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YMA Meeting Etiquette - Guideline
Responsible Office:		YMA HR & Staff Operations 
Policy Sponsor:		Helena Adams and Katherine Wilcox (Current HR Business Partners)
Effective Date:			08/02/2018

Scope

The following guideline is applicable to all M&P and C&T Staff reporting into Yale Medicine Administration (YMA). 

Guideline Purpose
The purpose of the following document is to provide an outline of meeting etiquette guidelines for YMA Staff. 
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1. Be punctual and attend the entire meeting. If you are late, proceed quietly and with the least amount of interruption when taking your seat. Do not expect the organizer to pause and recap or for others to fill you in during the meeting. If you must leave early, let the other participants know at the beginning of the meeting. Take a seat that will allow you to leave in a manner that is unobtrusive to the meeting.
2. Be prepared. The organizer of the meeting should have a set agenda that is shared well in advance and keep the meeting on task. Participants should come prepared by familiarizing themselves with the objectives of the meeting and by having all assignments complete. Follow through on your assigned action items after the meeting.
3. Be present. Be attentive and engaged. Don’t have conversations with your neighbors, take your discussion outside if it cannot wait. Mute electronics, do not take calls, text or check emails. 
4. Be professional. Be polite and respectful. Have a positive attitude and body language—sit up, look others in the eye, and smile. Demonstrate your knowledge and understanding. Do not belittle others. Don’t distract others by tapping a pen or drumming your fingers. These actions make you appear nervous or bored, neither of which are good for your image.
5. Don’t interrupt. Don’t interrupt other speakers, even if you strongly disagree with their comments. Wait your turn for the full conclusion of that individual’s input and the response from the speaker. Personal criticism is not permitted.
6. Actively listen. Pay attention to the speaker and the questions of the other participants so that your questions or comments do not repeat what was already covered. Be an active participant so you can have a productive meeting. 
7. Be brief and relevant. Say what you need to say in as few words as necessary. Don’t repeat yourself or give unnecessary information. If the meeting goes off-topic, suggest that unrelated matters be addressed at another time.
8. Questions. Keep your questions simple, direct, and brief. If asking a question will interrupt the flow of the meeting, write it down to ask at a more appropriate point. Consider if the question has the word “I” in it. Who will benefit from the answer? If it’s just about you, save it and track down the right person after the meeting.
9. Issue resolution. A strong resolution focuses on moving forward and preventing problems from recurring, not assigning blame or punishing others. If the meeting prompts discussion of problems, be prepared to contribute solution ideas. 
10. Confidentiality. Treat meeting information as confidential, unless indicated otherwise. Do not discuss meeting details with individuals outside of the discussion participants.

Special Situations & Exceptions
[bookmark: _Hlk497987165][bookmark: _Hlk197524340]Exceptions to this policy must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to Helena.adams@Yale.edu and k.wilcox@yale.edu	
Roles & Responsibilities
[bookmark: _Hlk197523885]Department Manager/ Designated Supervisor
· Ensure each employee is following these etiquette guidelines. 
Contact Information 
· Helena Adams, HR Business Partner  Helena.adams@yale.edu
· Katherine Wilcox, HR Business Partner K.wilcox@yale.edu
Related Information
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https://www.mykta.com/meeting-etiquette-25-tips/
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