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In order for any of the objectives listed in Effective Collaboration Self-A
ssessm

ent Tool  to be accom
plished effective m

eetings m
ust

take place.  This is often the first and forem
ost obstacle for coordinators who take on all of the work at every level for m

eetings.  Let’s
break down som

e of the tasks and look m
ore closely at signs of success!

Collaborative and Task Groups - M
eetings

A
ctive P

articip
ation

 D
u

rin
g M

eetin
g

T
alking

Participants feel their presence and
 contributions are

im
portant to the group, its w

ork and
 success as ind

icated
 by

the fact that E
A

C
H

 PA
R

T
IC

IPA
N

T
 contributes at least once

d
uring the course of the m

eeting.  C
onversation is active

and
 flow

ing, though thoughtful silences and
 tim

es of
contem

plation are accepted
 and

 w
elcom

e.

A
bility to think about project issues and

 a w
illingness to

express ow
n id

eas.  A
bility to be quiet and

 listen if one is
talkative and

/
or has lots of id

eas.  A
bility to speak up w

hen
one has thoughts to share if s/

he is a quiet person.
W

illingness to com
e to the m

eeting, focus on it’s agend
a and

be ‘on’ even w
hen there is lots to d

o outsid
e the m

eeting
room

. W
H

O
: E

V
E

N
T

U
A

L
L

Y
 E

A
C

H
 A

N
D

 E
V

E
R

Y
M

E
M

B
E

R
 O

F T
H

E
 G

R
O

U
P.

A
sking questions

Participants feel their presence and
 contributions are

respected
 and

 appreciated
 by all the group m

em
bers as

ind
icated

 by the fact that E
A

C
H

 PA
R

T
IC

IPA
N

T
 raises

d
ifficult questions regard

less of positions of authority in the
room

.  Furtherm
ore, T

H
E

 Q
U

E
ST

IO
N

S T
H

A
T

 E
V

E
R

Y
O

N
E

IS T
H

IN
K

IN
G

 A
R

E
 B

E
IN

G
 A

SK
E

D
.

A
bility to think critically about the various aspects of the

w
ork.  W

illingness to risk com
fortable relations to ask the

questions that get to the heart of issues, challenge status quo
and

 encourage open, honest and
 respectful com

m
unication.

A
bility to fram

e questions respectfully.  W
H

O
:

E
V

E
N

T
U

A
L

L
Y

 E
A

C
H

 A
N

D
 E

V
E

R
Y

 M
E

M
B

E
R

 O
F T

H
E

G
R

O
U

P.

A
cknow

led
ging and

 R
esolving

C
onflict

Participants are able to put the highest good
 of the group

and
 its com

m
on goals above ind

ivid
ual agend

as as
ind

icated
 by the fact that T

H
E

  ‘E
L

E
PH

A
N

T
S’ IN

 T
H

E
M

E
E

T
IN

G
 R

O
O

M
 A

R
E

 U
N

V
E

IL
E

D
 A

N
D

 T
A

L
K

E
D

A
B

O
U

T
.  In other w

ord
s, there are not several “m

eetings
outsid

e the m
eeting” w

here the real concerns are being
d

iscussed
.

A
bility to id

entify and
 separate out personal agend

as and
issues from

 those of the w
hole group.  W

illingness to listen
to another person’s perspective and

 respond
 w

ith respect
and

 com
passion.  A

bility to state inconsistencies w
ithout

blam
e.  A

bility to change one’s m
ind

.  A
bility to accept

responsibility for one’s ow
n issues or m

istakes.
C

om
m

itm
ent to the com

m
on goals and

 outcom
es of the

overall project.  W
H

O
: E

V
E

N
T

U
A

L
L

Y
 E

A
C

H
 A

N
D

 E
V

E
R

Y
M

E
M

B
E

R
 O

F T
H

E
 G

R
O

U
P.
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C
lear d

ecision m
aking processes

N
o one leaves the room

 w
ond

ering w
hat ‘just happened

’ or
‘so now

 w
hat?’.  E

veryone und
erstand

s w
hy a d

ecision w
as

m
ad

e and
 agrees to support it even if it d

oesn’t go exactly  as
they w

ould
 have liked

.

A
lert attentiveness d

uring key m
om

ents of the m
eeting.

A
bility to speak up w

hen issues are not clear.  Presence of
m

ind
 and

 clarity w
ith one’s perspective and

 the issue at
hand

.  W
illingness to hold

 one’s opinion and
 position

w
ithout “going w

ith the flow
” and

 at the sam
e tim

e
com

m
itm

ent to the com
m

on goals and
 good

 of the project.
W

H
O

: E
V

E
N

T
U

A
L

L
Y

 E
A

C
H

 A
N

D
 E

V
E

R
Y

 M
E

M
B

E
R

 O
F

T
H

E
 G

R
O

U
P.

M
aking d

ecisions
Participants know

 w
here the process is at, w

hat w
ork is

com
pleted

 and
 w

hat w
ork need

s to be d
one.

A
bility to truly hear an opposing view

.  A
bility to change

one’s m
ind

.  A
bility to see a concept or id

ea in a new
 light or

perspective.  C
om

m
itm

ent to participate in the d
ecision

m
aking process and

 then to stick by a d
ecision once the

group has m
ad

e it.  W
H

O
: E

V
E

N
T

U
A

L
L

Y
 E

A
C

H
 A

N
D

E
V

E
R

Y
 M

E
M

B
E

R
 O

F T
H

E
 G

R
O

U
P.

V
olunteering for tasks

T
here are seld

om
 long silences (or any silences) w

hen the
facilitator is asking w

ho w
ill d

o w
hat.

A
n und

erstand
ing of one’s ow

n strengths, interests, and
resources.  A

 w
illingness to contribute to the group process

and
 the project w

ork.  A
bility to say, “ I w

ill d
o that.” W

H
O

:
E

V
E

N
T

U
A

L
L

Y
 E

A
C

H
 A

N
D

 E
V

E
R

Y
 M

E
M

B
E

R
 O

F T
H

E
G

R
O

U
P.

B
ringing inform

ation back to the
group

Participants have key inform
ation, in the tim

e fram
e allotted

to present back to the group.  (See linking key participants
to appropriate agend

a item
s above.)

A
bility and

 w
illingness to d

o the w
ork one has volunteered

for in a tim
ely m

anner and
 bring back to the group.

W
H

O
: E

V
E

N
T

U
A

L
L

Y
 E

A
C

H
 A

N
D

 E
V

E
R

Y
 M

E
M

B
E

R
 O

F
T

H
E

 G
R

O
U

P.

H
old

ing each other to
com

m
itm

ents
T

here are no m
eetings outsid

e the m
eeting about ind

ivid
ual

people or w
ork.  T

he w
ork is getting d

one.  M
em

bers are
com

fortable w
ith the tim

efram
es and

 the m
anner in w

hich
the w

ork is getting d
one.

A
bility to ad

d
ress concerns w

ith a fellow
 team

 m
em

ber (one
on one and

/
or at group level) w

hen som
eone has said

 one
thing and

 d
one another(regard

less of an ind
ivid

ual’s status
or authority).  A

bility to id
entify and

 ad
d

ress d
iscrepancies

in verbal and
 w

ritten com
m

unications and
 in w

ork one has
d

one.  W
H

O
: E

V
E

N
T

U
A

L
L

Y
 E

A
C

H
 A

N
D

 E
V

E
R

Y
M

E
M

B
E

R
 O
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H

E
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R
O
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E
qualizing pow

er
N

on-E
nglish speaking m

em
bers of the group participate as

m
uch or m

ore than E
nglish speaking m

em
bers.  M

em
bers

w
ith m

ore evid
ent positions of authority or those w

ho
possess m

ore ‘clout’ participate ‘elbow
 to elbow

’ w
ith

others.  Parents and
 stud

ents feel V
E

R
Y

 com
fortable sharing

their perspectives and
 asking questions.

A
bility to ad

d
ress concerns w

ith a fellow
 team

 m
em

ber (one
on one and

/
or at group level). A

n und
erstand

ing of ones
ow

n strengths, interests, and
 resources. A

bility to truly hear
an opposing view

. A
bility to id

entify and
 separate out

personal agend
as and

 issues from
 those of the w

hole group.
A

bility to be quiet and
 listen if one is talkative and

/
or has

lots of id
eas.  A

bility to speak up w
hen one has thoughts to

share if s/
he is a quiet person.  A

bility to accept
responsibility for one’s ow

n part.  W
illingness to put the

greater good
 of the group process and

 project w
ork first.

W
H

O
: E

V
E

N
T

U
A

L
L

Y
 E

A
C

H
 A

N
D

 E
V

E
R

Y
 M

E
M

B
E

R
 O

F
T

H
E

 G
R

O
U

P.

N
ote-taking

Participants have in hand
, in proper language, a clear and

accurate w
ritten record

 of groups w
ork to d

ate (key
d

ecisions and
 agreem

ents) and
 any other pertinent

inform
ation.

U
nd

erstand
ing of purpose of m

eeting and
 goal of

w
ork/

project. L
ight C

lerical Skills. A
ccess to m

aterials.
A

bility to record
 key id

eas, d
ecisions and

 agreem
ents

clearly and
 succinctly in w

riting.  C
onfid

ence to ask
questions w

hen inform
ation is not clear and

/
or group not

on track.  A
bility to w

ork w
ith translator w

ho w
ill create

non-E
nglish w

ritten copy of group record
s.

W
H

O
:  A

nyone connected
 to the project w

ith above skills.

Facilitation – is a m
eans to an end

.
G

ood
 facilitation skills w

ill serve
the group m

uch better than in
d

epth know
led

ge of the w
ork and

 a
preconceived

 id
ea of w

here it need
s

to go.

M
eeting begins and

 end
s on tim

e, unless extend
ed

 by group
consent.  E

A
C

H
 PA

R
T

IC
IPA

N
T

 und
erstand

s the purpose,
content, ord

er and
 flow

 of business as ind
icated

 by active
participation, thoughtful/

helpful com
m

ents and
 input.

K
ey id

eas and
 issues are ad

d
ressed

 in som
e w

ay
(im

m
ed

iately, ‘parking lot’, tied
 to another agend

a item
,

etc.)  E
veryone participates.  Facilitator is not the only

person talking d
uring the m

eeting.  Is able to introd
uce a

topic and
 let the conversation flow

, tying up end
s as they

are presented
.

In-d
epth know

led
ge of group facilitation.   C

lear, loud
, w

ell
paced

 verbal com
m

unication skills.  A
bility to listen

objectively, patiently and
 com

passionately.  E
nough

und
erstand

ing of the project to tie together input and
com

m
ents to the com

m
on purpose and

 w
ork of the m

eeting
and

 the overall goals.  A
bility to separate out for the group

issues that arise related
 to group process, current agend

a or
to other w

ork and
 goals.  A

bility to be silent and
 not rescue

the group w
hen people need

 to take responsibility for
participation and

 input.  A
bility to d

raw
 out quiet

participants and
 hold

 off overly active participants
respectfully.
W

H
O

:  A
nyone w

ith the above skills.  (N
ote:  It m

ay be
helpful if this person is outsid

e the group m
em

bership as an
objective observer and

 facilitator of the group process.)
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