Handout 2 – Jigsaw Activity


The Meeting Agenda

A meeting agenda is essential for an effective meeting. Just as a road map is needed to guide you to your ultimate destination, the meeting agenda is a map to help the group reach their desired outcomes.  

A basic meeting agenda needs these elements:

· What will be covered (the content) and how it will be covered (the process) at the meeting

· Total meeting time

· Beginning and ending times

· Minutes allotted to each process (e.g. brainstorming, lunch break)

Many meeting agendas also include:

· Name of person responsible for leading a process

· Space to check off each process as it is completed

The meeting agenda should be written on large paper and posted. This helps the group see if the meeting is heading in the “right direction” and helps the facilitator keep track of time and where they are in the meeting.

Different styles of meeting agendas may be used and several styles are shown below. 

Table Agenda
	What
	How (process)
	Who
	Time

	Introductions
	Everyone gives his/her name
	Everyone
	9 – 9:15 AM

(15 min)

	Get acquainted
	“Do you know your neighbor” icebreaker
	John leads
	9:15 – 9:30

(15 min)

	Generate ideas
	Brainstorm
	Jill leads
	9:30- 9:50

(20 min)


List Agenda
9:00 -9:15 (15 min) Introductions (Everyone)


9:15- 9:30 (15 min) Icebreaker (John leads)

9:30-9:50 (20 min) Brainstorm (Jill leads) 
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