
Effective Teaming

with 

Meeting Mechanics

Lite



➔ Do you participate in 
effective team meetings?

If so, what are some effective 
practices?

If not, what are some examples 
of the ineffective habits teams 
get into?



Effective team?



The most efficient and effective meetings: 

• Adhere to a defined process

• Have agreed upon guiding principles  (agreements/norms)

• Have  key ingredients that are important for meetings to achieve 

their purpose:
○ getting the right people to the table (commitment)

○ staying on task (time keeper)

○ making decisions based on accurate information (data!)

○ problem solving (brainstorming) 

○ xecuting plans in a fair and timely manner (action plan) 



Setting the Stage 
for Meeting Efficiency

➔ Optimal Physical Environment  (Materials)

➔ Team Guidelines (Protocol)

➔ Professional Accountability (Dated Action Plan)



We all play a role...



Crucial Elements

• A  facilitator “runs the board”

• The facilitator follows the six steps of 
the Meeting Mechanics process in a 
linear progression. 

• The facilitator will redirect 
participants when off track. 



Meeting Mechanics

Creates an environment in which people feel safe to 
express themselves and feel heard. 



 Meeting Mechanics
Develop and Protect the Idea

15     
mins

5 mins

5-8 mins

6 mins

6  mins

5 mins

Goal is to keep it at 45 
minutes or less.



Change to the Status Quo….

AKA barriers  

(Action Plan) 



Effective 
Teaming



First…make time to meet



Optimal Environment 

● All ideas are good ideas (they all get put up) best ideas go to Action Plan
● Talk to the board (avoids sidebars, etc.) 
● Easy to follow/stay on task when have a visual 



Guiding Principles



















Meeting 
Mechanics Process

























How do we address the barrier(s)?
(Hint: Not by doing this….) 





Make your 
team time 

count!



Everything is 
overwhelming 

all the 
time...but the 
show must go 

on!



Resources

START website - Teaming Resources Page

https://www.gvsu.edu/autismcenter/effective-teaming-and-meeting-mechanics-60.htm

Celeste Gentile 
Washtenaw ISD Teacher Consultant 

START Trainer

EMU PTL 

cgentile@emich.edu



Team Process 

Teams that utilize a data-based, collaborative, problem-solving 

format to address school-wide and individual student behavioral 

and academic problems are more effective and efficient at 

supporting students and have members who are more 

knowledgeable and accountable. 


