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Effective meeting guidelines
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· Start and finish on time.
· Use signalling when you want to speak.
· Only one person speaks at once.
· Do not interrupt.
· Listen.
· Stick to the purpose of the meeting.
· ‘But’ shuts down conversations; ‘and’ opens them up.
· Without giving up things you believe in, look for where you agree.
· Explain why you think and feel like you do.
· Welcome the ideas of others, do not critique them too early

· Leave baggage at the door, be open minded.

· Speak for yourself and not others.

· Encourage everyone to contribute.

· Respect other people’s views
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