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C H E C K L I S T  F O R  E X C E P T I O N A L  M E E T I N G S  
 

Creating a strong container: 
Clear and accepted boundaries establish a safe and inviting space. 

 
c Co-Convener: Choosing a co-convener allows for interplay and creativity. 

 

c Timing: Start on time and end on time. Punctuality is a sign of respect and that 

you take them seriously. You might choose someone to help you keep time. 
 

c Requesting permission to convene: Who is leading the meeting? Know who 

is convening and request for permission from the assembled to do so, especially if 

it is a shared or co-led event. This may seem a redundant request, however clarity 

on leadership helps a great deal in creating a safe container.  
 

c Confidentiality: Pay attention to when confidentiality is appropriate and ask for 

agreement from everyone when this is the case. i.e. Whatever is said here, stays 

within this group. Share your experience but not that of anyone else by name 

without permission.  
 

c Levity: Humor and not taking ourselves too seriously is always a good idea. 
 

c Observing cultural norms: Make clear the cultural norms you will be observing, 

or not. (e.g. In this meeting we will use first names.) 
 

c Electronic media: Call attention to the presence of electronic media and its role 

in the meeting. In live space, you may request phones and texting either be 

muted or disabled. In virtual space ask for people to disable other media.  
 

c Brevity: We prepare for this by asking all participants to listen and speak from 

the heart, hold the space for differences, and seek sincerity and brevity in their 

own remarks.  
 

c Participation: Design for full participation. How do people know how to 

contribute?  

Invite people to lead segments or transitions. 

Look for those who have yet to speak or usually don’t participate. (“Now we’d like 

to invite people who have yet to speak to have a turn.” 

 


