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SUPPORT TEAM MONTHLY 
MEETING

The monthly meeting is essential to 
ensure that the team is working as a 
team.  

It is a time for the Team Members to 
come together and share the joys and 
concerns of their work. Plan what needs 
to be done. Learn more about supporting 
others and build and maintain 
community within the team.



Who organizes the 
team meeting?

The Team Leader or Co-Leaders are 
responsible for planning and scheduling the 
meeting. Team meetings can be in person 
or virtual.



WHY 59 MINUTES OR LESS?

It is important to meet. The meetings 
should be productive, informative and 
supportive, keeping in mind the value of 
each person's time.
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“Time – the one asset none of us 
are ever going to get more of.”

ENTREPRENEUR AND AUTHOR, GARY 
VAYNERCHUK



THE CARE RECEIVER

To ensure open communication, 
the Care Receiver should not 
attend the monthly meetings.



•Check-in – Have members briefly share what is going on in their 

lives.

•Communicate–Ask members to share their joys and concerns in 

their recent interactions with the Care Receiver.

•Coordinate – Review the upcoming care schedule with the members.

•Educate – Sharing and/or learning of topics that can help the team in 

their work.

•Close the meeting with asking members to process how the meeting 

went for them.



CHECK-IN

Ask Team Members 
to briefly share (1-2 
minutes) any joys or 
concerns in their 
lives. This helps to 
build community and 
relationships within 
the team.



Ask Team Members to share their experiences, 
concerns, and insights in the work they are doing on 
the team.



DISCUSS THE UPCOMING NEEDS

Discuss the schedule, any additions, 
deletions, and Team Member's availability.

A lot of times task and scheduling 
information can be shared through e-
mails, shared calendars, and task setting 
apps. This allows Team Members instant 
access to the infomation and more of the 
meeting time can be devoted to other 
areas.



Take some time to learn a new skill or share insights that will help the team 
function more effectively and/or help in the tasks that they do

Educate



ASK TEAM MEMBERS

Ask the Team Members what kind of 
information would be helpful. Brainstorming 
ideas invites creative soultions.

BREAK UP THE TOPIC IF NECESSARY

Don't try to cover too much at one meeting. If 
necessary, break the topic into smaller sections 
and do more in depth learning.

WHEN TO SCHEDULE

When you are accommodating an outside 
speaker, try to set the time for educate at the 
beginning or end of a meeting. 



SOMEONE WITH 
CANCER

Invite a nurse, social 
worker, physician or 
contact from a local 
cancer group to speak 
to the group about the 
disease and answer 
any questions.

Ask a Pastor or 
Stephen Minister to 
come and share ways 
to walk the journey 
with the Care Reciever.

A TEAM FOR 
SOMEONE WHO 
JUST HAD 
SURGERY

Invite a medical 
professional to share 
information about the 
surgery and what 
recovery could look 
like.

Invite a therapist in to 
share listening 
practices.



Tips for a successful meeting

RESPECT TIME

Make sure to start and 
end the meeting on 

time. If topics were not 

covered, schedule them 
for the next meeting or 

other communication 

form.

MAKE THEM 
ENGAGING

Find ways to make the 
meetings, fun, engaging 

and interesting. Try to 
change them up every 
once and a while.

WELL ORGANIZED

Make sure to send out 
reminders and to have a 
planned agenda ready 

before the meeting.



Plan a special social event outside of a team meeting.  This will help to build 
relationships by spending  time together in a different context.

Social Event




