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Running effective meetings

THE
Too many businesses have too many meetings 5¥5|“Ess
that don’t get results. SAFETY

The solution is to have better meetings.

Here’s how:

State the meeting’s purpose

There are three main types of meetings;
for the best results, let people know
ahead of time whether you’ll be:

O Planning

O Problem solving

O Information sharing

Have a structure

Having a ‘roadmap’ will help your meeting get
where it needs to go; your plan should include:

4 Agenda and timing
O Who's running it

O Plan for including remote attendees,
or sharing afterwards

O Who's taking notes and recording decisions

Invite the right people
Invite people to your meeting who:

O Aredirectly involved
U Are decision-makers

O Have important knowledge

Be inclusive
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| If people can’t attend in person:
O Arrange a video link (e.g. Zoom or MS Teams)
or phone dial-in
Q Share notes with anyone who wasn’t there

 Get their feedback before the next meeting

Stayontime

Everybody hates meetings that drag on, so:

O Allow enough time
O Use your agenda to cover everything

O Schedule another meeting if your meeting goes over

Have clear rul
o —h | aveclearruies
o —— To get the best contribution from everyone:
O Phones off (and no checking email)
— e — O Don'tinterrupt others
e — U Make sure everyone has a say
Agree on outcomes

Before everyone leaves:

O Assign tasks
U Share information with relevant people

O Schedule next meeting
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Follow up

This article has been developed as part of NTI's The Business of Safety series with the aim of helping transport and logistics businesses become
safer and more sustainable. The Business of Safety is funded by the NHVR's Heavy Vehicle Safety Initiative, supported by the Australian Government.
Information in this document is a guide only. It does not take into account your personal or business circumstances. Whilst all due care has been

taken, you must not rely on the information as an alternative to legal, legislated regulatory and compliance requirements associated with your business
activities. NTI.M002.1713082021

Before the next meeting:

U Check in on tasks before they’re due
O Reassign tasks if needed

O Check people’s schedules before organising
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