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Meeting Gestures & Roles

Tool

Type of tool : practical guide

Created by : ULB Engagée

Targeted audience : organisation

Full original toolbox (french) : 
https://engagee.ulb.be/boite-a-outils/

DESCRIPTION

This tool outlines the various roles and hand signals 
that help facilitate smooth and efficient meetings.

https://engagee.ulb.be/boite-a-outils/
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Team/Board Meetings

Different Roles
1. Opening the Session

A person starts the meeting with a brief moment of calm: one minute of silence, breathing 
exercises, relaxation stretches, etc.

2. Timekeeper

This person manages time based on the agenda. Time is pre-assessed and respected 
throughout the meeting.

3. Chairperson

Opens and closes the meeting. Summarizes past decisions and rules, manages the 
speaking turns, facilitates the debate, and summarizes the decisions taken.

4. Secretary

Takes notes during the meeting so everyone leaves with key decisions and follow-up 
points.

Different Meeting Phases
1. Meeting

The agenda is written by Sophie and/or enriched by the team in the week prior using 
revision tools.

2. Opening the Meeting

A minute of silence (or a moment of calm) helps participants focus and be present.

3. Check-in Round: “I’m okay / I’m not okay”

Each participant says whether they’re doing okay or not. Eye contact passes the speaking 
turn. A second round allows brief elaborations.

4. Agenda & Timing

The chair presents the agenda and time allotted to each topic.

5. Starting the Meeting

Each topic is addressed using meeting gestures. The timekeeper ensures timing is 
respected, using the 'Too long' gesture if needed. The secretary records important 
decisions and responses.

6. Proposals & Suggestions

To close the meeting, participants can make proposals: events, announcements, etc.
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Meeting Gestures
Meeting or assembly gestures (also known as Occupy movement hand signals) enhance 
nonverbal communication, especially in large groups.
There are two gesture types: Requests and Reactions.

Requests
 Request to Speak: Raise a hand.
 Quick Clarification: Raise both index fingers or make a “P” with both hands.
 Re-center Discussion: Make a triangle with hands or arms. Indicates a need to refocus 

the discussion or calm the group.
 Clarification Request: Make a “C” with the hand. Used when something is unclear, 

especially before decision-making.
 Technical Point: Form a “T” with both hands, like a timeout sign. Used for technical 

issues (e.g., lighting, room setup).
 Speak Louder: Hand gesture indicating volume increase.

Reactions 
 I Agree: Silent applause – wave hands in the air like twinkling.
 I Disagree: Wave hands downward.
 Objection: Cross arms in front of chest.
 Block: Raise a fist – indicates a critical objection (e.g., “If my point isn’t considered, I’ll 

leave the meeting”).
 Proposal: Make a “P” with the hand – indicates you have a proposal.
 Let’s Calm Down: Large triangle with arms – a strong request to refocus.
 Already Said / Too Long: Make a windmill motion with hands – signals repetition and 

the need to wrap up.


