Conducting Awesome Team Meetings
HOW TO HOLD STAFF MEETINGS THAT BUILD MORALE
AND RESULT IN POSITIVE CHANGE

1.

Make Sure the Purpose is Clearly Established

2.

Distribute an Agenda Beforehand

3.

Choose the Right Time

4.

Limit the Time of the Meeting and Each Item to be Discussed

5.

Start on Time

6.

Discuss the Most Important Items First

7.

Don’t Get Side-tracked

8.

Assign Someone to Keep Minutes

9.

End on a Positive Note

10.

See that Minutes are Distributed Within 24 Hours

11.

Monitor Follow-up Assignments and Action

12.

Critique, Evaluate, and Make Adjustments
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Taking Meeting Minutes

The following is a guide for making the task of taking minutes easier:
•

Ensure that all of the essential elements are noted, such as date and time,
name of the facilitator, main topics.

•

Prepare an outline ahead of time based on the agenda and leave plenty of
white space for notes. By having the topics already written down, you
can jump right on to a new topic without pause.

•

If it is important to note those in attendance, then prepare a list of
expected attendees and check off the names as people enter the
room. Or, you can pass around an attendance sheet for everyone to
sign as the meeting begins.

•

Don't make the mistake of recording every single comment. Concentrate
on recording the important points of the discussion and taking enough
notes to summarize it later. Think in terms of issues discussed, major
points raised and decisions made.

•

Action items are “to-do's” assigned to attendees at the meeting.
o

Record the task

o

Record the person responsible

o

Record the date agreed upon to complete the task

•

Note any new issues or open issues that were not resolved and should be
recorded so that they can be carried over to a future meeting.

•

If you are an active participant in the meeting, be prepared! Study the
issues to be discussed and have your questions ready ahead of time. If
you have to concentrate on understanding the issues while you are
making your notes, they won't make any sense to you later.

•

Don't wait too long to type up the minutes, do this while your memory is
fresh. Be sure to have the minutes reviewed by the facilitator to
ensure that you have included all important points

•

Don't be intimidated by the prospect of taking minutes. The very process
of recording minutes can give you a deeper understanding of the
issues faced by your practice and develop your ability to focus on
what's important.
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Your Animal Hospital:

Purpose of Meeting:

Date/Time:

Person in Charge of Meeting:

Topic

Discussion

Action (To Do)

Person
Responsible

Due Date

1.

2.

3.

4.

5.

6.

Open issue:

Open issue:
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