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Smart meetings 

You can help reduce the number of meetings by considering whether a meeting (in person, hybrid 

or remote) is required.  If a meeting is the most sensible approach, you can adopt a smarter 

approach to ensure it is run effectively. 

Before the meeting: 

 
Have you chosen the right forum?  What is it you want to achieve?  

 
Meetings are useful for collaborative interactions such as: 

decision making for both routine and complex issues and actions 

identifying innovative solutions and getting input on considerations and next steps  

two-way information sharing when the information is sensitive and you want to ensure 
there is time for others to process the information and ask questions 

 
Avoid meetings for one-way information sharing.  Could it be covered by an email / 
telephone call? 

 If possible, give attendees the choice to join the meeting remotely or in person by 
providing Teams and room details in the appointment.  Read the guidance on using the 
audio visual units in meeting rooms and/or watch a video on how to set up your hybrid 
meeting in the meeting rooms 
 

 Review the step-by-step guide on what you need to do for hybrid meetings 

 
Consider accessibility requirements for people attending the meeting.  Discuss 
requirements with Reception and review  Top 9 accessibility features in MS Teams  

 
Have clear objectives for the meeting and know what you are trying to achieve. 

 
Reduce the length of meetings to drive focus and productivity. 

 
Set an agenda and circulate in advance.  Allocate times to the agenda to cover topics in 
sufficient detail. 

 
Share information that requires review in advance of the meeting to allow greater focus 
on collaboration and discussion rather than a presentation of the materials. 

 
Invite the right people.  
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Do you need someone to take notes? 

 
During the meeting 

 
If you are holding a hybrid meeting follow the Hybrid meeting etiquette 

  
 

Start on time, finish on time.  

 Stay focussed.  Turn off email and Teams notifications by managing email notifications 

and managing Teams notifications to prevent you getting distracted. 

 
Discuss the meeting objectives at the start. 

 
Prioritise the most crucial points of the agenda first in case you run out of time. 

 Assign tasks during the meeting so that attendees can start working on the actions 
straight after the meeting. 

 
End with time to agree actions, responsibilities and deadlines.  

 
Be inclusive and create an atmosphere where everyone feels confident to contribute. 

After the meeting 

 Circulate the minutes or notes setting out the actions and responsibilities promptly after 
the meeting.  This could build the foundations for the agenda for the next meeting. 

 

 
Additional resources: 

• Visit LAB and type meetings in the SEARCH option to see a range of tools on how to run effective meetings 

• Visit LAB and type hybrid meetings in the SEARCH option to see a range of tools on how to run effective 

hybrid meetings 

 


