Team Briefing Policy 
 
 
Who is covered by this policy? 
 
All staff 
 
What is covered by this policy? 
 
This policy covers the purpose and process of team briefing. 
 
Purpose 
 
[CHARITY NAME] believes that all staff have a right to be fully informed about the organisation. Its team briefing process has the following objectives: 
 
	To enable and improve downward, upward and lateral (sideways) communications and involvement throughout [CHARITY NAME]  
	To prevent rumour and 'the grapevine' from gaining credibility  
	To enable clarity of direction and information from the leadership level  
	To enable questions and suggestions to be fed back from all staff to the leadership level of the organisation 
	To create a culture of open communication  
	To clear any misunderstandings  to explain financial, policy and strategic issues affecting [CHARITY NAME] and its staff 
	To develop a shared sense of mission, vision, collective aims and decision making  
	To cease reliance or dependence on assumptions.  
 
What is Team Briefing? 
 
The critical features of Team Briefing at [CHARITY NAME] are as follows: 
 
Monthly face-to-face meetings of team leaders and their staff in local teams  
Meetings last around 30-60 minutes  
Are normally held by the team's manager  
Dates of the briefing should be set and notified well in advance  
The Leadership Team issues a 'core management brief' every month, covering the main strategic, financial, policy and personal issues 
Every team manager then incorporates these core brief points into their own local brief  
The meetings and briefing process is monitored, via feedback and the Chief Executive will occasionally sit in on briefings.  
Content of Team Briefing 
 
The content of Team Briefing will consist of: 
 
	The Core message 
	Progress - organisation and local performance against targets and standards, including financial, organisational and quality issues 
	Policy - procedures that need introducing, explaining, reinforcing or changing 
	People - issues concerned with people in [CHARITY NAME] and the team  
	Points for action - priorities for the next month for the team and the organisation. 
 
Team Briefing Definitions 
 
Core brief  
 
The written brief created by the Leadership Team and incorporated by team leaders into their own local briefings. 
 
Local brief  
 
A separate written brief prepared by each team leader, for his or her own team, containing local issues relevant to that team.  
 
Team Briefing Process 
 
	[JOB TITLE]  prepares the Core Brief with key messages for staff prior to each monthly Leadership Team meeting. 
	At the meeting the Leadership Team share with each other their ‘local’ items that they will be briefing their team. 
	The Leadership Team decides which of those local items should be briefed to all staff and therefore be incorporated into the core brief, and which items only some team leaders will choose to share with their teams as local information may only be relevant to specific departments. 
	The Core Brief covers progress, policy, people and points for action and will include items about financial and statistical performance; [CHARITY NAME] policy; strategy, and market conditions; successes and failings; changes in roles and positions and personal news. 
 
When is Team Briefing and who attends? 
 
	Briefing will normally be held within four working days of the monthly Leadership Team Meeting. 
	Attendance at the monthly briefing is mandatory and staff are expected to make every effort to organise their holidays and time off around the briefing cycle. 
	Staff are not permitted to miss a briefing unless they have been given specific permission by their line manager. 

Team Briefing - Guidelines  
 
For Briefers  
 
	Ensure that your team know the time and date of the monthly briefing. 
	Prepare your local brief in advance of the Leadership Team Meeting so that you are ready to share what you intend to brief.   
	Make notes during the Leadership Team Meeting of other manager’s briefing points that may be relevant or useful for your team to know. 
	When briefing financials, use the ‘dashboard’ format which should make it easier for staff to understand and retain information. 
	Direct the meetings in a relaxed informal way. 
	Follow general manners and practices of a meeting. 
	If you are asked a question which you don’t know how to the answer don’t guess or surmise what the likely answer is. Make a note of the question, find out the answer and get back to the staff. 
	Always ensure that feedback is acknowledged. 
	Any decision that has been discussed and agreed at the Leadership Team meeting should be briefed as it is. You should pass the decision on to the team without blaming the organisation or others for coming to such decision, even if you personally do not agree with it. 
	Support the Team Briefing process and always suggest improvements when you identify them.  
	If a member of your team is unable to attend briefing for whatever reason it is your responsibility to ensure that they are briefed on their return to work.  This must still be done face to face. 
 
For Staff 
 
	Ensure you attend the briefings and try to arrange your time off so that you don’t miss the briefing, where possible. 
	Follow the briefing carefully. 
	Ask questions if something is not clear.  
	Feedback to your line manager or the staff forum if you think there are areas for improvement. 


