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You know you are at a 
bad meeting when you:

• start to alphabetize 

things in your head

• regularly open your 

mouth to silently 

scream

• draw pictures of other 

people at the meeting 

and then add cool hats

• update your FB status 

with “Help me!”

• need resuscitation 

during or after

Kluth & Causton (2016). 30 Days 

to the Co-Taught Classroom.
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Let’s start with a power phrase:

I love meetings! 
Let’s get started!

power phrases to post                

& use

to start: 

“Set that timer- let’s get going.”

to stay on track:

“Let’s get back to the agenda.”

to avoid ruts:

“Everything OK? You seem 

confused?”

to close:

“How did we do?                                       

What worked well?”
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3 Tools You Must
Have at                            

Every Meeting                             
[p. 44-49] 

[I am sorry, but                       
I have to insist!]

• timer

• do-not-disturb sign

• guidelines

• If you have little time, you 

need very strict guidelines 

(10 min. meetings CAN 

be effective and 2-hour 

meetings can be 

ineffective).

• If you have a lot of time, 

you still need to follow 

guidelines (may find you 

don’t need 2-hour 
meetings).
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different types of guidelines:

• logistics (e.g., meeting time, place)

• timeliness (e.g., start time, finish time, attendance)

• courtesy (e.g., listening, interruptions, equal participation, 
dealing with disagreements, respect, sharing the workload)

• decision-making process (e.g., how to deal with differences of 
opinion, who is involved in decisions)

• enforcement of norms (e.g., strategies for making sure norms 
are followed or reviewed)
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If you have meetings, you need to have 

guidelines like these [p. 45] 
(and ideally, they need to be sitting on your planning table in a little 

dollar-store plastic frame!)

an effective meeting: step-by-step  [pg. 52]

Set timer for check-in. (a) review assignments from the last meeting (e.g., “Cy, did you 
get a mentor for our ecology project?”). (b) Confirm times for each new item.

Celebrate.

Begin the meeting. Set the timer again to tackle the first item. If you cannot make a 
decision/discuss the item in the time assigned, extend the time (and shorten/delete another 
topic) or move that item to the next meeting.

Keep it moving. Continue this process as you move down the agenda. Take notes as you 
go (hard copy or e-form).

Wrap up. At this point: (a) decide topics that need to be transferred to the next agenda 
because they are unresolved & (b) review assignments. If you skip this step, expect your 
meetings to lack clarity & direction. 
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Pick any form, but be sure to include

at least these sections [p. 65].

Options sections:

• soundtrack 

• movie quote
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Do you 

need a 

meeting 

HQ?

Let’s end with a power phrase:

That was a great 
meeting. How did 

we do? 
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Final thoughts?
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