Meeting Chair Checklist

Before the meeting
Purpose – Why are we meeting?
· What is the point of this meeting — decision? problem-solving? alignment?
· What specifically needs to be different by the end?
· Could this be handled without a meeting (email, shared document, quick huddle)?
“By the end of our time together, what do we need to have accomplished?”


Participants – Who should attend?
· Who has essential knowledge or perspective?
· Who is needed to make or implement decisions?
· Are we keeping this group as small and focused as possible?
Tip: Invite people for purpose, not habit.

Helpful check:

“Is everyone here needed for this outcome?”



Preparation – What’s needed in advance?

· What reading, data, or reflection is required?
· What questions should people think about in advance?
· What decisions are likely to be needed?
Good prep question to send ahead:

“What’s the key issue or risk we should be thinking about for this meeting?”
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A Final Time Check

Before every meeting ask yourself:

· Is the purpose clear?
· Are the right people here?
· Is the agenda outcome-focused?
· Will we leave with decisions and actions?
If yes → proceed.
If no → redesign or cancel.





During the meeting
Process – How will it unfold?

A. Agenda
· What is the purpose of this item?
· What question are we trying to answer?
· Is this for discussion, decision, or information?
· How much time is truly needed?
B. Engagement and thinking tools

· Where do we need group thinking rather than reporting?
· Would a quick pair discussion or small group improve insight?
· Are we asking questions that unlock thinking rather than just updates?
Examples:

· “What’s the biggest risk we’re seeing right now?”
· “What’s working — and what’s getting in the way?”
· 1–2–4–All for quick engagement
· Short scenario or problem-solving bursts
· Other liberating structures tools. Details found in the QR code below
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C. Ground rules (Charter)
· How will we ensure all voices are heard?
· How will we stay focused and on time?
· How will we handle disagreement respectfully?
· How will we make the created charter, front and center of what we do?


Payoff – What will we leave with?

Before closing the meeting, confirm:

· What decisions were made?
· What actions were agreed?
· Who owns each next step?
· By when?
Helpful closing question:

“What are we each leaving responsible for?”



Quick Tips for tension
When tension or conflict arises

Instead of avoiding it:

· Pause
“ Let us just put a pause in here”

· Name it
“I’m hearing two important priorities here…”

· Get curious

“What matters most to you about this?” “What’s the concern if we go the other way?”

· Reframe

“It sounds like we’re balancing quality and speed — both matter”

· Return to what you agree on

“We can agree that patient safety is our priority” “We can agree that we need to start on time”
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