Leadership

Tool Kit

Meeting Effectiveness Survey

Use this survey to assess the effectiveness of your meetings. You may choose to complete this
yourself and share your perspectives with your team, or, for more accurate results and for
greater impact, you may choose to have each team member complete the survey.

Follow the steps below:

If you complete it yourself:

1. Print the survey on the following page and rate each statement.

2. ldentify the statements you rated less than 3 and identify what you think the team should
to improve going forward.

3. Share your results of the survey with the team. For any statement you rated less than 3,
ask your team members to identify what the team will do to improve going forward.

4. If your ideas from #2 have not been identified by the team, share them with the team.

5. Set a follow-up date to complete the survey again to measure progress, celebrate
successes and identify new commitments to action.

If the team completes it (recommended):
1. Dedicate one team meeting to the completion and discussion of the survey.
(Option — the survey can be completed ahead of time. Distribute the surveys and
calculate the team average for each statement and come prepared to the meeting to
share the results. If you choose this option less time will be required at the meeting)
2. Distribute a copy of the survey to each team member at the meeting.

3. Provide 3 to 5 minutes for individuals to complete the survey.

4. Ask each individual to share their ratings for each statement and calculate the team
average for each statement.

Note: One way to do this is to list statement numbers 1 to 13 on a flip chart and capture
each team member’s rating next to each. From there you can calculate the average.

5. For any statement the team rates less than 3, ask the team to identify what they will do
going forward to improve.

6. Set a follow-up date to complete the survey again to measure progress, celebrate
successes and identify new commitments to action.
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Meeting Effectiveness Survey

Please rate each of the following statements on a 1 to 4 scale.

Always/definitely 4
Usually 3
Occasionally 2
This never describes our meetings 1
Enter the rating you believe most appropriate to the right of each statement.
# Question Rank

1 People arrive on time.

2 We have full participation.

3 We have no discussion monopolizers.

4 We have open and honest communication.

5 People are open to new ideas.

6 Discussions stay on track.

7 We manage our time well.

8 We challenge each other’s thinking.

9 We introduce creative ideas/solutions.

10 | We use effective problem solving and decision making methods.

11 | We achieve consensus with ease.

12 | Decisions are fully supported by group members.

13 | We follow through on commitments made.
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