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Think of a time you were in a  
really great meeting.  

 
What made the meeting  

work for you? 



Think of a time you were in a  
not-so-great meeting.  

 
Why didn't the meeting  

work for you? 
 

(i.e. what are your meeting pet peeves?) 
 
 



 
 

How do you know when  
a meeting has been successful? 
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Designing Successful Meetings 

• Design for everyone in the room 
• Remember: everyone has a story 
• Consider today’s attention span 
• Leave your participants wanting more 



Design for Everyone in the Room 

• Cater to learning preferences 
• Create space for sharing 
• Consider learning outcomes  
• Build agendas that drive toward these 

outcomes 
 
 



…and for people outside of the room 

• Consider the impact of the meeting: what end 
users are you hoping to serve? 
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Consider the impact of the meeting: what end users are you hoping to serve?Notes: newsletter meeting example: creating better newsletters will help our participants share the story of their libraries. Who knows, this may help drive attendance at programs, get new users into the library, and share important details with higher ups



Your Stakeholders 

 

Who They’ll Impact Your Participants 

Who will your participants directly impact? 

Who will impacted parties influence? 



Everyone Has a Story 

• Level the playing field  
• Everyone is an expert at something 
• Give lots of opportunities for folks to share 
• Build community by sparking interpersonal 

connections 
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Consider Today’s Attention Span 

• Our average attention span? 5 minutes. 
• Plan to “popcorn” between activities 
• Give people brain breaks 

– Actual session breaks 
– Quite reflection time 



Leave People Wanting More 

• Time is our most precious resource 
• Consider start and end times carefully 
• Be not afraid to interrupt  
• Keep forward momentum 
• Always end early 

 



So, how do we accomplish this? 

• Traditional meeting frameworks vs. engaging, 
participant-focused frameworks 

• Meeting “modalities” 
• The flow of your gathering 



What do we want to achieve? 

• Setting goals for your meeting 
– How do we want participants to feel? 
– What behaviors would we like to change? 
– How do we want to shape our participants’ views? 

 



The Flow of Your Gathering 

• Energy levels / time of day 
• Working individually or in groups large & small 
• Building in time for creativity 



Planning Your Next Great Meeting 

• Consider your stakeholders 
• What effect are you aiming for? 
• What steps do you need to hit to get to your 

goals? 
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