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Effective Meetings Guide 

As we begin to define our future ways of working, there are different things we need to think about 
when it comes to meetings.

We’ve all become used to meeting virtually. But with some of us in the office, and some of us at home, our meetings will start to look and feel different. This is our opportunity to 
experiment with new ways of interacting with each other.

From being talked over, to being forgotten about or missing non-verbal interactions, meetings can disadvantage people who connect virtually whilst others are 
co-located.

So, how can we approach our meetings in a smarter way and make sure they are inclusive and equal for everyone attending?

What to consider before booking your meeting?
As we enter a period of experimentation, this is our opportunity to pause and be smarter about how we interact with each other.

Some discussions will work perfectly as a hybrid meeting (where some of us are in the office, and some of us are remote) but other activities may be better when we’re physically 
together.

So, what’s the best way to get together?

Do you need a meeting?
• Challenge yourself on why you want a meeting in the first place. Could it be an email, or a phone call if you need a fast response?
• Avoid ‘meeting creep’, a phenomenon in which new meetings become routine. Do a meetings audit every so often and ask yourself if each meeting is the best use of 

everyone’s time.

What’s the purpose of your meeting?
• A good meeting starts with being clear about what you want to achieve. Do you want a decision? To generate ideas? To communicate something? To make a plan?
• With the end result in mind, you’ll be able to plan the contents, the structure and the best way you’ll get the most from your attendees. 
• Share the purpose and expected outcomes in advance, so everyone is clear. 

Who are you inviting?
• Be thoughtful about who you invite. There is a balancing act between inviting the minimum number of people and also inviting diverse perspectives.
• Hybrid working needs to be fair and realistic, so once you’ve planned your attendees, think about:

We all do things with a positive intent but think about the unintended impact if you decide to host your meeting in a certain format. To combat this, ask yourself: Where 
are my attendees located? What are their needs?

How long is your meeting?
• We all want our meetings to be as short as possible, but for some activities like problem solving or idea generating, sometimes you need a bit more time.
• Long meetings are particularly draining for remote colleagues, so a face to face may sometimes be more appropriate.



2

Effective Meetings Guide 

Here’s an example...
Three teams need to book a meeting to review the most recent change plans for CCS2021 and to identify actions required to support the implementation of the new ways of 
working. 

Team A
Team A decides to host their meeting virtually. They are on a tight deadline for another project and one team member has caring responsibilities. They agree that it’s better 
to jump on a virtual call so they don’t delay the conversation.

Team B
Team B decides to host a hybrid meeting. Some of the team are in the office and a couple of team members live far away. The remote team members don’t feel they need to 
travel in. They’ve decided to experiment with the whiteboard function on Zoom so everyone can join in adding their ideas.

Team C
Team C decides to host a face to face meeting. The majority of the team are in the office on a particular day and the other team members don’t live far away. They decide to 
combine the meeting with a social event afterwards.

All the teams
At the end of each meeting, each team reviews how the session went so they can learn from it next time. There is no single right answer here!

There is no one size fits all solution, and we’ll need to experiment, listen and learn from each other.

No matter what kind of meeting you’re having, consider these tips...
Before your meeting
• Plan it! It’s basic but how often do we get invited to a meeting without any context? In your meeting invite, outline the purpose, agenda, and include any materials. This 

gives people a clear understanding of what’s expected of them, so they can prepare some talking points, or choose to opt out.
• Think ahead about how you’re going to structure your meeting to involve and empower different people. Could you assign everyone an agenda item to introduce and 

discuss? If it’s a team meeting, could different people chair the meeting?
• Think about who you’re inviting, their individual needs and if you need to do anything to make the meeting accessible for them.
• For hybrid meetings, consider including a dial in via phone to give people an opportunity to walk and talk.
• Also consider and agree your connection point in advance. For example if the meeting is hybrid, is it better to have each person in the office log into Zoom individually so 

that remote colleagues can easily pick up on non-verbal ques rather than have the team in the office gathered around one single laptop screen. 
• Plan meetings to be as short as possible, particularly when people are dialing in. A long in-person meeting is tiring, but worse when you’re staring at a screen. Consider 

making your meetings 45 mins or 25 mins.

Having a hybrid meeting? Read this top tip
The unintended impact of a hybrid meeting can be that remote colleagues are talked over, or forgotten about. To combat this, always think ‘remote first’.

If you think about your remote colleagues first, you’ll be able to make their experience more inclusive and equal.
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During your meeting

When you’re hosting a meeting, it’s your role to empower each of your attendees and make sure they have the opportunity to speak up and be heard. Try out 
these tips:
• Consider the culture essential behaviours. Your role is to facilitate and create a great environment for your attendees.

• In hybrid meetings, ask remote colleagues go first when sharing. This ensures you don't forget about them, which is common when you're "going around the room". Ask other 
attendees to remind you if you forget.

• Make sure one person speaks at a time so that any remote people can hear and follow the discussion.

• Be inclusive by making sure each person is able share their perspective in full. Remote colleagues can struggle with being interrupted and talked over.

• Use open-ended questions to encourage people to share their thoughts and speak up – even the ‘hard stuff’. In hybrid meetings, you want to encourage everything to be said in 
the meeting, rather than saved for a ‘corridor conversation’ which remote attendees can’t take part in.

• Make sure no one is dominating the meeting – and that you’re not either.

• Poll the group every so often so you have a check-in from each person regularly. This reinforces that each person matters and it gives them an opportunity to speak up.

• At the end of the meeting, have an open conversation about how it went and listen to their feedback. We’re in a period of experimentation, so this will help us to improve and 
do things even better next time.

Making the most of Zoom 
• Share your screen and use the whiteboard feature to help you collaborate and brainstorm ideas together. With the whiteboard feature, anyone can draw, add text and share 

their ideas. You can save each whiteboard as an image so you can come back to it later.

• In your meetings, suggest that people use the raise hand button for when they want to speak or interject

• Consider using the Mute all button to stop unwanted background noise. You’ll find this in the Participants dialogue box.

• Also in the Participants dialogue box, you’ll find options to Mute Participants on Entry as well as the ability to remove the play noise when someone joins or leaves.

• Use breakout rooms when you need to split up a big meeting into smaller discussion – if it’s a collaboration session, why not use breakout rooms in combination with the 
whiteboard feature?

• If you’re sharing a video, tick the share computer sound box on the screen sharing window so everyone can hear your sound.

Find out more by visiting the Zoom support pages. 

https://theinsider.carnivalukgroup.com/ccs-corporate-shipbuilding-culture-essentials/

