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MEETINGS AND COMMUNICATION - FACILITATOR'S GUIDE
SESSION LENGTH: 60-90 MINUTES

THE FACILITATOR’S JOB:

To create a positive learning environment

To maintain the group's focus and keep them on track with course material

To encourage everyone to participate

To remain neutral, treating everyone fairly, making sure everyone has a chance to participate, and encouraging
everyone to engage

5. Toask the sample questions below, or insert your own
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LEARNING OBJECTIVES FOR THE COURSE:

1. Learn how to run the 5 meetings critical to your organization
2. Learn how to build a meeting rhythm into your organization

Ask participants to bring their downloaded tools with them to the session.

Choose which modules should be discussed. You won't have time to cover them all unless you divide the session
iNto two parts.

SESSION LENGTH: 60-90 MINUTES

Module 1: Why meetings don’t work 10 minutes

1. Trevor states that only 56% of meeting attenders believe meetings are useful, and 90% admit to daydreaming
during meetings. Are these numbers accurate? Why or why not?

Module 2: The daily huddle 10 - 15 minutes

1. Would a daily huddle work for us? Why or why not?
2. Do we begin each day knowing our top priority and feeling fired up for the day?
3. Isthis something we want to begin?

Module 3: The managers meeting 15 - 25 minutes

1. Doesthe ‘green, yellow, red’ system make sense? Could it work for us?
2. How could our manager's meetings be ‘even better if?” What could we improve?
3. Are our meetings on time? Do we pursue too many rabbit trails?
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Module 4: Quarterly/Annual strategy and planning meetings 10-20 minutes
1. Isthis quarterly strategy rhythm one that makes sense for us?

2. Does the check in make sense (score work/health/personal out of 10) for us?

3. How could we improve our annual/quarterly meeting rhythms”?

4. Ifwe aren'tdoing it, should we begin?

Module 5: Town hall meetings 10-15 minutes

1. Doyou keep notes of any conversations you have?
2. Whois an appropriate witness in our setting to include in a difficult conversation?

Module 6: Virtual meetings

1. Does everyone on site have access to the right tech (microphones, cameras, individual screens)?

2. Assess your background. How could it be better? Is your face well lit? Have you thought about what people
are looking at behind you?

3. How could our virtual meetings be ‘even better if?" Do we need more breaks? Are they timed? Is everyone
participating”?

Module 7: What kills your meetings and what to do about it 10-15 minutes

1. Doyou keep notes of any conversations you have?
2. Whois an appropriate witness in our setting to include in a difficult conversation?

Module 8: Establishing your meeting rhythms 10-15 minutes

1. Which meetings are we lacking? Which do we need to add”?

Wrap up 5 minutes

1. Any other questions or comments?
2. Whatis your biggest take-away from the course?
3. Discuss which course is next, when it will be completed and the date and time of our next meeting.
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Getting People Right (GPR) is an educational
website providing its students with practical
education in entrepreneurial leadership.

GPR’s leadership courses will teach you the
practical skills you need to build strong teams
and enhance your career. The curriculum has

been developed by a faculty that has experience
successfully scaling businesses and in the
coaching of high growth organizations. Our
mission is to teach business owners, managers
and career builders how to build strong teams by
putting the right people in the right seats.

“People’s lives have Deel
positively impacteds®

GPR also offers free leadership resources

i including articles, templates, tips, cheat sheets
® "He has helped us Duiics =Yale reading lists.
a vision-driven, energizes

Visit gettingpeopleright.com to learn more!

Certificate in Leadership
Fundamentals Starts at $499

Access to 10 of Getting People Right's Flagship Courses:
GETTING PEOPLE RIGHT
~ Discovering and implementing core Enhancing your career through

values delegation
Your Name
Building a one-page strategic ~ Coaching based performance

Leadership Fundamentals business plan reviews

/ Using DISC Personality testing at * Dealing with under performers

work and home

Learning the process to hire a- How to fire with minimum pain and

players drama

~ Objectively assessing your team / Building your personal annual plan

Start Learning Today
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