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. CHANNELY ) (¢ CHANNELY ) (¢ CHANNELY )
Reduce the Reduce the Nestonsite
meeting time frequency To strengtfien connection,

] ) - - itis im[lnrtant {0 meet
Sometimes, Meetings are There s too little energu onsite from time to time
simulu f0olong for their inthe maeting? mElUUB the (if atall [][]SSimG)
pUrpose. Try out PB[]UGiﬂ[J TPB[]UBHBU iS00 mﬂn. ﬂUFGB on “mnmehts
the mﬁﬁtiﬂﬂ time by o0%. Try out SHi[][]iﬂU guery onsite IUUBIHGP" 6.0, team
Bomuensatﬁ withacleargr second mﬂﬁtiﬂﬂ, and WDFHSH[][]S UnUUéFﬁiﬂU of
agenda and strict evaluate the results after ew []D”ﬁEILiUBS Bl
[imﬂ'UUHiﬂU. two months. T
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[ — CHANNELY ) [ (— PURPOSEY ) [ (— PURPOSE |
Hubrid with care 100 many birds Strenathen
futrdmestings demand With one Stone sonnection
Gargfulacitaton e Ifyour megting has multiple Think about what people
0pportunity for everyone, o o

e purposes, theriskis nlﬂh individually need to feel

no matter whether they join i

. that you want to achieve too safe and to connect.
onsite ar PGmU[B|U) and good i

. : much at once. Choose 1-2 Informal settings help a lot,
equipmen: Cameras main purposes, and set the if iol it
showing every participant: S[]BHGD(HI[TJTI[]S hBFG a0enda It DOSSIIE GRSIE.
MICS assuring good sound el ) 200r []iﬂ[]| . ’
qualitu : gu.
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( PURPOSEY | [ ¢ ROLESY ) [ ¢ ROLES )
Form follows Improve 100 many cooks
function []WI]BFSl]lﬂ Check f eery participant

i o has aclear and active

The purpose of the megting Increase self-responsibility role and whether his/her
should define its structure. by Specifuing roles. Make narticipation is essentia

USE agenda elements that sure that every participant ifnot reduce the ﬂU[ﬂUB[.‘
build on each other and pay can contribute according Uf[]ﬂl:[iGiDaﬂ[S and share
into the overall goal. {0 his/ner competence. the PesUItS []f[hﬂ meeting
Create the atmosphere Try out rotating roles, 6.0. asunchronousiy

accordinglu. the facilitation role. '
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CAGEMDAELEMENS Y | [ ABENDAELEMENTS Y ) | AGENDA ELEMENTS )
smart blearto ﬂUﬂl‘l][l[lU Be consistent
decision-makring Make goals and agenda Stick to the agends.

— items transparent. Use time-boKing.
DBU'S'?“S Make (eams Make it clear what Ifyou need to adapt the
Work faster and megtings eUerubody can individually aoenda on the lu: Do,
morgplgasant. contribute. This gives and make it transparent to
Miake T clear Who decides quidance and structure and BUBrUONE.
what. Play Delegation Poker enaNcES OWHershin
With your team. '
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C—MBENDRELEMENTS Y ) [ (— ATMOSPHEREY | [ (— ATMOSPHERE )
Time to bond PHFIU without Be authentic
With each other MUSIC miﬁﬁ TﬁﬁFS[ sten. be

quthentic.
Be bold and try out more IfyoU announce, drastic A
nersonal check-in and CUthacks, create a serious
check-0ut questions (they atmosphere. If you want to
o not have to b goof). have interconnection make
neople feel safe.
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( ATMOSPHEREY | [ ¢ ATMOSPHEREY | |~ CHANMNEL V)
Be focused Address tensions
The more focused you Ifuou feel @ tension: Make
are, the more focused the ittransparent, and make a
meeting will be. Did uou have Droposal how to changg it
enough time to prepare for A tension can be a perceived WUI‘HDath
the meeting? Are Uou clear conflict between participants,
about your goals, uour rale, low Energu, or that uou start
and possible contributions? to gt distracted. because
TrU out @ ‘Minute to Arrive UoU can't Sense uour
9t the beginning of the contribution.
meeting.

\ll = Kll = K5 =




"(CCHANNEL 1 [ (CCHAMNEL V| (" CHANNEL 1
. Onsite
Jira in mini Slack
quditorium
\5 =) &5 Y, ks =
(CCHANNEL Y [ (CCHANNEL V| [ (CCHAMNEL 1
Mural Teams call Email
\5 il &5 Y, ks ),
"CCHANNEL 1 [ (CCHANNEL 1| [ (CPURPOSE 1
strengthen the
nl‘[tﬂatil]ﬂ?hil]
Teams chat 200m call G i o
belonging/
community
\5 il &5 Y, ks il




" (CPURPOSE V| [ PURPOSE V| (" PURPOSE N
What we do: Dailu Give updates and Llearn
work, imulement share oneratiunal and
tnings, and or strategic gxchange
I]I‘UjBCtS information
5 = 5 = 5 =
" CPURPOSE 1 [ (PURPOSE 1 [ " PURPOSE N
How we do it: space for
ﬂ?ggl'l‘sss‘:ggg;fgr Imprave the way personal
announcement we communicate, development and
make decisions, deep WUI‘H/iﬂﬂBI‘
or share wWork
PBSDUﬂSiUiliIiBS
5 = 5 = | 5 =
"CATMOSPHERE )| [ (ATMOSPHERE —)| [ (ATMOSPHERE
Show uourself Openly share Interactional [ get
vulnerable, and your ouiniun, giue feedback
openly share how honest feedback,
Uou are and name
tensions
5 = 5 = 5 —




"CATMOSPHERE ) [ (CATMOSPHERE )| [ (CATMOSPHERE
Develop new Informal Receive
ideas and think information
outside the boy
5 = 5 = 5 =
"CATMOSPHERE ) [ ("AGENDA ELEMENTS Y| | (AGENDA ELEMENTS )
Co-create content Time to read info lUUiStiGS and
and move tnings material together admin t[l[]iCS
forward
5 = 5 = | 5 =
"(CAGENDA ELEMENTS )| | (AGENDA ELEMENTS Y| | (AGENDA ELEMENTS )
Agreement & Status updates lext steps
[lecisiun-making
5 = 5 = 5 —




"CAGENDAELEMENTS | [ ("AGENDA ELEMENTS 7)) | (AGENDA ELEMENTS )
Kanban Agenda, goals,
Check-out and expectations
5 = 5 = 5 =
"CRAGENDAELEMENTS | [ (AGENDA ELEMENTS 1Y) | (AGENDA ELEMENTS )
Minute to Arrive Live feedback Open agenda
UUFiﬂU an all-
hands meeting
5 = 5 = | 5 =
"(CAGENDA ELEMENTS )| | (AGENDA ELEMENTS Y| | (AGENDA ELEMENTS )
Contribution Share information Predefined part
(announcements
and related
discussions)
5 = 5 = 5 =




"CAGENDAELEMENTS | [ ("AGENDA ELEMENTS 7)) | (AGENDA ELEMENTS )
Check-in [ Fun fact Co-create the Open space
agenda via a poll
atthe end of the
session (list of
sugaestions)
k5 EIV/ KS gy/ KS E!?/
"CRAGENDAELEMENTS )| [ (ROLES 1 [ CROLES N
Add Title Here
EXpErt listener
K = | 19 =] 13 il
/,-R[".ES V) /,-H[]lES ) / ............................. ’EFFICIEHBV?
Unclear agenda
- Partipantstakalot,
th : Without clear decisi :
Presenter Facilitator | resmnstms o
aclear agenda that leads
to the desired outcome.
PFUUiﬂB[ﬂBBUGﬂﬂH[MhB
- participants beforgthe
meetinu.
ks = ) \5 =) \5 ....................................... 527/




(o T TR e ——— AU -
People go off topic Wrong format {00 many topics
- Irpeoplelose focus,itcoud || | Onepersonpresents, and - Moudonotnow uhere
- teasonthattnemeeting | (erestofthegroupjust . IOSIat Decalsehers
- isnotrelevant(anymore). | stens?I7the purpose of - dreloomanyionesto -
Ty out Skipping the - i (hemeetingis toshare DG!]IS.CUSSBU,IHIH.HHUDU[
- meeting |+ information, with fmited . Splitting the meetng.If
- VYourcoleagueswilbe ¢ i Opportunity o reflect it . Lopics ang redundant, think
- thankfulforthetimethey couldbgNelpful toskip - S00ULCOMINNG MESLNGS
- gan. . i themeetingandsharethe i | | : IHHIHFBHUUF.BSSIHUSlmllal"
- information asynchronously. | OPICS O audiences.
N =S B I =G B S o
e ATOSPHERE | (" ATOSPHGRE | [ AMOSPHERE -
~ ackofopenness Underiuing [ack of Inter-
| and trust ~ [ensions personal ekchange
. Peopledontsaywhat | i Thergargunspoken |1 Peoplefeelunconnectedand
. theyrealuthinkCreats | ¢ confictsthatpreventuou || | limited totheir professional
. spaceswherepeople | | fromactnginasolton- || roe?Createspacefor
. canckolangeonwhat | i orenedwau?Share || . peopletobonduitheach
- they need for good | tensonsasastandard i | otherBetoidandtyout
. colaboration,eg.duringa | | topicofyouragendaTis  ©| . morgpersonalcheck-nand
G ELroSPeCtive. | islkgamuscieyouneadto || checkoutquestions.
: L train. ]
N =l B Gl B T =
(e A A ——— EIGAGETET |
Inadequate - Inadequate [oomanu topics
_mestinofrequency ~ meetinoduration = ruoucorotknowwnere
_ = || tostart becausetnere
.~ Tnergarecithertoomany | ¢ Topicsangtoocomplesfor | | §
| _ | EsEto || actoomanytopicsto
. ortoofewhottopicsonthe | i tetmeprovidedPEkend 1| | o - s
: 1k . || bediscussed, thinkabout
- plate?Adaptthefrequency. | i themestngPeoplestart 1| g - é
| iCalt e 1 | e | gpittingthemegting If
. Operationalmeetngs | | chiating becausseveruthing | ¢ oo o
. Operat || thettg |1 toics arg redundant, think
| OMBMNCGOTSITAROC | WEEOSCASIEREE | yarope aggressigsimier
- MeSIOSIOWer QUG MBEING eOuency, | upissoraudences
N G B N ) | D =
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........................... EFFICIENCY

Decisions take
too long

D0 you have endless
discussions with limited
outcomes? Check now
decisions are made. ry out
decision-making methods
like Delegation Poker

and rethink roles and
responsibilities.

T

.......................... EFHE'E”EV

lack of proactive
contribution

SOMe participants

prefer “consuming” to
contributing? Check If
Buerybody has a clear role
andif their participation is
gssential. If not, reduce the
numoer of participants.

-

.......................... EFFICIENCY

Unclear focus

A ot of exchange, but little
outcome? It could be helpful
{0 Specify the main purpose
0f the meeting and to build
the agenda accordinglu.
secondary purposes that
mau dilute the focus of the
Meeting Should be handled
BISBWNEIE.

/,.
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UJI‘[]I]U format

- Dne person presents, and
. the rest ofthe group just
- listens? Ifthe purpose of
- themeeting s to share
 information, with imited
. opportunity to reflect,
- jtcould be helpful to

. skip the meeting and

. share the information

/
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