

Resource 9: Checklist for Evaluating Meeting Effectiveness

Use this checklist to evaluate the effectiveness of your meetings. 

	Always
	Sometimes
	Never
	Meeting Members

	(
	(
	(
	Know what items are to be discussed prior to the meeting 
(e.g., agenda or meeting announcement sent in advance).

	(
	(
	(
	Arrive on time for the meeting.

	(
	(
	(
	Honor confidentiality as necessary.

	(
	(
	(
	Feel comfortable that they can say what they truly believe about an issue.

	(
	(
	(
	Ask clarifying questions when in doubt about an issue.

	(
	(
	(
	Have a chance to consider more than one solution to an issue.

	(
	(
	(
	Keep track of decisions in a public manner by posting them on chart paper.

	(
	(
	(
	Understand an issue thoroughly prior to taking a vote or reaching consensus.

	(
	(
	(
	Discuss “real” problems that are important to the members.

	(
	(
	(
	Stay on the topic and control excessive talking and interruptions.

	(
	(
	(
	Route off-task insights, problems, and issues to a “wait list” for later consideration.

	(
	(
	(
	Discourage side conversations.

	(
	(
	(
	Set time limits for the meeting (and possibly for individual agenda items).

	(
	(
	(
	Encourage participation by everyone, even the quietest members.

	(
	(
	(
	Test to see whether they are ready before making a decision.

	(
	(
	(
	Identify which decision-making method to use for a particular decision 
(e.g., majority vote, consensus).

	(
	(
	(
	Summarize what accomplishments from each meeting.

	(
	(
	(
	End meetings on time.

	(
	(
	(
	Have a facilitator to guide the meeting process.

	(
	(
	(
	Identify a recorder to take minutes.

	(
	(
	(
	Review and refine the meeting’s agenda before beginning work.

	(
	(
	(
	Finalize plans on “who will do what by when” at the close of the meeting and record in the minutes.

	(
	(
	(
	Evaluate the meeting.

	(
	(
	(
	Take responsibility for and carry out decisions and commitments.

	(
	(
	(
	Develop a preliminary agenda for the next meeting.
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