
 

Tem
plate – Your M

ee/ng Audit 
The follow

ing tem
plate m

ight be useful to reflect on the range of m
ee6ngs you are involved in. It is based on the w

ork of Dr. Steven Rogelberg
1 and the Changing Academ

ic 
Life

2 podcast episode w
ith him

. Feel free to change it to w
hatever w

ould be m
ost useful for conduc6ng an audit on your m

ee6ng experiences.  
  M

eeting 
Purpose 

W
ho 

Frequency 
Duration 

W
hat w

orks w
ell 

W
hat is challenging 

Anything else 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
1 https://w

w
w

.stevenrogelberg.com
 

2 https://w
w

w
.changingacadem

iclife.com
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O

verall Reflec+ons, especially w
ith a view

 to inclusive effec+ve m
ee+ngs: 

 
W

hat m
eetings are currently w

orking w
ell? W

hy? W
hat specific things are you doing to m

ake that happen? 
   W

hat m
eetings are not w

orking w
ell? W

hy? 
   W

hat m
eetings could you stop having? Or start having? Or do a different w

ay? 
   W

hat w
ill be your next step? E.g., To gather feedback? Have a m

eeting about your m
eetings? A sm

all experim
ent you could try?  

   


