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10 Science-Backed Rules for
Meaningful Meetings

—

Experiment with meetings.

Define meetings.

Use technology.

Avoid drift.

Build larger teams for some meetings
Embrace diversity.

Build commitment to the meeting process.

Plan the design of meetings.
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Use leadership to enhance performance.

S

Plan for creativity and capture these outcomes.



So what have we learned about
the 10 Rules?
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3. Use technology.

1. Finish Retnng Genome of Values
2 Joersty Costs & Consiraints

3. Update Map If Necassary

Ofice Mours: 6.00 EST

Scott Wharton, Logitech Video

Eric Yaun, Zoom
Douglas Ferguson’s home studio, Voltage Control facilitation



4. Avoid drift.

ATTENTION
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6. Embrace diversity.

This session is an opportunity to...

« Meditate on:
 How do you get the right people in the room?
« How do you make the most of their voices and ideas once you're
together?
 |Learn:
* Practical skills to make the most out of differences in the context of work
meetings
 From behavioral research and each other
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/7. Build commitment to the meeting

process.

The “Hard s% J Overcoyto

we havw

Call pegple out
an t them on
the spot
(constantly)

No attendance

v

.01 \ -

lled

7

No purpose/n

expected

Jutcome

Unwilling
evolve
structure

v

eting

worst...

No chocolate

S
Yy

Leaders ignore
input and

-
recommenwns

Unclear purp

Unw r roles
v

[+]

Background

Allow tangents

Sy

No summa

Leader doesn’t
show

Layout

Theme

Not listening to

other idea; J

Running way ovM
L

Not asking others
their roles/steps

nd assuping yo
e -

Stay on your
phone

\,
\
. —

U%r decision
akin J
v v,

Transition

Ask to use email
as chat for the
meeting

No agreed-upon way to
communicate
meetings

tside of

No agreed-upon
M
verables
timelines J

Too man
unnecessary steps

v
Start late, takv

personal calls,
leave without /
giving any

guidance

Make only one x

person speak
through the entire
duration

Leave everytl-y
ambiguous at all

times - no clarity

Not allowing v

spacedor thinking
when flexibility.is
necessam‘}“

Not recording

results W

lgnage feedback or
eAglain why it isn’t
usefulsés



. Plan the design of meetings.

meeting spaces shou
get the best out of
human PeiNgs

#HonestHotelCapacityChart.

Social Distancing: Yes v

The calculator has been adjusted to allow social distancing of at least 6-feet between
guests. Exercise good judgement and follow the health and safety requirements of
your local jurisdiction to ensure the health and safety of the audience.

Calculate By: Number of People v
Number of People:

Banquet Table Size: 60" round v
Room Layout:
Guests/Table: 1/table v

Stage:

Rear Screen: No v

The addition of rear screen typically adds 1/3 more space to the room size.
The final calculation will include the the additional space required.

| Calculate |

Example Fun

poweered by wandar



9. Use leadership to enhance performance.
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10. Plan for creativity and capture these
outcomes.

cabinet
WOmMeNns  yaprps SANGUP COTE sunrise ., huddie
ecovillage &z&z&z praject delivery o .
o coda board staffu date ¢ I B —
onboarding product team P sales Mmonthly tech
discovery e
decisions . review o
faculty test qlp brainstorm
== < neeting:-
hall gating . all-hands
town new edwg comm
pitch manager tat
p p‘ e L < :
daily 4o ' dept meetings
management parents clients

virtual o elderly
VOrishop justice racial event PTEP

> What does it feel like now?

» What do you wish it felt like? b



Scott Wharton,
Logitech
Patty oranumaier,
Arena Labs. Tech:
Zoom breakout
rooms + Mural
design sprints.
Non-tech: sticky
note design
sprints,
visualization,
open cafe, +
coffee

t Gillespie,
tClara

Elise Keith, Lucid
Meetings 1

Martin Duffy

John Skelton,
Salem, Oregon:

Susan Wheeler,
Certified Trainer
(CTDP), working
remotely in
Canada from
Jordan g1

| Meetings

4 Zoom. ‘Nancy Settle-

Alli Buehler, Ipas

Kalie He!
Partnershi|
Children's ...
Health, joining

from Maine

/

‘ g
| &

‘.
»

]
5

= P
| ~ Tom Flyr
don Mulla  pm

Yo

S
Meetings 1
BOsf i et

‘Roberts & Kay
el

Information

Ecology, San
“rancisco Bay
23, favorite tools
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ucid  ting--inren
settings lu
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Also POP (purpuse,

niifrnma nrnracc)

Paul Nunesdea,
CPF, PhD #1

Becky Roberts, CPF

Non-technical
meeting tools: my
brain + some
actual training

Favorite meeting
tech = jamboard
so far

KellyAnn Kelso,
Karius

Well, | work on
Lucid Meetings
daily, so that's on
my good list :)

What is the best
tool in capturing
notes during a

<im Schryburt-
Brown &1

Non-technical
meeting tool =
meeting notes?

I am starting to
use padlet,
mentimeter, mir
Lucid meetings
has been a wealt
of information to

What tools are in
the market that
work well in low
bandwoidth
contexts and/o
offer multiple
audio channels 1
translation?

adult learning

the

principles when

facilitator/teacher
is remote? Polls

How do we use

Al and digital
facilitation, what's
better, what's

next? &1

and surveys only

go sofar...
When is virtual

reality a good
idea? &1

I'm interested in
playing more with
GroupMap now!

| want to learn
user-friendly

simple tools to
help in the virtual

world. | also like
this meeting tech

What is an easy
app to work
hrough projects
and teams?

platform we are
using here. Nice.

Any tips or apps to
use for designing
a community?

meeting or project

call so you don't
spend hours
afterwards

working on them?

What are your
best stress relief
techniques when
dealing with tense

times?

e

Whate the better
tools for hosting

righ-effort events,

such as
conferences,
where people will
atend IRL and
virtually?

they will use them

What is this
platform called?
Meeting Tech?

BT
he
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Great and
inexpensive
lighting for video
calls?

Best way to
introduce/teach
tech tools to
clients so that

How to build
relationships that
haven't yet
fostered in-person
using technology?

Virtual meeting
etiquette?

list of "must have"
tech tools for
facilitation,
running meetings,
taking notes,
organizing
information
virtually? g1

Any tips to display
content in two
languages (English
and French) at the
same time in
Zoom? e.g. English
PowerPoint and
French PowerPoint
needed with SI
(simultaneous
interpretation)
enabled.

VR in meetings
(Immersed, The
wild, etc.)




Your Turn!

1. What have you learned about leading
meetings in the past 18 month?

2. What remains a mystery?
8 minutes



