TEAM MEETING GUIDE

The Number One Predictor of Team Success:

Institutionalized Open Communication

Open:

The ability to address any business issue without fear of:

Recrimination

Retribution

Reprisal

Repercussion

Institutionalized:

Established Time

Established Day

Specific Location

Pre-Planned Agenda
Overview     Types  of Meeting
	
	Objective
	Length
	Success Factor

	Daily Huddle
	What’s Happening NOW. Critical tasks, client appointments and scheduling issues noted. 
	10-15min 
	Do not surface issues.  This is a quick “touching base” meetings.  Issues should be addressed during weekly meetings.

	Weekly Collaborative Meeting
	What do we do, What should we stop, What should we add. Focus on improving the design and structure of your business. What 
	60-90min
	Break down your business.  Focus on a specific component of your business: Wealth Management, New Business Development, Client Service or Practice Management. 

The key to this meeting is COLLABORATIVE.  To ensure this, the team leader should always speak last.

	Quarterly Meeting
	Where do you want to go and how can I help you get there. Developmental Meeting Between Team Leader and individual team members

 
	90 min
	Actively Listen.  Ask probing questions and work with the individuals on your teams to find creative solutions to the challenges that they are facing. 

	Annual  Planning Sessions
	How did we do, Where are we going and How are we going to get there
	1 day
	Offsite.  This is an all-day meeting, so it should be off-site and should end with something “fun.” Consider inviting family members to join the group during the “fun” portion of the day.

	Group Event
	Group Recognition for the entire Team to Build Morale.
	After hours twice a year.
	An Enjoyable Environment.  Consider one event with family members and another adults only (dinner and a movie).  

	Individual Recognition
	Recognize birthdays, anniversaries, etc
	N/A
	People gravitate towards where they are appreciated – communicate important dates to everyone on the team


TYPES OF MEETINGS

Guidelines

EFFECTIVE MEETING GUIDELINES

Want to lead your next group meeting, but aren't sure what to do first? Follow these guidelines and it'll be easier than you think! 

1. BE ON TIME
Start your meeting on time! Even if all the attendees haven't arrived, begin when you said you would. Adhering to the schedule sends out a message that you're serious about the meeting and expect attendees to arrive on time.
2. GET INPUT
When sending invitations to a meeting, ask attendees if they have any agenda item requests. Once the agenda items have been requested, the agenda must be created at least one day before the meeting is scheduled. This way, you can distribute the agenda to all of the attendees before the meeting begins. 

3. BE PREPARED

When participants have the agenda and access to background information before the meeting, it gives them sufficient time to prepare for any discussions or decisions that will occur during the meeting. This also saves time during the meeting. If attendees come to the meeting prepared, less time will be spent answering background information questions and more time for discussing the important issues. When distributing the agenda, remind participants that it's their responsibility to come prepared to the meeting!

4. BE ORGANIZED

As the meeting begins, provide an overview of agenda items and introduce the overall objective of the meeting. This provides direction for the meeting and reinforces what needs to be accomplished during this time. Introduce each agenda item by mentioning who will speak next and what will be discussed. 

It's also your responsibility to keep the meeting on track. This means steering the meeting discussion in a way that fulfills the meeting objectives. 

5. CREATE ACCOUNTABILITY

Items that surface and must be addressed should be assigned during the meeting discussion. Assign a particular individual or group to follow-up on each action item. A deadline and priority level should also be assigned for the action items.

Daily Huddles
Setting Up Your Daily Huddle

95% of what we do is Habit, 5% is Conscious Input. When incorporating a daily huddle into your morning routine, it is absolutely critical that you make a conscience effort to adhere to the schedule.  Below are some tips for ensuring that the daily huddle becomes an integral part of your team’s daily routine. 

· [image: image1.wmf]Choose a time of the day when everyone is available. We suggest morning, but it can be at the end of the day if that works for everyone. 

· Choose a central location for everyone to meet.

· Everyone should be standing up during this meeting. This is a huddle and should not require any hunkering down.

· Be brief, be bright and be gone.  The purpose of this meeting is to touch base, save “issues” for your weekly meetings.

To help you to integrate this into routine, we suggest formalizing the process and leaving no room for assumption or interpretation.  In other words, establish this meeting as mandatory and create a sense of accountability among all team members to be present (either physically or via conference call) at all meetings.

Step 1: Who, Where, When.  

1. Who will organize the huddle?  Find out from everyone a time that works, a location that is convenient and send out the communications. 

2. Where will the huddle be held?  The location should be central, convenient and should have a phone so team members who are unable to attend can participate.
3. When will the huddle be held?  We suggest morning huddles before the day gets started.  However, it is more important to pick a time that everyone can adhere to.
Step 2: Formalize Through Email

Team,

As of _______, our team will be holding a daily huddle.  The huddle will be held in _______ office at ____am.  Please let me know whether or not this time works for you. We will be meeting every day for 10 minutes. Remember, the purpose of this huddle is to touch base as a team.  We need every team member to attend these huddles.  If, you will be out of the office, you can call 555-5555 to participate via conference call.  

Please reply to this email and the team will consider your reply as your commitment to participating in our daily huddle. 

Thank You,

Weekly Meetings
Meetings

Scheduling Your Weekly Meetings

While it may be painful to stop “doing, doing, doing” the benefits will be enormous. Below are tips to ensure that your weekly meetings are well run, well-organized and productive:

· [image: image2.wmf]Collaborate.  No one should dominate this meeting.  In order to be productive, everyone on the team must be able and willing to participate. 

· Set an objective.  What do you want to accomplish in the meeting. 
· Be prepared.  Make sure that team member are notified beforehand of the 

      meetings topics and come prepared to participate.

· Create accountability.  Once the meeting is over, be sure that everyone is clear on their responsibilities and spend the first 10 minutes of the next meeting reviewing update.


· The meeting should be productive – “Do not state a problem without a possible solution.”

· Stick to the agenda – don’t let the meeting get off topic

· Have a clear end time and DO NOT run past that – all outstanding issues can either be dealt with one-on-one or postponed until the following week

Step 1: Who, When and Where

1. Who will organize the weekly meeting?  This person is not only responsible for the logistical aspects of the meeting (when and where the meeting will be held) but also for the agenda and disseminating material before the meeting. 
2. When and where will the meeting be held?  Choose a time that does not conflict with appointments and other distractions.  We suggest the end of the week, before or after market hours. 
Step 2: What will be covered during the meetings
Selecting a topic that is appropriate for your team is absolutely critical.  We will make suggestions for your first three meetings.  Going forward, we map out your meeting as least 2 weeks in advance and send your team members the appropriate material to prepare for the meetings.  

Quarterly Review
Remember Steven Covey’s “sharpening the saw” analogy?  The most critical success factor in any endeavor is to take time out of your business to work on you business.  This is an opportunity to establish goals with individual team members as 

Quarterly Review (Individually and Team)

· Start with a discussion of team successes (if warranted).

· [image: image3.png]


Review job responsibilities.

· Discuss technical, administrative and personality problems. 
· Review production, assets, new accounts, Platinum and Gold clients, and      annuitized business.

· Go over next quarter’s goals.

· Discuss niche business development, product focus and client penetration.

· Discuss Business & Marketing Plan and make any necessary changes.

· Discuss areas for improvement and expansion.

· Discuss successes and disappointments.
Individual Review

During individual reviews, do not under-estimate the power these basic motivating factors have on each team member’s motivation and performance:

Activity: Is this person mentally stimulated by his/her responsibilities

Ownership: Are there are any projects/responsibilities where this individual has complete responsibility and accountability.

Power: Does this individual have the authority to make any decision or do other team members confer to this individual regarding any aspects of the business

Affiliation: Does this individual feel like a part of the group, do team members know aware of important dates, celebrations, etc?  

Recognition: Does this individual get recognized for his/her accomplishments.  Do they get praised in public?

Competence: Does this individual have the knowledge and skills required to perform his/her job

Achievement: Do projects have measurable benchmarks that are highlighted and celebrated.

Meaning: Does the individual understand how he/she is contributing to the team as a whole?
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