
 

 

Manager toolkit: Get the best from introverts with ‘silent 
meetings’  
 
It can be hard to get different personalities to interact and feel included when you 

have a team meeting. They can often end up being dominated by the more 

outspoken team members and time can be wasted during the meeting whilst the 

team get up to speed.  

Silent meetings are a great option if the aim of your meeting is to generate 

ideas or solve a problem / challenge as it: 

• Gives time for reading and understanding information in advance of having a 

discussion. 

• Promotes an environment where everyone is more likely to come prepared 

having had the same shared reading material.  

• Gives everyone gets a chance to voice their opinion and it helps move the 

focus from passive slide decks to actual action.  

• Allows the quieter people to have some time and space to reflect, share their 

thoughts and opinions.  

Here are some tips to help you start your ‘silent meeting’:  

  

• Provide the context: Before kick starting any new practices, it’s best to get 
buy-in by explaining the ‘why’ behind the change. What’s your reason for 
trying silent meetings – e.g. you want to provide an opportunity to everyone 
on the team to express their ideas, you want to cut down the duration of 
meetings, you want people to come prepared for a meeting, so the time spent 
together is more productive? Whatever your reason, make sure you 
communicate it clearly.  

• Structure your silent meeting: While there are a few options around how 
you could structure a silent meeting, what works best for you might be very 
different from what works for another organisation or for another team within 
your own organisation. Discuss with your team and agree on the meeting 
format- will pre-reading material be circulated before the meeting or will 
material be provided at the start of the meeting, how long will you be silent at 
the meeting, how will you capture everyone’s comments-will you use a shared 
Box folder, who will facilitate (how about considering a rotating facilitator), how 
you will vote on ideas to decide the next course of action? This doesn’t have 
to be set in stone. After trying a few variations you’ll find the format that works 
best for you. 

• The shared doc: This is where all the action will happen, so it needs to be 
comprehensive and laid out in way that is engaging and asking the right 
questions. The aim is to provide silent time for participants to read the 
document and add in their thoughts and ideas independently. Once everyone 
has had a chance to comment on all the relevant bits, it’s time to move on to 
the next stage of the meeting.  



 

• Clustering ideas: The facilitator (or someone nominated) quickly groups 
ideas into clusters so similar themes are grouped together.  

• Vote on ideas: A great way to do this would be to continue to use the shared 
document to vote so it’s clearly and quickly visible as to what the winning 
solutions are. If there isn’t a clear majority, then have a view on how things 
will move forward.   

• Add in actions: As the meeting progresses update the document with actions 
as you go.  

• Discussion: Silent meetings don’t need to be completely silent! To ease your 
team into it, you can provide the silent time at the beginning of the meeting to 
read and generate ideas in silence. After this stage you can move into a vocal 
discussion where participants put their ideas and comments onto post its on a 
white board.  

• Not every meeting should be a silent meeting: There are certain times 
when a silent meeting isn’t the best option- for instance if you are trying to 
build group rapport, or you are trying to inspire your team which may instead 
require good storytelling. So use your judgment.  

• Get everyone participating: It’s the facilitators responsibility to ensure that 
everyone attending the meeting is commenting and engaging in the meeting. 
One of the main advantages to having this type of meeting is to make it 
inclusive so everyone feels comfortable with participating. If you feel someone 
needs additional support, make sure to ask them how the format of the 
meeting can be tweaked to help them.  

• Follow-up: As with every decision-making meeting, make sure you send a 
recap of the takeaways and key results discussed and agreed upon at the 
meeting. This way everyone is clear on what’s been accomplished and what 
the actions are for each of them.  

 
For more tips to enhance your meetings go to  Resources for leading effective 
meetings or enrol on the Leading Effective Meetings elearning via Blackboard. 
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