
WHAT TYPE OF MEETING ARE YOU HOSTING?

Information 
Sharing

Decision 
Making

Problem 
Solving Innovation

To provide / share 
information with 
attendees. e.g., 
TUSA monthly 

meetings

To find a solution to a 
problem or challenge, 
create future plans /  

strategies e.g. TUSA retreat 
/  strategy workshops

To develop new 
ideas, approaches, 

methods or products 
/ services e.g., 

Design Thinking - 
Freshie Bag scheme

Facilitated by a 
lead or chair, with 
the aim to have a 

decision or 
commitment to 
action eg. new 
project, service 

pathway,  
recruitment 

Status 
Update

Team 
Building

Commonly used to share 
operational news, 

changes, progress on 
projects, next steps  e.g. 
Work in Progress (WIP) 

meetings

To build trust and communication, 
share experiences in teams to 

improve efficiency and cohesion 
e.g., People Insights and 90 day 

plans /  TUSA Retreat

These meetings can be 
tedious, if too much 
information is shared. 

-Pre-share key information
- Ask for feedback
- Engage in active listening
- Provide channels for questions 
+ conversation 

These meetings often lead 
to decision making 
meetings to evaluate the 
viability of the solution.

Clearly define what the 
problem to be solved is + key 
criteria for the solution!

Short and to the point, 
often held whilst standing, 
or with a tight timeframe.

Disengaged and / or work conflict 
can create challenges in team 
building. Misalignment and 
miscommunication being the key 
contributors to team conflict.

The success of these 
meetings rely on the 
collective contributions of 
the attendees.

Incomplete information 
and narrow perspectives 
will make decision making 
difficult. 

-Participants need to have a 
concise summary of where 
they're at. 
- Progress on current projects, 
pose questions for further 
information
- Highlight need for problem 
solving, innovation, and/ or 
decision making

-Give participants permission to 
think big, throw ideas around
- Take notes of everything put 
forward, regardless of how crazy 
(these ideas often inspire robust 
conversation)
- Follow through with concrete 
actions linked with goals /  
outcomes (and deadlines) for 
individuals /  teams.

How do you come to a decision?
- Gather and share relevant information
- Brainstorm solutions (or draw on solutions 
from Problem Solving /  Innovation meetings
- Evalutate options based on criteria and 
rank preferences
- Gather consensus to make a decision
- Create actions with deadline and nominate 
responsible party/ parties to carry out.
- Follow up with a Status Update meeting!

A combination of fun activities 
and conversations that allow for 
relationship development led 
by a facilitator /  leader.
- Identify what to focus on 
- Include everyone 
- Make it important (prioritise)
- Celebrate team successes
- Make it fun + engaging
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