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Use this checklist to reflect on how your team is showing up in meetings.

Refer to the statements below to assess recent meeting experiences. Once scores are tallied, use
the guide to gauge overall effectiveness.

1 — Almost Never

2 — Infrequently

3 — Sometimes

4 — Most of the Time

5 — Almost Always

Why use this tool?

It helps leaders and their teams identify what’s working, where habits may be slipping, and where
small shifts can make meetings more purposeful, engaging, and productive.

Tip: Complete this with your team. Discuss your findings, choose one area to improve together
and check back in after a few weeks.
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The Meeting Effectiveness Checklist

Everyone in the meeting
1 understands the purpose
(why they are there).

The purpose of the meeting is unclear,
and participants don’t know why
they’re there.

Only those with a clear role or
2 contribution to make are
included.

People are invited who don’t have a
clear role or contribution.

All participants actively
contribute to the discussion.

A few voices dominate while others
stay silent or disengaged.

The meeting leader invites
4 others to speak before
sharing their own view.

The meeting leader usually shares their
view before asking for input or doesn’t
ask at all.

Participants show genuine
5 interest in each other’s
perspectives.

Participants show little curiosity about
each other’s perspectives.

Difficult and uncomfortable
6 topics are raised and worked
through.

Difficult and uncomfortable topics are
avoided or glossed over.

When the discussion goes off
7 track, someone respectfully
helps refocus the group.

When the discussion goes off track, no
one steps in to bring focus back.
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Technology (e.g., agendas,

3 collaborative tools) is used to
enhance not distract from our
meetings.

Technology often distracts more than it
helps (e.g., side chats, phone
distractions).

By the end of the meeting,
9 | everyone knows who is doing
what and by when.

Everyone leaves meetings without clear
actions, or deadlines.

It’s typical for everyone to
10 | speak up and share their
views

Many participants don’t speak up or
feel comfortable contributing.

Total Score:
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Results & Insights

‘ 40-50: High-Quality Dialogue

Your team discussions are productive and people-centered. You're fostering a culture of
collaboration, ownership, and agility.

25-39: Some Gaps in Dialogue

There’s potential to make discussions more engaging and impactful. Improving how you and your
team speaks and listens, boosts morale, reduces misunderstandings, and accelerates progress.

. Below 25: Warning Signs

Dialogue feels one-sided, unclear, or tense. Your team’s performance is likely suffering.
Small changes in how you facilitate discussions can have a powerful impact on retention
and results.

Want to take it even further? Let’s explore how to embed more actions that foster effective
meetings.

©2025 SparkWorks Leadership and Coaching Inc
The Meeting Effectiveness Checklist



	Use this checklist to reflect on how your team is showing up in meetings.
	Refer to the statements below to assess recent meeting experiences. Once scores are tallied, use the guide to gauge overall effectiveness.
	It helps leaders and their teams identify what’s working, where habits may be slipping, and where small shifts can make meetings more purposeful, engaging, and productive.
	40–50: High-Quality Dialogue
	25–39: Some Gaps in Dialogue
	Below 25: Warning Signs



