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Meeting Effectiveness 
Survey Overview & September Update 

 

Project Purpose – Effective and satisfying meeting design. 

Meetings have 3 areas to work with. 

• Meeting Content: The 'What?' are we going to talk about portion. 

• Meeting Process: The 'How?' will we talk about it and 'For How Long?' 

• Engagement quality: The 'How skillfully can we engage this issue together?' 

This survey project will focus on improving #2, Meeting Process, the ‘How we go about 
doing the meeting?’ In combination with engagement skills training, this often has a high 
impact on our meeting satisfaction. 

I. Gathering your feedback matters 

• Gaging how meetings are working requires everyone's input and effort. It is your time 
and energy invested in time spent in meetings. Accurate and honest process feedback 
helps us to make adjustments that keep meetings working well.  

• One necessary way to do this is through the use of immediate surveys to gather your 
comments. 

• These surveys give us insight into how the 'Meeting Process' is working. 

• We will gather this information and then share it back with you. THEN we'll talk together 
about ways to tweak and improve so meetings are both more productive AND satisfying. 

II. Gathering your feedback 

• Thank you for the initial responses you shared through August. We have used those to 
refine the survey,  

• If you have looked at the survey, you know that they offer you the option to maintain 
your anonymity or put your name on it. It bears repeating that both are fine options, 
and we (Steven Wirth - survey designer, Phyllis Woolley) assure you that your total 
privacy is protected and not tracked in any form if you choose to remain anonymous. 

Next Steps - in order to refine and make recommendations we want to assure that: 

• We are getting the broad range of feedback - not just the same handful of respondents  

• We have confidence that 'unspoken' needs / wants are being served as well as 
outspoken needs / wants. 

• To achieve this: 

• We have asked meeting leaders to hold 5 minutes at the end of each meeting for a 2-
week period 
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• We are asking you, the full staff, to use that time to complete the online survey before 
leaving. 

• This feedback will come back to you for conversation in the next Team Effectiveness 
meeting we hold.  

• At that point we can discuss it together, and consider options for improving your 
meetings where needed / possible. 

• After trying out some adjustments and meeting process options, we will again run a 2-
week survey to update and see if the changes help. 

• We will once again offer the opportunity to talk together about what you like, what you 
still want to see improved or tweaked. 

III. The Benefits 

• The effort and participation you each contribute creates the possibility of better using 
and respecting your time, talent, and energy. 

• We assume that this can contribute to a more satisfying work and team experience.  

• It alone won't guarantee that, but we trust it will contribute incremental improvements. 

• It also creates the opportunity to practice the engagement skills that ultimately make 
for the best teaming experiences. 


