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Organising Team Meetings
The Schedule
Find out exactly how you can prepare and get the best out of any team meeting. Whether you
are a team of two or twenty.
In this pivotal training document, we will look at the importance of the best practice in organising team
meetings. There are many benefits that will arise from the right type of meetings; including but not limited
to team inclusion, motivation, training opportunities, cohesion and general team support. Before we
commence and go any further understanding the importance of the timeframe that suits your business is
crucial. See below to select your schedule. This is the guide we use to recommend the timeframe at which
you and your team should meet.
Either use the Size of team or the Client/Members gauge(or a mixture of the two) to assess your best suited
schedule. The below schedules are recommendations only and of course at times your schedule may need
to adapt eg. at a major change period you may need more meetings. It is important to meet and equally it is
important not to ‘overmeet’ or simply meet for the sake of it. Hence why we have created the below guide
on timelines for meetings.
Please note if you are a sole trader, we still recommend that you ‘meet’ or check in with yourself formally
as per the schedule. We would encourage you to follow the same steps as per a larger team unit.

The SAOR Formal Meeting Schedule: A Guide
Size of
Team

Formal Meeting Schedule

Client/
Members

Formal Meeting Schedule

1-2

Quarterly

0-19

Quarterly

3-4

Monthly

20-99

Monthly

5-9

Monthly

100-199

Monthly

10-19

Monthly + Fortnight Team Phone
Check In/Digital Hangout Meeting

200-999

Monthly + Fortnight Team Phone
Check In/Digital Hangout Meeting

20+

Monthly + Weekly Team Phone
Check In/Digital Hangout Meeting

1000+

Monthly + Weekly Team Phone
Check In/Digital Hangout Meeting
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The Reason(s)
With a well designed and planned Team Meeting you can ensure that everyone is able to talk
the same language within the business and all pull towards the new/exciting direction as one.
The majority issues which we see show up in fitness business units that concern people/ team members
are most commonly stemming from a lack of communication between multiple parties within the
organisation, or the multiple ‘internal conversations’ that are happening. What we mean by this is; there
may easily be three types of conversations happening at any one time, the physical conversation between
two parties, what person one thinks that person two means and visa versa. I am sure you’ve been there
before; ‘why is this person saying this to me, what do they mean?”. This type of behaviour left unchecked
can spiral out of control fast and the correct meeting calendar should help mitigate this major issue. If you
run your meetings well, you will encourage direct communication with no ambiguity and as such the air
should be ‘cleared’ post meeting.
To pull people together and get them onto the ‘same page’ is a huge part of the successful meeting
planner. When you have people together in a room and all prepared and ready to find solutions and ask
well prepared questions, great outcomes can arise. You’re people may have the answer and simply need
the opportunity to phrase their ideas correctly and this meeting could be it!

Why organise meetings?
⇒ Pull the team together to ensure synergies
⇒ Upskill team all at once - save time and get a team dynamic happening
⇒ Complete public/group roleplay and training sessions
⇒ Create a sense of unity and one direction
⇒ Have fun with your team
⇒ Celebrate the wins
⇒ Discuss challenges with a positive outlook focused on solutions and not a ‘bitching session’
⇒ Share a vision
⇒ Introduce new team members or new business practices
⇒ Train team on a new system/business item
⇒ Help your team members develop and grow
⇒ Add in a new method of connecting with your team
⇒ Give your team a chance to develop their own skills, eg public speaking, document preparation
⇒ Give your team an opportunity to flag concerns/add value
⇒ Encourage sharing of best practice across individuals/business units

2

Getting the basics right
To organise a professional and productive meeting you must plan the following items with
diligence:
⇒ Location - Where will you run the ‘meeting event’?
We recommend running your meeting event ‘off site’ where possible but nearby as to reduce any
issues with attendance and productivity in general. We would encourage the meeting to either
begin or end in the facility/business. If ‘off site’ is not an option then we ensure that on site there
are NO DISTRACTIONS and that the meeting will not be sidetracked by ‘normality’. The mantra
‘less distraction, more action’ here will serve you well.
Ideally find a meeting space nearby that's quiet enough to engage with your team and has
caffeine! Major item! If you can encourage the team meetings to be coffee/snacks inclusive by
owner or if not possible at least shout round of coffees. Also, going external can be a great
branding opportunity in the community and will force you to show a presence in your local area.
Reminder, ensure team come dressed for the meeting ie. on brand unless otherwise stipulated eg
‘gym gear for team training’

⇒ Time (Day/Month)
The time of the day and also the time in the calendar month that the meeting occurs is important.
We suggest that you commit to a schedule in advance so that people can prepare. The best time
of the day is usually around 12 noon or 1pm, as this is often the ‘downtime’ for most health/fit
business owners and team members. We would also suggest that you organise the meetings to
happen on the First Tuesday of every month. This is a good way to reduce any mishaps in
attendance and avoids most all public holidays.

⇒ Agenda
Always when running an event with multiple people have a well structured, timed and planned run
of events or agenda which is shared with the team AT LEAST one week prior so that they can be
prepared and ready for the event. Also, they can provide ideas or sections in the ‘Any other
business (AOB) Section. All team members to be encouraged to add in ONE item they would like
to discuss or see in the agenda. This does not mean it will make the agenda but you as the leader
could then chat with the individual that proposed items that didn’t make the agenda and discuss
their topic 1 on 1. This ensures that there is good engagement and involvement, even if initially it is
forced, it becomes the ‘norm’.
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Be sure to check out our resource and editable document in the SAOR Member Portal section
which has a pre designed agenda that you can use today! Save yourself the hassle and simply
click here to be redirected ( __ )

⇒ Training & Development
It is important that each meeting has a portion of the meeting dedicated to training and developing
your team. Focusing on one of the key areas of the business here should be the plan. By using the
four pillars of the fitness business here you will be able to highlight an area from any one as per
training requirements. Think about what is happening in the business at the current moment in
time and what can provide most value. Eg. you may have noticed a dip in sales performance some sales training programs or member feedback may be that classes are boring well you may
want to look at some energetic training cue that the team could work on etc.

⇒ Fun/Energy
We always suggest that if you have a brick and mortar facility you start/end your meeting with
something fun to ‘break the ice’ as it were. An idea could be to use a ‘This or That’ game where
you get your team to stand in the middle of a room and ask them to walk to the left for ‘this’ and
right for ‘that’ eg ‘Cats or Dogs’.. This can be moved onto more fitness/business items and then in
hindsight be used as a great training exercise and team builder. It also produces some laughs. It
may be that each month, someone has to kick the meeting off with a joke or similar. Something fun
that you always do. The options are endless. When executed well and genuinely this can be a
great vibe creator.

⇒ Roles/Responsibilities
Ensure that you select someone to be the minute taker of the meeting if it is a larger meeting. In
the small business setting as the chairperson of the meeting you should also be acting as time
keeper and ensuring that you keep the event on topic and move it on where required. If it at any
stage becomes a ‘bitching session’ and progress is not happening, full stop the section and
progress forward with the outcomes.
Another piece that could become the responsibility of each meeting could be that at the start or
end of the meeting you do a quick facility tidy if you operate from one. Eg. have a gym site or office
space, the team run around together and do a quick tidy to show the care for the facility and build
out that team unity further. This can be a great look if you have a busy gym floor site or other
people see this happening as it shows a true care for the brand.
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⇒ TMT (Team Member Training)
Getting a team member to ‘lead’ a portion of the session/meeting can provide very useful for the
brand and their own development. Think about this over the coming weeks, what team members
in your business now really excel at a certain area and could they be put in a position to share
what they do at that particular thing with their team. If so, start to select and coach these people to
prepare a training plan as they would be able to deliver this training as a part of the monthly
session. This does two things immediately, it shows the person that you value what they do and
think that they are the best at that precise thing and it then also ensures that they have to plan,
prepare, speak publicly and work on their own leadership skills. Always have a revolving TMT
section in your agenda for the win.

⇒ Leveraging Technology
Part of the SAOR Meeting schedule encourages leveraging technology to ensure that team
members at a distance can access meetings say if they were busy one day or working from home
etc. One of the best ways to do this is to use ‘Google Meets’ which is a part of the GSuite which
most organisations will have. If not search ‘G Suite for business’.
We encourage using this tool also as an additional meeting tool when you have a larger
organisation as it can help with multi site meetings where pulling many people together can be
time consuming especially when the cycle is weekly/fortnightly so a digital video call would be
best in these time slots.
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The Key to Success - Focus on Motivation and Action in equal measure
In running a positive meeting you want to ensure
that people leave the meeting feeling inspired,
aware and motivated to take on the next
challenge. Sometimes the news may not be the
best news, i.e we have lost 50 members this
calendar year, but what we must get the group to
focus on there and then is the solution.
All meetings must be solutions focused and
ensure that people coming to said meetings are
prepared and ready to be involved. We do not
simply want a one voice meeting, we want a
collaborative session where people can have
their say.
Ultimately, as the chairperson of the meeting you may be able to decide what the best action is but taking
in the teams input is important. That is not to say, put everything to a vote. Voting may not be the best
action when you have a variable business and at times the directives that you need to roll out are not
optional or for many ‘deemed preferable’. The old adage a camel is a horse designed by committee holds
true here. Voting and ‘team think’ can at times be led by emotions, which are of course imprortant but what
is ultimately most important for the business is to ensure that the business is put front and centre in our
actions. We must get the feedback of the team, encourage their input and then use that in our decision
making process.
Ensure that you focus above all else on a mixture of motivation and action. To do this, it is really important
to have a follow up schedule in place. See the agenda template page 2 (__). Always have tasks to follow
up, person responsible and due date so that the following meeting can start by signing off on any
outstanding items. This way we can ensure that the major tasks required get done!
Ensure that you send out a copy of the meeting minutes to the team post meeting within 24-48hours so
that if they forget any specifics, they can reference said minutes.
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Finish this Training Session By Completing the Following Questions:
1.

What schedule will you run your meetings as per the guide above (see page 1)?

2. What reason above from the list (page 2) most suits why you would run a scheduled meeting?

3.

Where is the best place for you to run your meetings?

4.

Have you checked the SAOR Agenda template and downloaded for pre meeting preparation?

5. Can you highlight 3 areas where you would like to help develop your team?

6. Can you highlight at least 3 sections for the TMT Series (Team member training) so that you have
the next quarter covered? Please note person and training..

7.

Do you have Google meets set up on your computer and would your team know how to access
this tool if required?

8. Outline the schedule you have had for meetings prior? Would you say you did some, none or lots?
And would you say you were consistent or inconsistent?

9. When will you book your first meeting for?

10. Can you lock in an ongoing date/time now? If so please outline below?
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