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Situational Factors for Meetings

The table below was adapted from the book, Designing Effective Teaching and Significant Learning. The table is used for designing effective meetings as it will help you plan the thinking involved with purposes for establishing a series of meetings. 

Identify and describe the situational factors in the follow categories that will impact the meetings. Knowing the factors will help you plan for meetings that are effective and efficient.

	Situational Factors
	Your Meeting’s Situational Description

	Specific Context of Situation
· Group size attending the meetings
· Level of meeting attendee expertise: introductory, intermediate, advanced, or a mix 
· Meeting time and frequency
· Delivery: In-person or online
· Physical meeting room conditions
· Technology requirements
	

	Expectations of Others
· Administration
· Department leaders, managers, staff.
· Organization
· Clients/customers
	

	Nature of the Content
· Employee perception
· Leadership perception
· Client/customer perception
· Important changes in processes, products, or services
	

	Characteristics of Employees
· Attitudes toward content
· Novice, advanced or expert
· Age or experience level
· Prior learning/experience foundation
· Introverts/extroverts/ambiverts
· Willingness to change 
	

	Characteristics of Leaders/Managers
· Philosophy of leadership
· Attitude towards content
· Perception of employees, clients, customers
· Experience in change management
· Introverts/extroverts/ambiverts
· Leadership strengths or challenges
· Experience in meeting facilitation
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