Meeting Culture and Etiquette
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These guidelines may be helpful for carrying out a review of current practices. There are many types of meeting and these suggestions
will be easier to apply to some more than others.

For those chairing a meeting

For those scheduling meetings
(including self-scheduling)

Make Space in the
Day

O

Is the meeting required - or is there a better way
of achieving the objective/s?

Review membership, purpose, frequency and
length of meetings regularly - when within your
remit.

Finish your meeting ahead of time — after 25
minutes for a 30-minute meeting and 50 minutes
for an hour meeting.

Negotiate breaks - dependent on group needs.

Block time in calendar for lunch, breaks and work
activities other than meetings.

Do not fill every day and every space with
meetings.

How short can the meeting be - and still meet its
objectives?

Reprioritise or reschedule if possible - rather than
squeezing another meeting in the diary.

Consider a meeting free day/half day.

Consider shorter meeting times e.g. 25 or 50
minute meetings to allow time for a short break.

Be Inclusive

Go through the agenda of the meeting so
everyone is clear on what will be discussed.
Introduce yourself and your preferred pro-nouns
and encourage others to do the same.

When meeting online, determine the best way to
have all voices heard- camera, audio, chat, hands
up or a combination. Also, respect that cameras
on may be intrusive for some — but necessary for
others e.g. for those lip reading.

Negotiate meeting timings and durations with
those involved — be mindful of those working
part-time and with caring responsibilities. For
example, key meetings could be timetabled
on different days as this can help those who
work part time hours.

Core meeting hours are generally between
10am-4pm. You should schedule within these
hours, wherever possible.

For more information read: Guide to Running Successful and Inclusive Meetings



https://livelancsac.sharepoint.com/:b:/s/Grp-OrganisationalDevelopment-ODTeam/EWnwE53iaLhJsyRG1s6LuWUB95ePTFMIswJwkxdnE7f2CA?e=KyCuqm
https://support.microsoft.com/en-gb/office/make-all-your-events-shorter-automatically-8fa0fdcb-5eee-4e12-9452-8d59ee33f70a
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Set the Right Tone

e Put people at ease - be welcoming.

e When holding online meetings, acknowledge that
interruptions are routine —reassure that this is
OK.

e Stress that you have breaks and lunch —to
normalise and encourage others to do the same.

e Establish etiquette for the use of chat at the start
of a meeting (if online).

Keep email messaging within the working day — if working outside of this try using the delay function in Outlook.
Alternatively, include the following message in your email signature: “I work flexibly so regardless of the time of day |
sent this email, please do not feel you have to respond outside of your own working hours”

Keep Healthy

U

e Take regular breaks.
o Keep active
e Get away from your desk e.g. walking team meetings or meeting in alternative/ informal spaces





Guide
on a Side

Running Successful and
Inclusive Online Meetings

Set the tone for the way a group or network
will be run. Let people know their opinion is
valued and that they will be listened to.

Agree ground-rules or expectations; such as
being non-judgmental, listening to each other,
and valuing each other’s view at the first
meeting and remind people of behaviour that
does not support these in practise.

Plan and circulate agenda and any papers in
advance. This gives those who have more of a
reflective preference thinking and preparation
time.

Be realistic about what can be included in the
agenda, don't be tempted to try to cramin
too much.
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Listen - Really listen to each other. This is a lot
easier said than done and most of us could be
better at listening.

Aim to develop your self-awareness and
recognise when you are really rehearsing
what you are going to say next.

Actively facilitate discussions making sure people are not cut off and can
O O finish making their point.

Y A good way to do this is to agree everyone stays on mute except for the
g Y g y Y p
O person talking and members use the chat function to say when they want to
) contribute. Manage expectations by sating you want everyone to have a
voice.











