CHAPTER

DAILY HUDDLE

Introduction

When traditional project team members encounter obstacles as they work, their
natural inclination is to stop until they can seek input to help resolve the problem, usually
at the next team meeting. This interrupts workflow and contributes to teams missing
milestones and projects veering off track. By confrast, collaborative project teams
have leamned that the Daily Huddle is beneficial for synching on nearterm goals by
verifying that work is progressing as promised—and if not—identifying resources fo help
immediately.

The Daily Huddle is not a problem-solving or planning forum, but @
powerful means for the team to quickly surface and resolve issues.



1.0 Why

The Daily Huddle provides a foundation for driving cultural change and
encourages the project team to re-center the Weekly Work Plan or Kanban Plan. The
meeting encourages accountability and daily collaboration, as well as facilitates the
acknowledgment and resolution of problems.

More specifically, the Daily Huddle provides a venue for:
*  Coordinating acfions for the day;

*  Confinuing the planning conversation;

» Keeping the network of commitments fresh and active;

* leffing the team know the status of commitments
and where help is needed,;

*  Openly sharing concerns and risks;

* Identifying constraints so they can be addressed;

* Declaring breakdowns in real time;

* |dentifying opportunities to help each other; and,

* Fostering and building teamwork and a sense of shared responsibility.

The Daily Huddle is not a problem-solving or planning forum, but a powerful
means for the team to quickly surface and resolve issues. As a result, the Daily Huddle
reduces waste by aligning the project team each day.

The meeting encourages accountability and daily collaboration, as
well as facilitates the acknowledgment and resolution of problems.
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When addressing the group, participants should stand at the Weekly Work Plan
or Kanban Board in order to maintain a high-energy session.

2.0 How

The Daily Huddle should be brief, well-organized and led by a fixed or rofating
facilitator. The role of the facilitator is to keep the conversation flowing crisply and
on frack, while ensuring the session is meeting the needs of the team.

The meetings can be held either in person or remotely, dependent upon
circumstances, and should be held at a consistent time; ideally af the beginning,
end or during a natural break in the day. Additionally, the huddles should be
brief, generally not exceeding 15 minutes. However, the period/frequency of the
meefings can be adjusted to meet the needs of the team and the project.

Participants should reference the Weekly Work Plan or Kanban Board and come
prepared to address:

*  What commitments have you completed since our last check-in@
*  What work will you complete by our next check-in?

*  What are your constraints, as well as help or resources needed?
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*  What is the availability to the materials, tools, equipment, and information you
need to perform your work?

It is vital that the Daily Huddle format be posted in the area where the meeting
occurs. If the meeting is held via conference call, the Work Plan or Kanban Board
should be readily available digitally. When addressing the group, participants should
stand at the Weekly Work Plan or Kanban Board in order to maintain a high-energy
session. To improve engagement, a record of attendance also can be maintained.

Urgent issues and questions requiring follow up or deeper conversation often
surface during the Daily Huddle. The facilitator should collect these issues in a “Parking
Lot or “Bin List” for rapid resolution. Some teams have found it beneficial to require
the resolution of all Bin List items within 24 hours. This acknowledges concerns and
maintains urgency without derailing the meeting.

3.0 What

The Daily Huddle is a structured meeting with the primary goal of coordinating
promises and re-centering the project team on the nearterm plan (Weekly Work
Plan or Kanban Board). The meeting, while informal, follows a consistent format
and is applicable at any level or phase of the project. It encourages transparency,
accountability, and positive peer pressure to perform and not disappoint the rest of the
team.

Ideally, the Daily Huddle should be an open forum that provides a voice fo all
parficipants, and encourages them to engage with one another rather than report to a
designated team leader.
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Quick Reference

Visual Management

Respect for People

Hand-Off Work Planning

For additional readings and information, please see the below information.
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