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• An estimated $37 billion is lost per 
year to unproductive meetings. 

• 55 million meetings held each week. 
That’s at least 11 million per day 
and over a billion per year.

• The average worker spends at 
least three hours a week in meetings, 
with 30% of workers reporting that 
they spend over five hours per week in 
meetings.

• Organizations spend roughly 15% of 
their time on meetings, with surveys 
showing that 71% of those meetings 
are considered unproductive.

MEETING STATISTICS

OBJECTIVES

• Starting with the 5 W’s

• Communicating roles and responsibilities

• Understanding your role as a meeting facilitator

• Tracking outcomes and follow-ups

• Differentiating between in-person and virtual meetings

WHAT IS A MEETING?
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What meetings 
do you attend?

The 5 W’s of 
Setting a Meeting

Why

What 

Who

Where

When 

Why are you holding      
a meeting?
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TYPES OF MEETINGS

• Team Cadence Meetings

• Progress Updates

• One-on-Ones

• Action Review Meetings 

• Governance Cadence Meetings

REVIEW, RENEW, 
AND REFINE
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TEAM CADENCE MEETINGS

Team Cadence Meetings are used to keep 
teams aligned towards a common goal, 
to keep everyone informed, and to 
ensure work momentum. 

EXAMPLES OF CADENCE 
MEETINGS
• Weekly Meetings

• Daily Huddles

• Shift-Change Meetings

• Regular Staff Meetings

• Working sessions

PURPOSE OF CADENCE 
MEETINGS
• Ensure cohesion

• Drive execution

• Clarify immediate next steps
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• Idea Generation Meetings

• Planning Meetings

• Problem-Solving Meetings

• Decision Making Meetings 

• Workshops

CREATE CHANGE/

CATALYST

Idea Generation Meetings: Used when a group needs to 
quickly create a lot of new ideas.

Planning Meeting: Used to create a plan and secure a 
commitment to taking the first steps.

Workshops:  Tailored meetings usually over two hours 
that can be used to achieve a myriad of goals.

Problem Solving Meeting :  To analyze a situation and its 
causes, assess what direction to take, then create an 
action plan to resolve the problem.

Decision Making Meeting:  Used by teams when they 
need to formally agree on a significant decision.

CREATE CHANGE/

CATALYST

• Sensemaking
• Introductions
• Issue Resolution Meetings
• Community of Practice Meetings
• Training Sessions
• Broadcast Meetings

EVALUATION AND 
INFLUENCE
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SENSEMAKING INTRODUCTIONS ISSUE RESOLUTION COMMUNITY OF 
PRACTICE

TRAINING SESSIONS BROADCAST 
MEETINGS

Used to determine 
whether the 
people involved 
wish to create a 
relationship and 
work together.

Used when two 
parties recognize 
there is a problem 
to solve but are not 
in agreement on 
the solution.

Used by people 
with a shared 
interest in a topic 
for networking, 
learning, and 
mutual support.

Used to transfer 
knowledge from 
one person to 
another.

EVALUATION AND INFLUENCE

Used by teams 
when they need to 
share information 
with a large group, 
either internally or 
externally.

Used to find 
answers to 
questions and 
improve share 
group 
understanding of a 
topic or situation.

Google breaks it down to six:

1. Status Update Meetings

2. Information Sharing Meetings

3. Decision Making Meetings

4. Problem Solving Meetings

5. Innovation Meetings

6. Team Building Meetings

Understanding 
your WHY, 
helps you 
determine  
your WHAT
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The what is the purpose 
of your meeting?

The Purpose of Your 
Meeting Determines 

the Outcomes

If it is a decision-making meeting, 
what are the decisions to be 
made?

If it is a problem-solving meeting, 
what is the problem?

If it is a training meeting, what do 
you want attendees to be able to 
do or to know?

25

26

27



2022 AHMA - PSW CA Conference & Expo

10

The “Why”

The “What” Is Your Purpose

The Purpose Determines the Outcomes

Following the Process

Planning Meeting

Purpose:  

Create plan for holiday party for residents and 
secure commitment to implement the plans

Outcomes: 

Establish logistics, develop timeline, identify 
team and assign tasks

Following the Process

Who needs to be in the 
meeting?

28

29

30

https://i0.wp.com/bizcommunicationcoach.com/wp-content/uploads/2015/09/What-is-Business-Meeting-1.jpg?ssl=1


2022 AHMA - PSW CA Conference & Expo

11

• Who must own the solution 
the group develops?

• Who owns the process the 
group is discussing?

• Who needs to know about the 
information being distributed?

• Who can provide data and 
facts to guide decision 
making?

WHO SHOULD ATTEND

• Who has experience and 
expertise to share with the 
group?

• Who must support the 
implementation of any 
solutions or tasks?

• Who must provide approval or 
resources to accomplish the 
meeting?

• Who might oppose the 
implementation of any 
solutions or direction?

WHO SHOULD ATTEND

When should the meeting happen?
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When scheduling a 
meeting, consider the 
following:

• Are there other meetings 
scheduled?

• Is the team working on any 
deadlines?

• How long is the meeting?

• Any holidays in the week?

Where do you hold your meeting?

The Round Table was given to 
Arthur as Guinevere’s dowry 
when they were married. To 
resolve the conflict among 
his knights, Arthur had them 
sit around this circular table. 
Now all the knights were 
equal, because no seat at the 
table was better than the 
other.
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When determining where 
to hold your meeting, 
consider the following:

• Purpose

• Number of participants

• Activity

• Length of the meeting

• Location

What setup is most conducive for your outcome?

An auditorium style seating arrangement 
involves built-in seats or rows of chairs 
that face a single point of focus, which is 
typically a professional stage or a 
podium. 

Pros:

• Great for large groups, lectures or speaker series, 
and ceremonies

Cons:

• Sound can often be an issue

• Audience participation or group breakout sessions 
can be uncomfortable

Best for:

• Assemblies

• Press conferences

• Product demonstrations

AUDITORIUM
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Banquet seating means using round 
tables evenly spread out throughout the 
space. Banquet seating accommodates 
between 8-10 people. Group together 
people who are familiar with each other, 
such as family members or co-workers. 
Otherwise, seat people according to 
shared interests such as hobbies or 
project goals to encourage natural 
conversation.

Pros:
• Socializing is easy and comfortable

• Ideal for networking and relaxing

Cons:
• Each table becomes an island, making it difficult 

to interact with other tables unless prompted to 
do so

Best for:
• Holiday parties

• Award shows
• Banquets

• Charity events

BANQUET
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Cabaret style seating at events helps build 
relationships. Whether you choose 
cocktail tables for your entire space or mix 
them in with other seating types, make 
sure to place the chairs in a U-shape 
around them with an opening that faces a 
chosen focal point.

Pros:

• Socializing is encouraged yet guests can remain 
focused on performances or presentations

• Has a laidback and organic feel to it

Cons:

• Doesn’t maximize space

Best for:

• Award events

• Passive training presentations

CABARET

Chevron style seating offers two columns 
of short, angled rows with an aisleway 
down the middle. It creates a clear focal 
point front and center to direct attention 
towards a speaker, then strategically seat 
participants you’d like to group together 
for discussions.

Pros:

• Everyone can view the speaker and work in small 
groups as needed

• Maximizes space using angled rows

• Best of both worlds for presentations

Cons:

• Not ideal for large group discussions

• Attendees may have sightline issues if seats aren’t 
staggered

Best for:

• Trainings

• Presentations with audience participation

• Conferences

CHEVRON
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The type of seating arrangement you 
choose has a direct impact on participant 
aptitude and actions in a learning 
environment. For best results, limit small 
tables to four attendees and leave at 
least three feet of space between each 
seat at long tables.

Pros:

• Focuses attention to the front of the room

• Naturally primes attendees for learning

• Ideal for note-taking

Cons:

• Tends to feel overcrowded if attendees aren’t 
properly spaced out

• Can feel too nostalgic for a professional setting

Best for:

• Group trainings

• In-person certifications

• Product information workshops

CLASSROOM STYLE
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U-shaped or horseshoe seating features 
a group of tables in the shape of a box 
with a hollow center and one open end. 
Use this type of seating arrangement for 
attendees who have worked together 
before or are planning to do so in the 
near future to facilitate relationship-
building.

Pros:

• Ideal for both presentations and group 
collaboration

• Everyone can see each other at all times

• Audience can comfortably interact with speakers

Cons:

• Requires a facilitator or designated leader to help 
keep the dialogue going

• Not suitable for large groups over 30 participants

Best for:

• Team meetings

• Presentations

U-SHAPE / HORSESHOE

Similar to banquet and U-shaped style 
seating, the hollow square style looks 
exactly how it sounds. Everyone can see 
each other while maintaining a 
comfortable distance, which makes it 
ideal for eating meals or working on 
laptops. Use this seating arrangement 
type for groups that would be too 
crowded at a regular banquet table and 
to give those sitting on each end some 
extra elbow room.

Pros:

• Supports eating and working
• All attendees are visible to one another and can 

have comfortable discussions

Cons:

• Doesn’t work well with presentations
• No clear leadership seat or focal point

• Doesn’t maximize floor space

Best for:
• Collaborative meetings with fewer than 30 guests

• Working lunches
• Workshops

HOLLOW SQUARE / CABINET
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Boardroom and conference seating offers 
one long, rectangular table for guests to 
sit facing each other. Keep the 
following in mind when creating your 
seating chart:
• VIP should sit at the head of the table

• VIPs’ closest advisors should flank them

• People in the middle or towards the opposite end 
will spend most of their time listening

Pros:

• Facilitates discussion

• Directs focus to one person

• Offers strategic placement for business meetings

Cons:

• Not ideal for long visual presentations

• Can lead to group disagreements if the VIP and 
the person sitting opposite don’t see eye to eye

Best for:

• Brainstorming sessions

• Small team meetings

BOARDROOM CABINET

The 5 W’s of 
Setting a Meeting

Why

What 

Who

Where

When 
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MEETING ROLES

Four Meeting Roles

1. The Leader

2. The Recorder

3. The Timekeeper 

4. The Participant

THE LEADER
• May also be called the meeting chair or 

facilitator

• Determines meeting location, time and 
attendance

• Develops an agenda

• Guides the group through the agenda

• Ensures equal speaking opportunities

• Maintains a positive and safe 
atmosphere
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THE LEADER
• Assigns other meeting roles

• Communicates conclusions and 
next steps

• Assigns responsibilities and action 
items

• Sets the next meeting

THE RECORDER
• Also known as the secretary or scribe

• Works with Leader to develop agenda

• Distributes agenda before the meeting

• Records key decision, conclusions, and 
action items

• Compiles notes into standard formatting

• Distributes notes and conclusions

• Also performs all Participant responsibilities

THE TIMEKEEPER
• Manages time limits set for each 

item

• Manages visual aids, audio visual 
equipment, whiteboards, flip 
charts, PowerPoint 
presentations, etc. 

• Also performs all Participant 
responsibilities
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THE PARTICIPANT
• Understands the agenda and purpose of the meeting

• Contributes insights to the agenda items

• Contributes to the positive and safe atmosphere

• Presents ideas concisely with awareness of the meeting’s time constraints

• Your focus must be on facilitating 
the meeting and engaging with 
your participants.

• Your Secretary will assist with 
handouts, seating late arrivals, 
taking notes and ensuring 
participants have signed in.

• Your Timekeeper will provide 
technical support and 
troubleshoot.  Timekeeper must 
be familiar with equipment and 
test equipment before 
presentation.

Identify Your Meeting Team
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THE ART OF FACILITATING

Facilitating means 
“ To make easier or less difficult; help forward.”

Role of a Meeting 
Facilitator

• Plan, designs and leads a key group 
meeting or event

• Serve as an unbiased leader, a 
reflection and then an organizer of 
what is said.

• Have interest and concern with 
how meeting participants interact 
with one another to attain the 
outcomes.

• Facilitate discussions for 
participants to reach consensus.

• Ensure conclusions are successfully 
reached.
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Facilitator Skills

• Preparation

• Ability to create an inclusive environment

• Ability to actively listen

• Flexibility and ability to adapt

• Ability to be neutral as a facilitator

• Ability to gauge participant energy and 
adjust as necessary

• Manage time effectively

Best Practices for 
Facilitating a Meeting

Before the Meeting: 
Determine if a meeting is 
warranted.

If yes, prepare.

Review the 5 Ws for Your Meeting

• WHY are you meeting?

• WHAT is the purpose and desired outcomes?

• WHO is necessary to participate to achieve outcomes?

• WHERE will the meeting be held?

• WHEN will the meeting take place?
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Your purpose and 
outcomes will determine:

• Structure of the meeting

• Information presented

• Materials

• Activities

• Speakers and speaking order

THE AGENDA

• Develop with the Secretary/Recorder

• Send to participants three days prior to 
meeting

• Identify additional documents 
necessary to supplement agenda
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When preparing an 
agenda, based on 5 W’s, 
consider the following:

• Informational Items

• Action Items

• Planning Forward

THE AGENDA

Start with the basics and 
include:

• Name of the Meeting

• Location

• Date

• Time

• Label as Agenda

THE AGENDA

• If it makes sense, 
include the purpose

• Allocate time to agenda 
topics

• Indicate speaker for 
agenda topics
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LOGISTICS

THE GOAL
To create an inviting and open environment and 

setup the room for success

SETUP
•What setup will be used?

•Where will you conduct the meeting from?

•Where will Secretary and Timekeeper sit?
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MEETING SPACE
• Walk through space prior to 

your meeting

• Walk through with Secretary 
and Timekeeper

• Setup and test equipment

• Identify location for 
handouts, sign-in sheets and 
other materials

FOR CONSIDERATION

• Seating assignments
•Name tags

TEST 
EQUIPMENT

• Laptop connection to projector

• Wireless presenter

• Microphone/Lapel microphone

• Speakers for video sound

• Light switches

• Wi-Fi connectivity
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Best Practices for 
Facilitating a Meeting

During the Meeting: 
Guide the room by managing time, 
make sure the agenda is being 
followed, and tells the group when 
it’s time to continue to the next 
agenda item.

Ensure all attendees are 
participating in equal measures.

Provide conclusions to discussions.

A Good Start to Your 
Meeting

1. Establish ground rules

2. Make the purpose of the meeting 
clear

3. Be specific about the purpose of 
each agenda item

4. Tell participants the level of 
engagement you expect 

5. Head off passive aggressive 
behavior

6. Decide whether to roundtable

Establish Ground 
Rules for Meeting

1. Arrive on time to ensure 
starting and ending on time

2. Have agenda and come 
prepared

3. Be concise, stay on topic 

4. No disruptions: phone, email 
and text, side conversations

5. Value the strength of diversity
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Establish Ground 
Rules for Meeting

6. Ask clarifying questions if you 
don’t understand

7. Demonstrate mutual respect, 
no negative criticism

8. If you disagree, propose a 
solution

9. Respect confidentiality

10. Only one person speaks at a 
time

Running the Meeting

• Keep the conversation on track

• Watch and manage the time

• Listen and summarize what 
you hear

• Observe dynamics and 
encourage participation

• Use the power of your position 
wisely

Running the Meeting

• Use open-ended questions that 
require people to say more than 
yes or no

• Observe body language and adjust 
pace by slowing down or speeding 
up

• Park items that do not belong in 
the meeting
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Closing and 
Convening

Check for Completion

“Is there anything else someone 
needs to say or ask before we 
change topics and adjourn the 
meeting?”

Check for Alignment

“Is everyone okay with where we 
ended up?”

Agree on Next Steps
“What exactly will we do by our 
next meeting to ensure progress?”

Closing and 
Convening

Reflect on the Value of What You 
Accomplished

“Let me tell you five takeaways 
from your presentation.”

Check for Acknowledgements

Ask yourself, “Did anyone 
contribute to the conversation in a 
way that needs to be highlighted?”

The Right Way to End 
a Meeting

• End on a positive note

• Starting winding down 
before the scheduled end 
time

• Reiterate the meeting’s 
overall objectives

• Connect with the 
participants one last time

• Schedule follow-up plans
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Best Practices for 
Facilitating a Meeting

After the Meeting: 
Just because the meeting is over, the 
activity with a meeting is not over.  It 
is important to be consistent with the 
follow-through with meetings to fulfill 
the purpose and achieve the desired 
outcomes.

• Distribute meeting notes

• Include tasks, responsible parties, 
and due dates

• Schedule follow-up meetings

• Follow-up on action items

VIRTUAL CONFERENCING

• Since the start of COVID-19, 50% of employees 
have had at least one to three hours of virtual 
meetings per week. Many remote employees are 
annoyed with the amount of time lost to 
starting late or technical issues, with just under 
50% complaining about both issues. 

• Over 55% of remote workers think that most 
meetings “could have been an email.” And this is 
just the most common pet peeve among 
workers. Other annoyances include: “people 
with loud background noises,” as well as 
unprepared people and off-topic discussions.

• 47% of workers prefer in-person meetings. This 
is saying something, because 90% of Americans 
want fewer meetings in the workplace.

VIRTUAL MEETING 
STATISTICS
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VIRTUAL MEETING PLATFORMS

When hosting a video 
conference meeting, 
consider the following:

• View of the screen
• Speaker view
• Screen sharing
• View of participants
• Requiring participants on 

video
• Using chat features
• Designated person to 

manage the platform
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PRIOR TO MEETING

• Choose the proper software 
and hardware. 

• Test your weblink and create 
necessary accounts.

• Ensure your technology works 
correctly. 

• Have your account and 
meeting information readily 
available.
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SETUP YOUR PROFILE

MEETING 
PREPARATION

• Locate an appropriate 
location.

• Location should have 
minimal background noise 
and activity.

• Have the right light.

MEETING 
PREPARATION

• If using a virtual background, 
ensure it is appropriate.

• Frame the camera correctly.

• Be ready and on time.

100

101

102



2022 AHMA - PSW CA Conference & Expo

35

DURING THE MEETING

• Wear work-appropriate clothing.

• Pay attention.

• Look into the camera.

• If others are around you, 
consider using headphones

• Use technology to fully 
engage with remote 
participants.

• Mute yourself when not 
speaking.

DURING THE MEETING

IN-PERSON MEETING 
PROTOCOLS APPLY
• Be on time. Don’t be late 

signing into the meeting.

• Speak clearly. Don’t shout.

• Indicate you want to speak. 
Don’t interrupt or speak over 
people.
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IN-PERSON MEETING 
PROTOCOLS APPLY

• Minimize distractions. Don’t 
make drastic hand or body 
movements. 

• Be present. Don’t try to 
multi-task other work tasks. 

• Smile.

VIRTUAL MEETING 
CHECKLIST
• Send meeting confirmation 

email

• Send calendar event with 
virtual meeting details

• Provide log in details to virtual 
meeting

• The morning of, send meeting 
reminder email with 
attachments

• Have all websites loaded on 
new tabs

• Provide meeting agenda and 
materials prior to the meeting
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MEETING EFFECTIVENESS AND LEADERSHIP

Creating an organizational culture that values meetings and sets 

expectations for meeting effectiveness starts at the top. 

As Rogelberg shares, “meetings can be stages for 
leaders to truly lead, share their visions, be authentic, 

and inspire and engage their team.”

Steven Roselberg is the author of  The Surprising Science of Meetings:  How You Can Lead Your Team to Peak 
Performance. 

QUESTIONS
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