Staff Meetings Format and Content


1. matters arising from previous meeting

Feedback on progress made on items previously discussed that required action.

2. operational / staffing changes/issues

Information on any changes planned in any aspect of the operation of the business.

3. supplier changes/issues

Information on underwriters, including rates, products, service, staff, commission, credit terms etc and any new markets identified.  Update of Approved Product Listing (if relevant) with any changes made.

4. technology changes/issues

Changes to the computer network, software, hardware, functionality, controls, virus exposures etc

5. market changes/issues

Changes in competitors, market pricing, etc.  Sources of information include industry journals/newsletters/seminars etc

6. cluster group changes/issues

Current issues identified, major tasks being worked on by the Cluster Group/Organisation

7. financial/sales results/budgets

New Business/Sales/Retention etc of the business/segments etc compared to budget

8. staff leave/absences/resource changes/issues

Ensure all staff are aware of leave etc. up until the date of the next staff meeting

9. changes in legal obligations / codes, policies & procedures

Changes to company policy and procedures and how they affect the business.

10. feedback on service/complaints/compliance/audit

How the business is performing against its Service Standards, complaints feedback, compliance issues and potential Professional Indemnity issues etc

11. staff issues and training

The opportunity to raise any areas of concern/queries/questions etc.  Provide staff with 5 – 10 questions from Knowledge Base Knowledge Base.doc to answer and discuss.

12. other items – wh & s etc.
Any other information that should be shared with staff that is not covered above.

13. Win of the Week

An example of positive staff behaviour, a new business account, something being improved etc.
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