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Meeting types

Make Your
Meetings
Matter

• Team meetings
• Touch bases
• Huddles
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The single biggest problem with
communication is the illusion that it
has taken place.
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George Bernard Shaw
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WOOCLAP
• How do you, and your staff feel when you know you have a meeting?

Team Meetings
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Set the tone

Best practices

Call it something other than a meeting…
• Think Tank
• Team Summit
• Power Pow Wow
• Idea Harvest
• Team Engagement Session

• Frequency
• 30 minutes to an hour
• Weekly or monthly
• Beginning of the day or at lunchtime
• Keep to a regular schedule – make meetings a habit
• Start and end on time to show respect for each others’ time
• Close the clinic - no answering the door or phone
• Hold the meeting even if some people cannot attend
• Skype, Zoom or FaceTime staff members who can’t attend the meeting.

• Focus on what you WANT to happen,
not what you don’t want to happen.
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• Or to include multiple clinic locations.

• Set patient expectations
• Built into clinic hours
• Message on phone and on social media
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Start with the WHY

Best practices

• To inform, guide and inspire the team while reinforcing our vision
and culture.
WHY

• Focus only on items that are relevant to the meeting
• Not the time for constructive criticism or corrective coaching
• Take minutes
• Rotate role so it doesn’t become a chore
• Type up after meeting and share with everyone

HOW

• See everyone face to face and foster open communication. Discuss
updates, share ideas, do training and encourage team building.

• We work more effectively as a team to provide the best patient
WHAT care and experience so we embody our vision and mission.

• Keep everyone focused
• Maintain engagement
• Ask opinions and questions of the group

• 2 min brain breaks
• Keep it fun
• Have small prizes for participation
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What’s in it for me?

Staff Meetings

Leadership Team:
- Investment in your team
- Streamlining operations and increasing efficiencies
- Improving the business through new ideas
- Improve communication, morale and the feeling of inclusion
- Reduce turnover

Icebreaker
Business Updates
New News
Agenda Items

Support Team:
- A forum to have your say in the operations and direction of the clinic
- An opportunity to learn and understand what other departments are doing
- Discuss common challenges and brainstorm solutions
- If you’re part time, it’s a chance to connect with all your colleagues
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Ask the Expert
Celebrate Successes
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Icebreakers

Relevant agenda items
• Planning details for special events

• Idea generator
• If you are nervous, scared or
worried, what can you do to
make yourself feel better?

• Review of office policies
• Brainstorm ideas for increasing bookings, sales, new patients
• Discuss any procedural challenges
Why?
• Brainstorm ideas

• Get to know each other better
• Two Truths and a Lie

• Leverage your team’s perspective and talents
• Encourage team engagement
• Allows newer team members to engage, share ideas and
learn more
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Business updates
• Business stats since last meeting
•
•
•
•

Sales to date
Number of exams to date
Patient conversion rate
Goals – new or past

• Share business objectives and updates
• Special event debrief

Best practices
An agenda is crucial to keep the meeting focused and on time.
• Put a call out for agenda topics
• Via email or sign up sheet in staff room
• Ask for agenda items at least a week prior
• Allows participants to prepare and everyone to have a voice
• Assign someone (e.g. meeting facilitator) to put together the agenda

Why?

• Consider putting a time limit on each agenda item

• Gives staff information on the “health” of the practice

• Stay on track
• Use off-topic items as the start of your next meeting agenda

• Staff feel more connected to the success of the practice
• Setting goals tied to the business objectives creates
accountability for everyone
Training Name, Date 2020
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New News

Ask the Expert or Training

• Upcoming:
• Events in the clinic
• Community events or involvement
• Clinic changes or updates

• Ask the Expert:
• Rotate team members to present on a topic they excel at
• Training:
• Team member, doctor or outside speaker
• Why?
• Increases staff engagement
• Dedicated time to share information and learn as a group
• Enhance skill sets with new knowledge
• Encourages learning among the different silos for better
understanding of roles
• Create excitement over something new
• Validates teams expertise and passions

Why?
• Keep staff informed and up to date on
what is going on
• All staff are on the same page
• Dispels anxiety over changes and
team can ask questions
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Touch Base

Celebrating success stories
• Share examples of success stories
• Ensure comments and stories are specific
and sincere
• Warm Fuzzy Jar
• Positive Google or other social media reviews
• Patient compliments
• Why?
• Boost team morale
• Individual recognition
• Strive for excellence
• Make staff meeting more positive

WHY

• To create a relationship of open, honest
communication between each member of the team.

HOW

• Dedicate time to meeting face to face often to discuss
questions, concerns, goals and successes.

WHAT

• Ensures everyone has a chance to be involved and grow
and the team feels heard, understood and valued.

Training Name, Date 2020
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Best Practices

One on one time

• Rotate meeting leader through the team so everyone has a chance to lead

• Open forum to discuss whatever may be
important
• future opportunities or daily tasks

• Be understanding if someone doesn’t like the limelight

• Rotate the Expert role to give everyone a chance to shine

• Provide feedback and coaching.
• In private.

• Add variety
• Change up the location
• Occasional non-optometry topics
• A recent TED Talk or yoga session
• Guest speakers
• Internal experts can share their expertise about something NOT work related

• Do often.
• With key staff.
• Prepare in advance.

Training Name, Date 2020
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Use a template
• This creates focus for the meeting
• Allows the participants to track topics

Touch Bases

• Provides a reference to look back
• Creates consistency

T raining Name, Date 2020
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Best practices
• 5 – 10 minutes MAX
• 1 or 2 things to focus on
• Review important metrics

Huddles

• Set the tone for the day and create focus
• What went well yesterday?
• Anything we need to talk about?
• What are our goals today?
• What should we focus on?
• Anything we need to know about the day?

T raining Name, Date 2020
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Huddles
WHY

• To boost daily productivity and enhance teamwork and morale.

Take notes
• Creates consistency and focus
• Allows different team members to
act as leader

HOW

• By ensuring everyone hears the same message and has a voice in
the daily running of the practice and the patient experience.

WHAT

• A sharper team focus so that each patient’s experience is top
notch ensuring long term success for the team and the practice.
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• If you have different shift start times,
• The person who starts later must
review this before their shift
• Ask questions of the facilitator if
any
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What is a Huddle?
• NOT a meeting
• It should be quick
• Make sure communication happens and
everyone hears the same message
• Opportunity to discuss daily goals
• Sharpen focus
• Celebrate wins

WOOCLAP
HOW ARE YOU GOING TO MAKE YOUR MEETINGS MATTER NOW?
SHARE SOME OF YOUR SUCCESSFUL IDEAS??

Training Name, Date 2020
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Even if you are on the right
track, you’ll get run over if you
just sit there.
Will Rogers
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