B" THE TRAINING WILL BEGIN SHORTLY

Whike Yyoune wailing..

How to Lead an Effective & Engaging
15-Minute Team Huddle

10:00 - 11:00 a.m. PT
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What's your “hype up” song? () caltrin.org X twitter.com/cal_trin
Please enter your answer in the Chat.
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Available following the training.
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DURING
Access your note-taking slides! Review interactive features for
The link can be found today’s session. Locate the
in the chat. controls on the toolbar at the

bottom of your screen.

This presentation is
being recorded.

AFTER

Complete the survey at the end
of this webinar to receive your
Certificate of Attendance.

R

A follow-up email will be sent to
all participants within
two days.




« The California Training Institute

* Funded by the State of California, Dept. of Social Services, Office of
Child Abuse Prevention (OCAP) to support child abuse prevention
through professional development and extended learning opportunities.

» Designed for staff of family strengthening and child abuse prevention
organizations in California, including FRCs, CAPCs, CBOs, and other

Yo child and family serving systems.
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Cadifowia: Jiaining Jnslitule AN MPERIAL * Job aids & other resources

This training was made possible with funding from the California Department of Social Services, Office of Child Abuse Prevention. Any opinions, findings, conclusions, and/or recommendations
expressed are those of the CEBC /CalTrin and do not necessarily reflect the views of the California Department of Social Services.
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How to Lead an Effective &
Engaging 15-Minute Team Huddle
Presented by CalTrin

RCHSD is not responsible for the creation of content and any views expressed in its materials and programming.



CALTRIN p

Califownia raining Jnstitud

« Worked for First 5 San Diego in 2009

« Training & Leadership Development for global
corporation

 Training Certifications

— Bringing the Protective Factors Framework to Life in Your Work
(CTF Alliance)

— Standards of Quality for Family Strengthening and Support
(NFSN)

GALLUP CERTIFIED

Strengths
Coach

CliftonStrengths’

. MASTER

Jessica Mattly, MBA

CalTrin Training
Coordinator & Facilitator

RCHSD is not responsible for the creation of content and any views

expressed in its materials and programming. \ // '



LET'S LEARN
ABOUT YOU!




Agenda

* Review the benefits of conducting team huddles

* Review the differences between a team meeting and
a team huddle

* Explore tips and strategies for developing an effective
and engaging team huddle agenda

* Develop a plan for facilitating your next team huddle

S
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Team Huddle Overview



Purpose

Alignment: Focus efforts toward common goals and objectives
Information sharing: Facilitate the timely and efficient exchange of information

Collaboration and problem-solving: Create an opportunity to collaborate and
problem-solve together

Building relationships: Foster a sense of community and connection

Accountability: Promote accountability by providing a platform to report progress,
discuss obstacles, and receive feedback

Continuous improvement: Create an opportunity for reflection and continuous
improvement




Benefits

Time Efficiency

Enhanced
Productivity

Focused
Topics

Increased
Engagement

Reduced
Meeting
Fatigue

Shortened
Response
Times



Team Huddle vs. Team Meeting
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» Shorter in duration (15 minutes or less) » Longer in duration (30+ minutes to several hours)
» Conducted more frequently » Scheduled less frequently - weekly or monthly
» Designed for quick updates, coordination, * Focus on comprehensive discussions,

and alignment presentations, and decision-making
« Smaller group of core team members  Involvement of a larger group of team members
 Highly focused agenda « Agenda may cover multiple topics or projects
« Swift sharing » Can involve detailed reporting, analysis, and
- Promote immediate action, accountability, brainstorming sessions

and problem resolution » Opportunities for in-depth collaboration, problem-
« Encourage brief discussions, quick decision- solving, and strategic planning

making, and rapid response



Tips and Strategies for Developing
an Effective and Engaging

Team Huddle Agenda
w\/




Huddle Preparation

« Determine the outcomes or goals you
want to achieve during the huddle. For
example:

» Share project updates

» Address urgent issues

* Make time-sensitive decisions
» Collaborate on problem-solving

« Prepare and/or distribute agenda or
materials in advance

 Allocate time for each agenda item:

» Estimate how much time should be
dedicated to each topic to ensure the
huddle stays on schedule.




Huddle Structure

 Establish time limits and enforce
discipline

« Set ground rules for effective
communication

« Encourage concise and focused
discussion

« Delegate responsibilities to
minimize distractions and
maximize huddle efficiency




Huddle Roles

Facilitator
» Create agenda, manage progress

Note Taker
» Record key decisions, action items, etc.

Timekeeper
* Ensures allocated times are respected

Parking Attendant
* |dentifies topics/conversations that need
to be addressed outside of the huddle
* Action Advocate

« Recaps any decisions to ensure team is
clear about who is responsible for next
steps




Huddle Challenges

* Resistance to change
» Clearly communicate Team Huddle benefits and structure

 Manage distractions
« Set ground rules and delegate roles

 Time constraints

 Allocate time for prioritized topics and assign remaining topics to future
scheduled meeting dates

* Foster inclusion
* Rotate responsibilities and include fun activities

 Utilize technology
* Leverage tools that allow virtual participants to share and collaborate




Restaurant

OWRner.com Preshift Template
DATE: DAY-
AL MOD: P MOD
Guest Count/Sales | AM: PM:
TODAY Business Pace
Shift Expectations
Announcements
UPCOMING
Events
EDUCATE
Featured ltem(s)
FOOD &

BEVERAGE | Discussion

Focus

SERVICE /
HOSPITALITY | Key Poinis

Focus
Goal 1

TEANWORK /
oner |92
Goal 3

VALUES | Focus

INSPIRE

WELCOME

RECOGHNITION | Name

THANKS | Name

APPRECIATIONS | |
Source: Restaurantowner.com / GRATITUDES | Voluntary




\---"'5-’ Preshift Guide

blue fish

G RILL
DATE: January 19, 22064 DAY: Wednesday
AM.MOD:  Wichelle & Stan PM.MOD  Stan & Justin
. woRw
Guest Count/Sales | AM:  140/42600 PM: 225/4G500
TODAY Business Pace Nermal lnich, busier dinner as gelf competitors begin to arrive i Town

Shift Expectations Lunch, reservation for 16 dinver, booked 5:4% - 7:45, a lot of 47 Hime
AuUests — opportunities to make a great Impression!

Mert week's Wine foens: Sawvianon Blanc —tasting /24, 2.00-3:30
Announcements Staffing Suwday Brunch starting this Sun 1/22 - 41 vsAD servers so
e can pravide better service
Events wemen's gelf tournament at the public course this weekend
Valewtine's Tay Special Chef-Curated Mewn; £F5 per persen, offered
211-2M44 - Twite your auests back to celebrate with us!

Featured ltem(s) Wasali Crusted Chilean Sea Bass;

UPCOMING

Sed Bass - Cooking methad - accompanying items, - Jonas will dews
FOOD & Sea® Cooking hod g i il b
. - ine pairing — Jeremy, featuring Sauvianen Blanc
BE‘.“ERA{I wine pairi M@ = Jereiny, featiir 16y Sauyighen
D . Pl - L r,ugm:il-:a-_; Team Fils, Twtro - L :A:J'__n.-ll:ih,i'} New Dc.g.fcw'n Fale Ale
Focus Teliver Our Awesome Hospitality
Evergone - 10/4 Rule
SERVICE / Kﬂy Points FOH = lise hespitable languane- “wy pleasire”, express arati tude, make
HOSPITALITY Al awesome first impression
BOH ~ Best experience: Ferfect plate presewtation, accurate
wadifications, and ticket times!
Focus Iwmprove Team Communication
TEAMWORK / Goal 1 FOS Aocuracy: Review qeur srders before sending to the Kitchen - 0
SAFETY / ervors
OTHER Goal 2 BOH: Ay auestionT Ask thne Expe to find the Server - O errers
Goal 3 need help? Aszk for it wWe have eacn otner’s backs!
VALUES Focus Teamwork Makes Treamwork!
INSPIRE
WELCOME New Teaim Wembers: Host — Marissa, Pishwasher — fwdre,
Mame - Jordan Mew _]ﬁinih;j the Like Cook feam, moving up frem Hne Frep Kitchew
RECOGHNITION P e e e T s P
Team - Host 2eceived three aweseme guest compliments last night!
Mame - Jesse Referring Andre to jom eur team- here's 450 for wour areat referrall
THANKS

Mame - Steph;mie RBeorganized the Nquer cage for easy bar inventory.

Crystal = for her leadershie at the Host desk, She's the smiling,

APPRECIATIONS Vﬂll.lliﬂﬁl' frievdly face of our restanrant, setting the tone for a perfect guest
cxperience. She does a areat job of we ceming Awngd trainivg new Hests,

Source: Restau rantownercom / GRATITUDES as o can see by the terrific jok Marissa is doing! We appreciate

Crystal's eontributisns +o e toam!
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Team Huddle Planning



Planning Your Next Huddle

Welcome and Introduction (1 min)
Team Updates (5 mins)

Priority Discussions (5 mins)

Action Items & Accountability (3 mins)
Wrap-up and Next Steps (1 min)

A A




Q&A




Thanky Gott joining up!
WHAT'S NEXT?

« Survey and certificate in the chat now
» Follow-up email with resources within two days
« Watch your inbox for the next issue of CalTrin Connect

STAY CONNECTED FOR MORE FREE TRAINING & RESOURCES!

@ caltrin.org B« info@caltrin.org

X twitter.com/cal_trin f facebook.com/caltrin IN linkedin.com/company/caltrin
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