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[bookmark: _GoBack]Meeting Agenda Template

	MEETING AGENDA
	

	Date:
	Insert date here
	

	Time:
	Insert meeting time here
	

	Location:
	Insert meeting location here
	



	Topic:
	
	Attendees: 
	Insert attendees or group name

	
	
	Facilitator: 
	Insert facilitator's name

	Insert Meeting Topic Here
	Recorder: 
	Insert note taker's name

	
	Timekeeper: 
	Insert timekeeper's name

	
	Other Role(s): 
	Use if there are other roles

	Meeting Objectives:
	
	

	 Insert meeting objectives, one per bullet point

	To prepare for this meeting, please:

	Insert preparation instructions, one task per bullet point

	Materials we will use at the meeting:

 Insert names of documents & other resources to be used in meeting, one per bullet point

	Schedule [insert total number of minutes]

	Time
	Minutes
	Activity

	X:XX-X:XX
	X
	Welcome: Review meeting objectives and agenda

	
	
	

	X:XX-X:XX
	X
	Recap: Review activities and feedback from last meeting (if applicable)

	
	
	

	X:XX-X:XX
	X
	Topic name (protocol name, if applicable)

	
	
	

	X:XX-X:XX
	X
	Topic name (protocol name, if applicable)

	
	
	

	X:XX-X:XX
	X
	Next Steps: Agree on what participants will do after this meeting

	
	
	

	X:XX-X:XX
	X
	Plus/Delta Protocol: Assess what worked and what didn't in this meeting
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The Five Dysfunctions of a Team
By Patrick Lencioni

Instructions: Use the scale below to indicate how each statement applies to your team. It is important to evaluate the statements honestly and without over-thinking your answers.

3 = Usually
2 = Sometimes
1 = Rarely

_____ 1. Team members are passionate and unguarded in their discussion of issues.

_____ 4. Team members quickly and genuinely apologize to one another when they say or do something inappropriate or possibly damaging to the team.

_____ 6. Team members openly admit their weaknesses and mistakes.

_____ 7. Team meetings are compelling, and not boring.

_____ 10. During team meetings, the most important – and difficult – issues are put on the table to be resolved.

_____ 12. Team members know about one another’s personal lives and are comfortable discussing them.
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Scoring
Combine your scores for the preceding statement as indicated below.

	Dysfunction 1: Absence of Trust
	Dysfunction 2: Fear of Conflict

	Statement 4: ________
	Statement 1: ______

	Statement 6: ________
	Statement 7: ______

	Statement 12: _______
	Statement 10: _____

	Total: _______
	Total: _______

	
	



A score of 8 or 9 is a probable indication that the dysfunction is not a problem for your team.
A score of 6 or 7 indicates that the dysfunction could be a problem.

A score of 3 to 5 is probably an indication that the dysfunction needs to be addressed.

Regardless of your scores, it is important to keep in mind that every team needs constant work, because without it, even the best ones deviate toward dysfunction.
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	Resource
	Possible Uses
	Possible Obstacles
	Possible Modifications

	
	
	
	

	
	
	
	

	
	
	
	



	Next Steps:





Tired of working with meeting agendas and meeting minutes manually? Status.net is a modern solution to share regular updates and gather insights automatically. 

Status.net allows your team to share meeting summaries, discuss agendas, and send mass notifications, all with scheduled auto reminders. 

Click here to try it now for free.
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The FIVE Dysfunctiéh\s of a Team sy rarick Lencioni

Dysfunctions

Members of dzsfunctional teams ... and wazs’ to Overcame each one Members of trusting teams ...

nattention 10 Results

Stagnates/fails to grow

Rarely defeats competitors

Loses achievement-oriented employees

Encourages team members to focus on their own careers and
individual goals

o Iseasily distracted

Retains achievement-oriented employees

Minimizes individualistic behavior

Enjoys success and suffers failure acutely

Benefits from individuals who subjugate their own goals/interests for
the good of the team

©  Avoids distractions

Public declaration of resits

Results-Based rewards

Setting the tone for a focus &
from the leader

Avoidance of Accountability

Publication of goals and stand:
v Simple and regular progre
v Team rewards

©  Creates resentment among team members who have different standards
of performance
Encourages mediocrity
Misses deadlines and key deliverables
Places an undue burden on the team leader as the sole source of

Ensures that poor performers feel pressure to improve
Identifies potential problems quickly by questioning one another’s
approaches without hesitation

©  Establishes respect among team members who are held to the same
high standards

reviews

discipline v Ability of leader to allow the team to serve a3 ®  Avoids excessive bureaucracy around performance management and
the first and primary accountability corrective action
mechanism L
$\
Lackof Commitment

Creates ambiguity among the team about direction and priorities ;
Waches windows of opportunity close due to excessive analy:
unnecessary delay

Breeds lack of confidence and fear of failure
Revisits discussions and decisions again and again
Encourages second-guessing among team members

Creates clarity around direction and priorities

Aligns the entire team around common objectives
Develops an ability to learn from mistakes

Takes advantage of opportunities before competitors do

v Cascading Messaging

v Deadlines

¥ Contingency and Worst-case scenario analysis
v Low-risk exposure therapy
v

Ability of leader to not place too high of a

Fearof_Conflict

Have boring meetings
Create environments where back-channel politics an
thrive
Ignore controversial topics that are critical to team success

Fail to tap into all the opinions and perspectives of team members
Waste time and energy with posturing and interpérsonal risk
management

ersonal attacks

ct and exploit the ideas of all team members
e real problems quickly
mize politics

Mining for conflict
Real-Time Permission

Personality style and Behavioral Preference
tools

¥ Demonstration of restraint by leader when
people engage in conflict

ANENEN

©  Conceal their weaknesses and mistakes from one another Absence of Trust .
©  Hesitate to ask for help or provide construgtive feedback .
©  Hesitate to offer help outside their own agéas of responsibility . o .
®  Jump to conclusions about the intentiong and aptitudes of others 7 ?" °"€: fH':‘f’“e’_f;“""““ ®  Give one another the benefit of the doubt before arriving at a negative
without attempting to clarify them. S e conclusion.
— o v Personality and Behavioral Preference Profiles
Fail to recognize and tap inio one anoher’s skills and experiences. Y R e ©  Takerisks in offering feedback and assistance
©  Waste time and energy managing their behaviors for effect v Tams ”Z-:":; T";m"émwe ®  Appreciate and taj into one another’s skills and experiences
*  Hold grudges v perenteses 5, ®  Focus time and enérgy on important issues, not politi
®  Dread meetings and find reasons ¢'avoid spending time together Demonstration of vulnerability first by leader *  Offerand accept apalogies without hesitation
.

Look forward to meetings and other opportunities to work as a group
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