
Think of some of the 

bad meetings you 

have been in…
What makes them a 

disaster?



Effective Middle Leadership
Session 3 – Effective Meetings 

Area of focus:

• Chairing Effective Meetings 

Key questions/lines of enquiry:

• How can we get everyone engaged and participating in meetings?

Desired outcomes:

-Learn how to prepare for an effective meeting

-Learn how to chair and facilitate an effective meeting

-Deepen knowledge of positive and negative behaviours in a meeting

-Widen toolkit for dealing with difficult participants



It’s Monday and this arrives in your inbox

• What do you think of 
this agenda?

• What do I think of this 
agenda?



Have a look at this one. In which 

ways does it resolve the issues 

with the last one? 

Are there any tweaks you want 

make?

TASK: You have a faculty business 

meeting the  Thurs after half term 

(next school week).  Write your 

agenda to go out to your team.



Drawing out clear actions…

• WHAT, WHO, WHEN?

• DO they know HOW? 

• Do you all know WHY? 



Checking Actions; what, who, when 

TASK: 

In pairs, pick one of the actions and 

read the minute.  Reframe the action 

so it is clear on the What, Who, When.



Beckhard model: Team effectiveness 
hierarchy

•Goals (What the team is trying to accomplish)

•Roles (Who does what)

•Processes (How the work gets done)

•Relationships (How the members interact)



Goals – what is the team trying to accomplish?
• Clear: understood by all the team

• Owned

• Specific and measurable

• Team members do not have conflicting goals (task versus quality)

Roles – who does what in the team?
• Complete clarity of role
• Boundaries and responsibilities
• Openness and shared perception of role
• Is there conflict, eg do roles overlap and whose role is it to 

manage that conflict?
• Do people understand what to do if they end up facilitating an 

agenda item?



Processes – how members work together
• Decision-making – how are decisions made?

• Communication – are there agreed systems?

• Leadership style – does the chair consciously adopt the most 
appropriate leadership style for specific parts of the session or use 
their dominant style?

Relationships – the quality of interaction in the 
team
• Are working relationships open and co-operative?

• Are there values and protocols governing interactions?

• How are feelings, attitudes and emotions dealt with?



Reading the room...



Reading the room...

What do you think?



Negative behaviours – what types have we 
seen?

• Blocking behaviours – rejecting ideas without adequate 
consideration

• Dominating behaviours – excessive talking, interrupting

• Withdrawing behaviours – Doodling. Daydreaming

• Rambling behaviours – directing attention away from the issue

• Self indulgent behaviours – putting your needs above success of the 
group



General guidelines for dealing with difficult 
people
• B Behaviour

• O Outcome

• C Consequence

• A Action

When you disrupted the meeting (behaviour)

People felt uncomfortable (outcome) 

As a result they stopped contributing 

(consequence) 

So what will happen now? (action)



General guidelines for dealing with difficult 
chairing 

• Don’t be defensive when criticised
• Don’t put people down
• Don’t compete
• Build on existing support

• Break the group into units with a specific task

• Don’t let tensions erode your confidence
• Get the critic to be precise

• Listen to critical friends

• Cool off

• Let feelings be discussed



Positive Behaviours

• Initiating behaviours – keeping the dialogue flowing, offering suggestions

• Supporting behaviours – encouraging so that participation is maximised

• Clarifying behaviours – interpreting information provided by others, 
developing joint understanding

• Regulating behaviours – reminding others of the ground rules and agreed 
protocols

• Energising behaviours – model enthusiasm and motivation

• Mediating behaviours – modifying behaviour in the interest of group 
achievement



So what stops us from being a successful 
chair?



Driver Behaviour

OAT

Be 

Perfect

Please 

Others
Try

Hard

Hurry 

up

Be 

Strong

Resistance

Ofsted
Paperwork

DfE

Workload

Driver Behaviours 

(external)

Task – complete your own



Gap Task

• Put into practice the planning, chairing and body language tips.  
Reflect on your next meeting.



Resources to print



Driver Behaviours


