
Motivated and Loyal Employees Wanted 
(Part 3) Motivation through Meaningful Staff Meetings 
 
In the last two editions we talked about the promotion of self-motivation, about 
motivation through goal setting and about motivation through training.  
Most bosses don’t believe that motivation can also be enhanced through staff 
meetings. Do you also think that staff meetings are a waste of time? Unfortunately, 
this is often the case. But well planned and, consequently, well-conducted staff 
meetings can be the highlight of the week. 
 
Why staff meetings? 
 
Regular staff meetings are important for the exchange of information, for the 
motivation and training of the employees and to clear up misunderstandings. 
They should take place once or twice a week. The purpose is not to evaluate 
individual performance or to hold a meeting just because it has become routinely 
held. 
 
Which basic rules should you follow? 
 
Staff meetings should be held regularly and always at the same time. Many 
companies choose Monday mornings to talk about the tasks for the week. 
If you plan a meeting on a special subject, you should announce it in time so 
everybody can schedule accordingly. In this case, each employee should be invited 
individually and in writing. Your employees are individuals, so talk to them 
individually. Always start a meeting on time. Don’t punish those who are on time by 
waiting for those who are late. Don’t wait! Close the door and begin the meeting. 
Don’t let anything interrupt you. Latecomers should go back to work and wait until 
the break, if there is a break. Soon you will have the latecomers under control. A 
meeting should not take longer than 90 minutes, 45 minutes is better. Remember, 
less is often more! When there are many topics to discuss, you should prepare an 
agenda and distribute it at the beginning of the meeting. You should have all 
materials you need for the meeting at hand before you close the door.  
Do not allow people into the meeting without having been introduced. If a new staff 
member attends a meeting for the first time, you should introduce him and possibly 
have the others say a few words about themselves.  
Limit the discussion to a minimum. If a subject requires too much time, you should 
call a separate meeting with only the associates who are involved. 
Never criticise individuals in a meeting. This should be done in your office. Schedule 
an appointment if you need to talk to somebody in private. 
End the meetings on time. Postpone the topics that could not be covered to the 
next meeting or call a separate meeting. This will allow you to optimise your 
planning and to stick to your time scheduling. 
Always start and end a meeting with a positive comment, if possible. 
 



Topics for separate meetings   
 
New products or problems with customers or products could be topics for a 
separate meeting. In each meeting the employees should have the opportunity to 
talk about news, improvements and changes. Let them know that they have two 
minutes and that they need to have their material at hand. Somebody with technical 
problems can benefit from the knowledge of the other associates. In a meeting all of 
your staff’s competence is gathered in one room. Let your employees talk about a 
problem and find a solution together. It is much more effective letting them find the 
solution together rather than having you provide the solution. Make sure that the 
person who introduces the problem is well prepared and that he is able to present 
the essence of the problem within a few minutes.  
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