial session is one full day edio by

two 1/2-day sessions,aarto four weks aparThere ae
oppotunities to practice skills learned in each session and
“lessons learniedill be an agenda item at both fallop
meetings.

* Existing Realities- Data is gathed flom the paicipants
regatling the cumnt ‘horms and practices for conducting
meetings. Qrrent practices eicompard to industy “best
practiceés A gap analysis is fismed and action planning
facilitated to impve practices.

* Meeting §ucture and Qerating Giidelines- Meeting
mechanics andqredues a& coered.

* Roles and Bsponsibilities- Various oles & coered and
responsibilities definechddlitator Team LeadgPatrtici-
pant.

* Meeting Management Facilitation skills arcoered and
specific issues such as decision making, accouraability
crowd contol ae detailed.

* Positive Confontation—Techniques for diacing issues
are coered usingAppreciatie Inquiry’” as a foundation.

* Follow-up— Various techniqueseaexploed for effect
follow-up. How can v ensue crisp eacution of business
decisions without being casritational?

LEARNING METHODS:
Slf-assessments; individual, small- and lange fmacti
cal errises; facilitator @sentationsple plays; and
application planning
www .glowan.com

Making MeetingsWork

First Follow-up $ssion

*Lessons Learned — Eachip@ant will epot on what
they hae learned ém practicing the skills acaarduring
the pevious session.

* CommonThemes — Common themes and/askpems
will be identified and thearp will wok in breakout ses
sions with the Bwan facilitators to formulate autive
actions.

* Action Hanning Roll-Up — Each goup will epot out
to the other pdicipants to sharthe learning.cion
items will beecoded andesponsible persons assigned.

Second éllov-up fssion

Lessons Leaed— Each pdicipant will epot on what
they hae learned ém practicing the skills acadrduring
the pevious sessioicheck-ifion their ppgress and fer
mulate

* CommonThemes — Common themes and/aslpems
will be identified and thearp will wok in breakout ses
sions with the Bwan facilitators to formulate amotive
actions.

* Action Hanning Roll-Up — Each goup will epot out
to the other péicipants to sharthe learning.cdion items
will be ecoded andesponsible persons assigned.
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