
 

 

  
INTO THE NEW 

      
Better Meetings 
““It is better to spend a meeting only on agreeing on why we meet than to run the meeting with 

different views of why.” 

 

 
 

What is this? 
This is a collection of good meeting 

practices, to start, conduct and end 

meetings in an engaging way. 

It can be a game changer for all those 

meetings that simply don’t make that 

much sense. 

 

 

Starting the Meeting 
Letting everyone have a say early on in the 

meeting contributes hugely to the meeting 

atmosphere. Being seen and listened to 

creates engagement. 

 

Check-In 

Start with a check-in. If you are many, use 

the “fist of five” (1-5 fingers displaying 

your energy state of the day, and then 

share one (!) word each, or 1 minute in 

pairs.  

 

I Do A R R T 

Revisit the “I Do A R R T”. 

Do we still agree? (see appendix for 

details). 

 

During the Meeting 
Here are a few useful practices to create 

dynamic meetings. Blend mix and find 

your favorites. 

 

The ‘Hot Seat’ 

The hot seat is a way to use the curiosity in 

the room. It is very simple. One person is 

in the ‘hot seat’, and everyone else gets to 

ask questions.  

This is a much more fun way to give static 

corporate info. Set the team manager in 

the ‘hot seat’ and let the team ask 

questions. 

 

Three rules: 

● The person in the hot seat only 

responds to questions. 

● You can only ask a question if you 

are really curious of the answer. 

● Anyone can say “Thank you!” 

when the response has stilled 

their curiosity. Even to other 

people’s questions. (Questions 

may be repeated). 

 

Share daily/weekly win 

Create energy and put focus on the 

positive aspects by letting everyone share 

a daily win. And anything counts! 
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30s reflection 

Create stillness and deeper connection by 

a short reflection: 

Be silent for 30 seconds, listen to yourself, 

your emotions and your body. 

After 30s, share openly at will or in pairs 

for 1 minute. 

 

Co-Create using quick votes 

Apply quick votes on what to talk about 

using the “fist of five”. Collectively 

prioritize the agenda, or decide on other 

frames. 

 

Rounds 

When discussing a topic, an efficient way 

to let everyone have a say is to do a round. 

Simply ask around the table, one by one, 

“Name” - what do you think?  

This is highly engaging, and create 

ownership on the topic on the table. No 

one can hide in silence. 

 

Retro on Demand 

At any time, either the energy is low or 

high, ask: “How can we do what we do 

now better?” 

Reap the benefits of the collective 

intelligence to improve collaboration. 

 

15 minute timer 

Set a timer on 15 minutes. Every time it 

beeps let everyone respond to three 

questions: 

1. Are we present? 

2. Are we in line with Intention and 

Desired Outcome? 

3. Can we improve? 

 

Reflections, 1, 2, 4, all 

In brainstorming, or other times new 

information or ideas shall be gathered, let 

everyone think and write individually at 

first, not to hijack each others thoughts. 

 

Also, break up information blocks with 

reflections in pairs and share often, simply 

by asking people to reflect on what has 

been said. 

 

1 - individually. 

2- share in pairs. 

4 - share in groups. 

All - share openly. 

 

 

 

 

 

Ending the Meeting 
Always ask: 

● Was the meeting worth the time 

spent on it? 

● Did we create value for our 

organization? 

Use “fist of five”. 

 

Retro: 

● Did we honor the intention and 

the desired outcomes? 

● How can we improve? 
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Roles 
The following roles can be played with 

during any meeting, to cater for important 

perspectives. 

 

Ø  The Truth speaker    

Has the role of being actively attuned to 

internal thoughts and feelings and speak 

those. This is a role that can be held by 

several participants. 

 

Ø  The Aviator   

Has the role of taking on the “helicopter 

perspective”, trying to see the bigger 

picture, and how the meeting dialog and 

outcomes aligns with this. 

 

Ø  The Gold Digger    

Has the role of actively seeking and 

enhancing the value created in small and 

big during the meeting. 

 

Ø  The Celebrator    

Has the role of actively acknowledging 

what is worth celebrating, and to 

celebrate this. 

 

Ø  The Time Keeper   

Has the role of keeping track of time. 

 

Ø  The Company   

Has the role of taking on the company 

perspective. What would the company 

say, if present in person? 

 

Ø  The Notary   

Has the role of taking notes. 

 

 

 

 

 

 

Tips and Tricks 
● For recurring meetings, it may be fun 

to alter who is chairing the meeting. 

● Ask  people to bring a fun / strange / 

unusual short energizer to the next 

meeting. 

● For longer meetings, start with the 

Curiosity Game to create a connected 

space. 

● For shorter meetings, start with a 

short inquiry, to connect the 

individuals in the room. 
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