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One person facilitates the huddle. This does not have to be a supervisor. Team members can take turns
facilitating the huddles each week.
Each answer should take less than 30 seconds.
Huddles should last 10 minutes or less. 
The ideal size for huddle groups is between 4 - 8 people.
It is best to take rounds for each critical question. Go around and ask everyone the most important thing,
then stucks, then metrics.
It is not uncommon for someone to not have a stuck for a particular huddle, however, if someone continues
day after day for more than a week not being stuck, chances are good that there is a big stuck that they are
not talking about.
This is not a problem-solving session. Do your problem-solving offline as soon as possible.
This is a chance for everyone to look for trends. Are we all focusing on the right thing? Are there more than
one of us getting stuck on the same thing?
Daily huddles do not need to occur on the same day that the team’s weekly, monthly, or quarterly meetings
occur.
Inspect the troops. Does everyone have a can-do attitude or does it sound like someone needs some extra
help. Consider reaching out to that person if you sense that something is wrong

Helpful Hints:
1.

2.
3.
4.
5.

6.

7.
8.

9.

10.

What's the most important thing? What must be done today to advance the person or the team
towards the organization’s goal(s). This should NOT be a play-by-play of your schedule for the day
or a way to demonstrate that you are busy. What will really move the needle forward today?
Where are you stuck? What is getting in the way of you reaching your goals? Is there a problem that
a co-worker can help you with? This should NOT be a tirade or complaint session. If you need help,
ask for it. If it demands attention, take it offline with the appropriate people.   
What are your metrics? What are you measuring on a daily basis to indicate your chances of
success towards your goal(s)? This could be your key performance indicator.

The 3 critical issues - Each person contributes one answer each to the critical issue

 
Description - Teams meet together briefly each day to discuss their 3 critical issues. These

meetings should occur at the same time each day. This keeps lines of communication
among the team strong while keeping activities focused on the right goals. This can be in

person, telephone, or video conference
 

😊 Fourth Round Friday - Every Friday, the last round in the huddle should be the team offering
up something positive for the good of the group. This can be a good customer interaction, a

team member who helped you or did something exemplary, something about the company that
made you smile, etc. End the week on a good note.


