Making Meetings
Discussion with: Date:

What do you want to discuss? Why is it important?

What is your objective(s) for this discussion?

How will you know whether the person/team has accomplished the task or is achieving desired results
after the discussion? How will progress or success be measured?

What are the personal needs, tendencies, or characteristics of this person/team that you need to consider?

What are the opportunities/challenges in this discussion or the underlying situation?
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[J Esteem e What problems do [ anticipate?

e Be specific and sincere

[0 Empathy

*  Describe facts and feelings ¢  How can I prevent these problems from affecting the meeting?

Bl involvement

e Unleash ideas with questi'ons

e  Which Intervention Techniques should I use?

[J share L
O Focus on the agenda/desired outcomes.

» Disclose feelings to build trust _
I Encourage others to take turns talking.

[0 Support 00 Summarize ideas/actions.

e Help the person/team make O Take a break.
decisions, but don’t take over [ Resolve an issue later.

* .
1. OPEN with desired outcomes and importance. L] Make procedural suggestions
[ Check for understanding

¢  Welcome participants

e  Ezplain desired outcomes and their importance

+  Explain the consequences of not achieving outcomes
*  Review agenda

2. CLARIFY information. CI Make procedural suggestions
I Check for understanding

s Provide information

»  Ask what information others have

s Ask others for their issues or concerns
*  Summarize

* . .
Time allocation
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3. DEVELOP ideas [0 Make procedural suggestions
[0 check for understanding

¢ Ask people for their suggestions

* Build on others’ ideas and explore alternatives
e Offer your own ideas

¢  Summarize

4. AGREE on actions. ] Make procedural suggesﬂons
. [ Check for understanding
¢  Choose the best ideas

*  Specify how to take action
e Ask people what resources or support they need

5. CLOSE with review and set follow-up. D1 Check for understanding

¢  Summarize decisions

*  Plan how to check progress
e Thank participants

*  What one thing did I say or do particularly effectively (for example, to identify purpose and importance
ot use Key Principles)?

»  What one thing could I say or do more effectively next time?
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ed to (who will do what by when):

el [s‘&-%-'?z &
Actions we agre

Person/Team Me/Others

Ways we’ll observe performance: Feedﬁack on performance (STARs)

O Periodic updates Sltu ation/Task * Action * Result
[ Direct observation (me or others) S

1 Self-réport

[ other

Ways we’ll measure results:

»  Quality—Direct observation (me, partners,
customers), customer survey results, error rate,
number of orders filled correctly, amount of
rework, other

¢ Quantity—Units produced, sales made,
- number of calls taken/placed, downtime,
billable hours, other

o Cost—Cost of scrap, actual vs. allowed
expenses, expenditures vs. budget, cost per
unit produced, other '

» Timeliness—Deadlines met, response time,
processing time, milestones met, weekly
targets met, other

'-l'imel:y' ‘% Balanced % Specific
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