Meeting Attendance Insurance Protocols
The following meeting attendance insurance structure was established by students in the Scottsdale, Arizona Managing Multiple Projects course of November 2010.  Their goal was to generate steps to ensure that participants would arrive (and arrive on time) for meetings relating to the multiple projects under their control. 

The process is to set up ground rules, get team buy-in and enforce the ground rules relating to the following meeting performance issues.

1. Establish clear start and end times for meetings with announcements on those parameters at the beginning of each meeting. 
2. Establish punitive actions for being late, and remind participants of the rules by identifying those sanctions in an attachment to the meeting agenda when it goes out.  (e.g., late participants must contribute to the “cookie fund”, or late participants become responsible to take minutes). 

3. Participants who must be late will call or text the facilitator prior to the beginning of the meeting.

a. If they are late, they will not ask the facilitator to review/repeat covered data.  Instead, they will be afforded the opportunity to review missed information after the meeting is over. 

b. In order to accommodate conventional meeting timing challenges, meetings will start at five minutes after the hour, and will terminate no later than ten minutes prior to the hour
These simple steps should lead to greater meeting efficacy, clearer meeting expectations and higher participant buy-in, if they are enforced. 

