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Introduction
Have you ever attended a meeting and later wondered why you came at all? Poor meetings
leave you frustrated that little was accomplished or that your presence was unnecessar y. Success
ful meetings leave you with a sense of accomplishment and energized to take further action. If
you follow a few basic, common sense rules, your meetings will be successful ever y time.

Target Audience
•
•

EHC
Adults

Objectives
•
•
•

To identify the key elements that create a successful meeting
To learn the actions to take before, during and after the meeting
To learn how to keep a meeting on track and on time

Main Teaching Points
•
•
•
•
•
•
•

Elements of a successful meeting
Actions to take before the meeting
Value of different meeting room arrangements
Actions to take during the meeting
How to keep the meeting on track
Basic parliamentary procedure
Actions to take after the meeting

Handouts
•
•
•
•
•

Top Five Reasons for Poor Meetings Worksheet
Suggested Ground Rules for Meetings
Meeting Room Arrangements
Pocket Guide to Parliamentary Procedure (MP475)
Meeting Checklist
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PowerPoint
•

Creating Successful Meetings

Evaluation
•

Creating Successful Meetings Evaluation form

Suggestions for Teaching
Ask the audience the question “Have you ever attended a meeting that was not successful for
any reason?”Ask them to take a few minutes to complete the Top Five Reasons for Poor
Meetings Worksheet. Go around the room for about five or so minutes asking them to describe
one item on their list. Write these as they are mentioned on flip chart paper or on a large white
board. Refer to these issues in the training session with solutions to avoid these problems.
Present the PowerPoint asking for comments or questions as you go. Review the Elements of
a Successful Meeting at the beginning and the end.
Refer them to the Meeting Checklist as a resource to avoid problems for future meetings.
Have participants complete the evaluation.
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