Morning Meeting (Daily Huddle)
	Team
	

	Date
	

	Start / finish
	

	Led by
	

	Present
	

	Absent / cover
	



1. Check-in question
[One question, everyone answers in a sentence. Two minutes. Pick from the question list and change it daily.]
Question:

2. Yesterday
[What finished and what did not. Not a report from each person; only what the team needs to know to start today.]

3. Today
[The priorities for the day and who is on what. Three items at most. Anything else is background.]
Priority 1:
Priority 2:
Priority 3:

4. The numbers
[The one or two figures the team watches daily: orders, jobs due, patients booked, tickets open, safety days. Say the number, say whether it is on track.]
Number:
Yesterday:
Target:

5. Blockers and help needed
[Anyone stuck says so and names what would unstick them. Fix it after the huddle, not during. Record who is helping.]

6. Announcements and schedule
[Who is out or arriving late, visitors, deliveries, deadlines today, anything from the wider organisation. One line each.]

7. Close
[One line: time taken, and who leads tomorrow. Finish early rather than fill the slot.]

Today's priorities
	Priority
	Owner
	Done by

	
	
	

	
	
	

	
	
	



Blockers
	Blocker
	Who is helping
	Status
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