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Meetings can be a valuable tool for collaboration and  
communication in an organisation, but they can also be a major  

source of frustration and time-wasting 
 

Too many meetings can lead to decreased productivity, increased stress, and a negative impact on 
employee morale. In this article, we'll explore some strategies for reducing the number of meetings in 
your organisation, without sacrificing the benefits of collaboration and communication. 
 
1. Assess the need for each meeting: The first step in reducing the number of meetings in your 
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organisation is to assess the need for each one. Are all of the meetings on your calendar necessary?  
 
Are there any that could be eliminated or consolidated? By carefully evaluating each meeting, you 
can identify areas where you can reduce the number of meetings without compromising 
productivity. 
 

2. Limit meeting attendance: Another way to reduce the number of meetings in your organisation is to 
limit attendance. Only invite people who are essential to the meeting's purpose, and avoid inviting 
those who don't need to be there. By limiting attendance, you can reduce the number of meetings 
and minimize interruptions to people's work. 

 
3. Shorten meeting duration: Meetings can often go on for too long, which can lead to decreased 

productivity and employee frustration. By shortening the duration of meetings, you can reduce the 
time people spend in meetings and free up more time for other work. Consider setting a time limit for 
each meeting and stick to it. 
 

 
 

4. Encourage alternative forms of communication: Meetings are not the only way to communicate and 
collaborate. Encourage your employees to use alternative forms of communication, such as email, 
instant messaging, or project management software. These tools can be just as effective as meetings 
and can help to reduce the number of meetings needed. 

 
5. Schedule "meeting-free" time: To help employees focus on their work, consider scheduling "meeting-

free" time blocks throughout the day or week. During these blocks, no meetings are allowed, and 
employees can focus on their individual tasks without interruptions. This can be an effective way to 
increase productivity and reduce the need for meetings. 

 
 

To sum up, meetings serve as a crucial aspect of fostering collaboration and 
communication within an organisation. However, they can also become a 

significant cause of frustration and unproductive use of time. 
 
By assessing the need for each meeting, limiting attendance, shortening meeting duration, encouraging 
alternative forms of communication, and scheduling "meeting-free" time, you can reduce the number 
of meetings in your organisation and increase productivity.  
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If we can help you, reach out for a no obligation chat to Jo Hands on 0459826221, or 
jo.hands@whiteark.com.au 

 

 
Remember, productivity is not about how many meetings you have, but rather about how effectively 
you use your time and energy to achieve your goals.work done, even when you feel too busy. 

 
 
 

 
 

 

 

 

https://www.linkedin.com/in/jo-hands/

