Protocols for Leaders of Meetings

When planning meetings…
· Set an agenda:
· Define the meeting objective – what needs to be accomplished?  
· Ensure purpose of meeting is clear and meaningful – is it a good use of Laboratory resources and time?
· Are there alternatives to meeting in person - can conference call or email be just as effective?
· Determine meeting length - how long does the meeting need to be?
· Draft agenda items - in the order to be presented or discussed, and include times
· If critical decision-making meeting – should leader’s cell phone number be included, asking participants to call if they can’t make it or are running late?
· Email agenda to participants - at least a day or more in advance, depending on how much preparation is needed before meeting
· Determine if the right people are attending:
· Are the right decision-makers and subject-matter-experts invited – are they able to attend?
· Should participants be assigned roles in preparing for and/or at the meeting – if so, assign those tasks to them in advance
· Determine what kind of discussion is most appropriate, depending on meeting objective:
· Which discussion approach will best accomplish objective -  brainstorming, interactive, or conducting presentations?
· Consider the following regarding scheduling:
· Depending on participants – what is the most convenient and effective meeting time and location?
· Schedule meeting as far in advance as possible - on calendar
When closing meetings…
· Establish and confirm action items and next steps with participants at the close 
of the meeting
· Identify who will do what for follow-up

· Identify follow-up deadlines, or next meeting date

Protocols for Participants in Meetings
Before attend meetings…

· Identify whether you are the right person to attend the meeting?  
· If not, is there someone else who is - in your group or elsewhere?
· Be prepared to participate and contribute

Obligations while attending meetings…

· Be on time
· If a presenter - stick to time frame given on agenda
· Listen to other’s opinions and perspectives
· Do not interrupt - let them make / finish their point
· Take responsibility for discussing relevant issues

· Conduct discussions and provide input in professional and civil manner
· If assigned action item/s, follow-up within the time-framed agreed to
Please note:

We have provided the following poster to be used as a summary of these guidelines. It can be printed and posted in your meeting rooms to serve as a visual reminder.


OCFO Meeting Protocols

OCFO management embraces the following protocols:

Planning:
· Establish a clear objective

· Invite the right people - subject matter experts & 
decision makers (avoid tourists and prisoners)

· Communicate the agenda early and outline any 
necessary preparation

Conducting & Participating:
· Be on time

· Listen openly to new perspectives

· Contribute while keeping the discussion relevant

Closing:
· Confirm decisions, actions and next steps

· Identify who will do what for follow-up

· Complete assignments as agreed and on time

You can take personal responsibility to ensure the success 
of the meeting you are in right now!
For more information, please search for “meetings” on the 
OCFO website. 
Discussion:  Considerations for protocols on planning and conducting more effective meetings in OCFO

Summary of OCFO Manager Discussion after Effective Meeting Course
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