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Whether it’s 10 people in the meeting room, a couple of 
people meeting for coffee or 100 people attending a con-
ference, groups come together regularly all over the world 
to share information and make decisions.

Meetings are a constantly changing and living thing, a collection and 
connection of humans connecting through content and process.

And every meeting, no matter how big or how small, has the 
potential to be truly dynamic, and a valuable interaction of human 
minds. 

The possibilities for creativity and moving an organisation forward 
are endless, yet more often than not we persist in putting ourselves 
into rigid straitjackets of endless agendas, boring monologues, and 
tedious PowerPoint presentations. People have stopped talking to 
and with each other, so creativity is stifled, conversations go around 
in circles, and valuable resources are wasted. 

At TFP, we are committed to creating a community around having 
more purposeful meetings, so we’ve created a tool called the Meet-
ing Kaleidoscope©, that reflects the dynamic and shifting nature of 
working with people. It’s a way of seeing meetings through a new 
lens and helps you focus on the 4 most important elements to make 
your meetings great.

TFP Meeting Kaleidoscope©
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Meetings can be frustrating. People arrive late, talk over each other, it goes on too long, goes 
around in circles, or ends without a good decision. The list goes on. While it’s tempting to join 
the voices who grumble about these frustrations, you can choose to do something different 
instead.

The TFP Meeting Kaleidoscope© is a tool to make meetings better. It reflects the dynamic and shifting na-
ture of working with people in real-time, online and in person.

TFP Meeting Kaleidoscope©

This tool can support you to:

Sharpen your perspective on meetings 

See meetings through a new lens 

Be more intentional about your meeting’s 
purpose 

Understand your own responsibility and 
impact in meetings alongside others 

Be smart about the way you put meetings 
together 

Make choices about information sharing
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Why a kaleidoscope? 
Consider the genius of this toy......

A kaleidoscope is an optical instrument with small pieces of coloured 
glass contained at the end of a tube, with three rectangular mirrors in 
front of them that forms an equilateral triangle. When the tube is 
rotated, the viewer can see the beautiful and continually changing 
symmetrical forms created by the coloured glass reflected in the 
mirrors. 

All it takes is a small twist at the end of the kaleidoscope to adjust and 
change the pattern. The viewer decides when to twist it and whether 
to make small or large twists. Our model operates in the same way 
as a real kaleidoscope – only, this time, instead of coloured glass, this 
magical tube comprises the four big areas to focus on if you are 
serious about having meetings that achieve and deliver every time.

The TFP Meeting 
Kaleidoscope© can 
help you see what’s 
really going on in a 
meeting so that you 
can improve, refine and 
focus it - making it 
better and fit for 
purpose.
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The Big Four

Over the following pages explore we explore each...
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Our Meeting Kaleidoscope uses the lens to 
separate, see, and understand the barrage of 
sensory information before, during and after
meetings. 

By looking at each component part separately, it 
will give you a clear view of what’s going on and 
help you structure your meeting to get the most 
out of it. 

Our Meetings Kaleidoscope begins with Purpose 
and is supported and balanced with the elements 
of Content, People, and Process.  

It can serve as a checklist. For example, do I have 
too much or too little content? Smooth or lumpy 
process? What are the levels of engagement like? 
Does the meeting have a clear focus? Is it serving 
the overall purpose?
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A well-intentioned agenda or conversation won’t amount to anything if its original goal 
isn’t clear.

Whether you chair or facilitate a meeting, it is essential to keep the purpose at the core of any meeting 
and to make sure the way you structure it, engage the group and your content all keep coming back to 
this. 

Purpose

There are three things to consider here:

Having a clear purpose will not only focus the beginning of 
your meeting, but will also help the group keep discussion 
on track. 

You should be able to make an explicit link between the 
purpose of your meeting and overall business or project 
goals. 

Every agenda item should serve the meeting’s purpose.

Without a 
clear, stated 
purpose, any 
meeting, no 
matter how 
large or small 
will be aimless.
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People are the most important resource of all and without them a meeting would not be 
possible.

There are good meetings and bad meetings, yet a meeting isn’t a thing, and it doesn’t exist without the 
people in it. It’s the people who make meetings good or bad, but the meeting still gets the blame. All of 
that wasted time, money, and energy boils down to a lack of knowledge about how to lead and 
participate in valuable, satisfying, and fulfilling meetings.

People

Be crystal clear about:

Why you’re bringing people together 

What they need to discuss 

How best to have discussions 

Then look at the people you want to engage and create space for 

Ask: 
“How can I 
make the most 
of every brain 
in the room?”
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Here, focus on the information being shared, exchanged and discussed in the meeting.

Content encompasses a wide range of elements such as facts, opinions, data, emotions, knowledge, 
feedback, research, projections, and scenarios. However, in many cases, content is condensed and 
modified to fit into a PowerPoint presentation. The accompanying narrative may contain valuable in-
sights, but these often get lost when spoken, leaving only the words on each slide, which only capture 
a fraction of the original meaning. 

On the other hand, sometimes too much information is crammed onto a slide, using a small font size 
of 8, making it difficult to effectively absorb the information and engage in meaningful discussions or 
decision-making.

Content

There are two things to consider here:

Think about content as an exchange of knowledge. The 
goal should be to share knowledge so the whole pot of 
knowledge grows and decisions can be based on insight 
and understanding. 

Get the balance right. Too much information clogs up the 
system, slows down discussion and can leave some people 
behind. Whereas too little information results in a loss of 
insight, understanding and opportunity.

Your content 
needs to be 
engaging and 
leave your 
group with 
lasting 
knowledge. 
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Process is the way that people engage with each other, and the content within a meeting. 

A good, engaging process is the golden key that will unlock your meetings and ensure that they achieve 
and deliver every time. So, stop using timed lists and start using an engaging process instead.

Process

The trick to a well-designed process for a meeting is to:

Decide on the big, overarching structure of the meeting. 
Consider using the G.R.O.W. / Today-Forward / Future-Back 
analogies to structure your meetings

Focus on a goal for each conversation. I.e. An agreement, five 
big ideas, or making a plan 

Decide how to get people involved in the meeting discussions 

Consider people’s styles and preferences so the process works 
with their learning styles

A good process 
is the big 
enabler that 
is often 
overlooked.
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Now you know the components to create purposeful, dynamic meetings with our Big 
Four, but you’ve also learned how to spot what’s going on in a meeting through the lens 
of the Meeting Kaleidoscope©. 

We know that meetings are constantly changing beings and entities, so not only will this structure set 
you up for success, but it will give you the tools to be fluid and help you to make adjustments (twist 
the kaleidoscope) to find the sweet spot where all of the components come together in service of the 
group, it’s purpose, and the meeting result.

Here are some resources for you to explore:

The Meeting Book
Helen Chapman

Buy

Stop ‘Going to Meetings’
Webinar

Watch

Stop ‘Going to Meetings’
Sketchnote

Download
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Wishing you every 
success for your next 
meeting

The Facilitation Partnership Limited

If you’d like to talk,contact us here

Or email: enquiries@thefacilitationpartnership.com
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