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�Daily

�10 minutes

�The whole team

�Quick updates/reminder

�We have longer staff meetings on 
Wednesday to discuss longer topics 
and process changes



HUDDLE BOARD/ NEWS BOARD



� We start with positives at every huddle

� For those unable to attend, they may add information on the 
huddle board

� We take notes daily and email them out to the entire team



� Example topics:

� Staffing

� Reminders new process are starting

� Present a workflow issue to brainstorm and bring back to 
Wednesday longer meeting

� Safety concerns

� FYI’s



MEETING MINUTES EXAMPLE



� Our staff also has team huddles with the providers at the start at 
each half day.  They discuss:

� Patient FYI’s 

� Go over the schedule for the half day

� Doctor will inform of test/screenings, etc that why want 

� Discuss Gaps in care, imms needed, etc.  


