Conducting a Lean Meeting
Before the meeting, prepare the members (as few as possible to represent the parties involved with the issue) that the group will be using a new meeting approach and will focus primarily on one topic. Be sure there is a whiteboard or flipchart and markers available.

Using principles of Lean healthcare, a meeting leader conducts a meeting using the following format:

1. Identify a meeting leader (who understand the Lean processes)

2. Introduce meeting attendees (representing the parties affected by the process/problem)

3. Define the process of a Lean meeting and proceed with the meeting

4. Define a single issue on which to focus 

a. Assign the responsibility of drawing on the board to one member, have another member draw a paper copy as you progress

5. Determine, with the group, how the work happens now 

a. Assigned person draws process on the whiteboard

6. Determine the problems 

a. Go around the table and have each of the affected parties include their concerns and add where they occur on the drawing as storm clouds  

7. Analyze those problems to determine the root cause

a. Ask 5 Whys? of each problem

8. Determine and draw a target condition on which each affected party agrees

9. Come to consensus on countermeasures

    10.  Create a realistic implementation plan and assign accountability for tasks

a. What’s going to happen?

b. Who will do it?

c. When will it be complete?

d. What’s the expected outcome of each task?

11.  Establish date/time/place to reconvene and report results of the implementation plan

12.  Design a test of the plan

13.  Gain approval of implementation plan and test

14.  Use the current condition, target condition, implementation plan and test as minutes of the meeting 

a. Distribute.

15. Conduct the test

16. Meet again to report results to the group and to accept or redesign the plan

17. If satisfied…IMPLEMENT the plan

18. Schedule and conduct a follow-up review 
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