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Team Briefing 
 

1. Background To Team Briefing 

 

More and more organisations nowadays want to create a staff culture which is based on open 

two-way communication. 

 

Team briefing has been recognised by many organisations, large and small, as one of the key 

catalysts in helping to achieve such a culture, and as the culture changes, Team Briefing can 

be reviewed and enhanced to continue to reflect the cultural aims of the organisation. 

 

 

2. What Is Team Briefing? 

 

Team Briefing is a process whereby, for 20-30 minutes on a regular basis, leaders at each 

level talk to their teams so that all employees are kept informed by their immediate boss on 

what is relevant to them.  To co-ordinate this and make it happen a drill is established with 

times, dates, and places. 

 

Whilst Team Briefing is essentially a downward flow of management information, it is 

important that managers and employees recognise Team Briefing as an opportunity to 

discuss issues, comment, ask questions, and make suggestions about items included in the 

brief.  It should therefore be regarded as very much a two-way process. 

 

Team Briefing is not a forum for general discussion or consultation on its own, but many 

managers find it useful to combine their briefing session with a team meeting where they can 

discuss issues and problems in greater depth. 
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Team Briefing 
 

Team Briefing is also not a forum for confronting individual performance issues, neither is it a 

panacea to remedy communication problems, but it can easily be adapted to suit local 

working practices, e.g. shiftwork, 1:1 reporting relationships, etc. 

 

The basic principles of Team Briefing are that it is: 

 

 Face-to-face 

 In small teams 

 By the team leader 

 On a regular basis (usually monthly) 

 About relevant subjects 

 There is an opportunity to comment, ask questions, and make suggestions. 

 

3. Why Team Briefing? 

Whilst there is a hierarchical management structure then the Team Briefing process can work 

very well, provided that it is adapted to the needs of the organisation and its employees. 

 

To find the right system for the organisation we need to start by asking who Team Briefing is 

for and what do we want to achieve?  What are the perceived weaknesses in the organisation 

regarding communication, employee involvement, motivation, etc. and what gaps would Team 

Briefing be aiming to fill? What other actions will be necessary to meet other communication 

needs and where does Team Briefing fit in?  What is the philosophy and culture of the 

business? 

 

There needs to be a clear strategy for communication focusing on needs, objectives, and 

priorities which clarifies the role of Team Briefing within the overall strategy. 

 

 


