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ALL RIGHTS RESERVED.

A lot of hard thinking has gone in to bringing this learning experience to you. 
Please do not reuse, distribute, or share outside your organization. If you want to share this 

with your friends, please tell them how super awesome Green Dot is and send them our way. 



FAMILY

DREAM BIG

PASSION

INTEGRITY

RELATIONSHIPS

Organizations don’t change the world. 
People do.

We are committed to people-building. Our 
belief is that all great transformations start by 
focusing on the people first, giving them the 
skills they need to make and lead change. 

It is our goal to inspire cultures where 
everyone feels like they are embraced as part 
of a caring work family. Through these 
families, relationships, and collaborations 
people can achieve great things, going home 
each day knowing that they have made a 
positive difference through their work.





Outline
• Learning Objectives
• Designing Your Agenda
• Meeting Management Tips and Tricks
• Assign Meeting Roles
• Create Ground Rules
• Use a Parking Lot
• Record Action Items
• Ask for Feedback
• Meeting Management Fundamentals Quiz



Let’s discuss expectations…
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• Understand the 
importance of having an 
agenda.
• Summarize how meeting 

roles help provide teams 
with a structure.
• List the common meeting 

management tools.
• Describe why it is 

important to ask for 
feedback about how a 
meeting went.



Meeting

A meeting is a gathering of individuals who come 
together under a set agenda to meet a defined 
objective. The agenda should include a list of specific 
items and discussion topics that align to 
and support the meeting’s objective.

Common objectives include:
• Facilitating consensus building to make a decision
• Conduct brainstorming our other collaborative tools 

to generate a list of ideas
• Share a status report
• Communicate important information and collect 

feedback to clarify the message
• Develop goals and action plans



PROCESS

PEOPLE

PURPOSE

MEETING MANAGEMENT
CORNERSTONES

Ensure the meeting is necessary, and take appropriate 
measures to set the meeting up for success by sharing a 
well-designed agenda in advance, and by inviting the 
right people. 

Give everyone in the meeting a clear role. During the 
meeting work to manage team dynamics and create 
”creative conflict”. After the meeting, make sure 
everyone is clear on next steps and expectations.

Apply tools and techniques to guide the meeting in a 
productive way.
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Meeting Agenda
• Create a standard 

template
• Distribute in advance
• Communicate the 

meeting objectives 
and prework
• Assign time 

allotments and 
ownership to each 
agenda/ discussion 
item
• Use the agenda to 

record minutes
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Meeting Roles

Meeting Roles are useful in helping the team conduct an effective meeting. By assigning meeting roles, all members can play a part in the meeting, thus improving 
overall engagement. Some of  the more common meeting goals are listed below.

Leader/Facilitator Scribe Time Keeper Presenter Process Checker
The How
The Leader/Facilitator owns the “how”. Provides 
structure to the meeting by establishing group 
ground rules, introducing tools, facilitating 
decision making, and managing group dynamics.

The What
The group participants drive the “what” of  the 
meeting. Participants own the discussion, 
decisions made, tasks, and outcomes of  the 
meeting.

Leader/
Facilitator

• Guides the group’s activities
• Ensures all group members participate
• Focuses the group
• Promotes discussion and dialogue

Scribe • Records ideas, action items, parking lot topics, and/or minutes
• When a flip chart is used, ensures charts are labeled, legible, and clear

Time Keeper

• Leads initial discussion to allocate time to agenda items
• Monitors agreed-upon time frames
• Keeps the agenda moving
• Provides updates on time remaining

Presenter • Leads presentation of  group’s work

Process 
Checker

• Ensures the agreed-upon process is being used
• Suggests techniques to help the group achieve goals
• Helps the group apply tools correctly
• Facilitates reminders of  the ground rules and identifies topics for parking lot



Ground Rules
Rules for effective meeting management.

Parking Lot
A place to capture items for future 
discussion.

A tool to keep meeting on topic.

Plus/Delta
A way to gauge the success of a meeting.

A method for capturing what went well 
and suggestions for change.

Who, What, When
A way to capture action items. Details 
who will do what, by when.

A list of tasks, responsibilities and 
deadlines.

+/ ˄ www
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Ground Rules

Leave titles at the door

Commit to being engaged

All ideas, comments,                              
opinions are welcome

Spelling doesn’t count

Adult learning space

Above all, have fun!

Ground rules are a set of  guiding principles that the team creates through collective input to decide how they will work 
together. The tool is often facilitated during the early stages of  the team formation process to help the team create a 
cohesive work environment. The ground rules tool is facilitated through brainstorming, collecting a list of  ideas that the 
team wants to consider and approve as their formal rules of  conduct. Once the list is created, the group builds consensus 
on the rules, and then uses the rules to guide their work going forward.



Parking Lot

The Parking Lot tool enables the facilitator to record topics that are out of scope for later review.  Tool is useful in helping 
keep the team on track and abide by the session’s agenda. The Parking Lot should be posted in the room so that the team 
can keep account of items that will require follow-up. At the end of the session, all items should be assigned for follow-up. To
ensure that Parking Lot items are followed up on, the facilitator should utilize a WWW – which will help in assigning 
ownership and deadlines. 

The Parking 
Lot tool helps 
the facilitator 
gather to keep 
the team on 
topic and time 
by documenting 
and saving off  
topic 
conversations to 
be followed up 
on later. 

Parking Lot

What When Who Notes



Action Plans (WWW)

Action items are a list of  tasks that need to be completed for the team to meet their objective. Action items typically arise from meetings and 
should always be clearly documented on an Action Plan (WWW).

The Action Plan (WWW) is a key tool used for helping teams record their agreed-upon action items and monitor progress toward their overall 
objective. The tool helps clearly list who is doing what by when. It is good practice to routinely update all outstanding action items at the start of  
each meeting. Also, at the close of  the meeting, the action items should be revisited to ensure everyone is clear on next steps.

What When Who Notes

Task Name Task Due Date Task Owner Task Details



Plus/Delta

The Plus/Delta tool asks the team to provide feedback specific to that meeting by identifying what went well (plus) and what could 
be improved (delta). If  appropriate, the facilitator can use the items listed under Delta to create a list of  action items to help improve 
the team’s next meeting and make sure to continue to do anything that was listed as a Plus. It is often helpful for the facilitator to ask 
attendees to come up with at least one comment before leaving the room and allowing time in the agenda to do this. 

Plus
What went well?

Delta
What can be improved?

The Plus/Delta 
tool helps the 
facilitator gather 
feedback about 
the meeting so 
that they can 
make future 
meetings better.



Thank you for your engagement


