
Energy Supply and Data
Meeting Effectiveness Project

All Staff Overview

Simple Overview

Effective meetings are a moving target. We assume that no one agenda or process serves every need without 
intentional design and adaptation.

The purpose of this evaluation survey project is to fine-tune meeting processes and methods so they better 
serve the ES & D team and its mission. To achieve this outcome, we need your observations and feedback. If we 
are successful your meetings should be more satisfying, effective and worth your collective time and effort.

Method

1. In meeting evaluations

In the last minutes of your regular meetings you will receive a Microsoft Forms survey link. That survey will offer 
you a brief reflective evaluation of the meeting you just had.

We will ask you to notice and report on:

 What worked well?
 What was less effective?
 Did the meeting process and flow serve the team’s needs well?
 Why or why not?
 Particular observations? For example: “Too much reporting, could read that.” Or “Discussion of ‘X’ was 

interesting and felt important.”

Surveys will generally take 3 to 4 minutes to complete.  You can always offer suggestions for improvement or 
exploration.
They can be completed on your phone or computer.
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2. Additional periodic surveys on a type of meeting

These surveys will take a broader look at how a ‘type’ or series of meetings is working for you. This may 
help us notice the needs for variations in the regular agenda and process. It may help us adjust the 
frequency of a type of meeting.

3. Survey questions

You will notice that the survey questions change over time.  This supports us inviting meaningful 
feedback beyond just like/dislike. Questions will evolve and build on the feedback received from all 
participants.

4. Identity

You will be invited to self-identify your evaluation responses.  This is at your discretion.  We assume that 
‘describing the weather’ of your meeting experience is valid feedback and contributes to creating 
effective meetings whatever the ‘rating’ or preferences you surface in the meeting evaluation surveys.

Your feedback is evaluating the meeting process and content, not your colleagues.  As such, we see no 
downside to participating with confidence that your feedback will be received with appreciation.

5. Survey Evolution

You will receive new survey links with new versions over time.

As we begin receiving feedback, we will refine and evolve the questions and survey focus to include 
Likert scale questions (the ‘strongly agree’ to ‘strongly disagree’ or more ‘this’ or ‘that’ kind of scale). 
This will deepen the available feedback.

Reporting

Survey feedback will be shared with all team members to help support conversations on what may/may 
not need adjustment. These learning conversations help the team decide how to create and maintain 
meetings that you want to participate in.

Initial Survey Samples

The following samples are what you’ll see if you complete the initial meeting survey on your computer 
or your mobile phone.
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Computer Version 
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Mobile phone

Note that it scrolls
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