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How to get yourself out of meetings.. And add
valuable hours back to your week.

If you're like me, you probably have
more than one meeting on your
weekly or monthly calendar that you
dread going to. The worst part is that
you're not sure why you even
continue to go. Most likely, you got
invited to the meeting a long time
ago when you were very needed, and
you've been trapped into attending
ever since--even when you know you
have far more valuable things you
could be doing with your time. The
truth is, you're not even needed in
the meeting anymore.
The good news is, there's an
effective way to get out of that
meeting and add some extra
hours to your schedule as a result.
The Niceness Trap
The reason so many of us find
ourselves trapped in meetings we
don't want to be in comes down
to the fact that we don't want to
offend anyone. But there's a real
cost to being nice. We wind up
wasting hours of our life going to
meetings we don't need to be at.

Here's how you can navigate that
trap.
Mission-Critical Only
The first step you need to take is
to evaluate the meetings you
attend and make an objective
analysis about the ones you are
truly mission-critical to. Do you
find yourself going to a regular
update meeting? Not missioncritical. What about a meeting
where you can just read the
minutes to get all the information
you need? Not mission-critical. If
you're dealing with meetings
where you are regularly asked to
make decisions on the big
objectives for the company,
then yes, mission-critical.
Make your list and then circle all
the ones that aren't missioncritical to prepare yourself for the
next step.
Communicate One-On-One
Once you have identified the
meetings you want to excuse
yourself from, schedule some
private conversations with the
leaders and organizers of those

This is an especially difficult trap
when you're a leader and other
people want or even expect, you
to attend. By choosing not to go,
you risk creating the perception
among other attendees that the
meeting isn't important.
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meetings to communicate with
them that you no longer want to
attend the meeting--while also
explaining why. The key is to
communicate that you still value
the need for the meeting and that
you trust this leader to continue
moving forward. You also need to
make it clear that you remain
available to attend the meeting in
the future on an ad-hoc basis
when needed. Give them the
chance to save face. The goal
should be to empower this leader
and let them know you fully trust
them, and that you are simply
making a call to free your time up
for something even more valuable
to the business.
Group Communications
Once you have established your
exit plan with the leader of the
meeting, your last step is to do
something similar with the other
attendees. Again, what you want
to avoid is sending the message
that this meeting isn't important.
You can do that by sending the
clear message in your final
appearance at the meeting about
why you're not attending the
meeting going forward, that you
truly appreciate all the work that
everyone is doing, and that the
meeting itself remains important
to continue.
You should also convey that the
leader of the meeting has your full
trust and authority and that they
speak for you when the meeting is
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in session. Again, make it clear
that just because you're not going
to be at the next meeting, that
doesn't diminish the value of
attendance for everyone else.
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Stop Meeting Now
I know it might be difficult to
imagine what life might be like if
you stopped going to all those
meetings you don't think you need
to be at every week. Where could
you invest the free time?
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So, try and experiment and pick one
meeting you have this week and try
this technique. See if you can get an
hour or two of time back that you
can then invest in some other aspect
of your business. If that goes well,
try it again.

Some images in this publication are taken
from Creative Commons – such images may
be subject to copyright. Creative Commons is
a non-profit organisation that enables the
sharing and use of creativity and knowledge
through free legal tools.

Trust me, when all is said and
done, you'll thank me later when
you recognize how much time
you have won back for yourself.
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