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Workshop 13
STAND-UP MEETING

What is it?

A Stand-Up Meeting (or Daily Stand-Up) is a short, structured gathering (typically 5-15 minutes)
where team members briefly share updates, blockers, and next steps. Originating from Agile and

Lean methodologies, it promotes:

Transparency — Everyone knows the team’s progress and challenges.
Accountability — Clear ownership of tasks and deadlines.
Efficiency — Quick alignment without lengthy discussions.

Continuous Improvement — Identifies and resolves obstacles in real time.

Key Rule: Stand up! (Literally, this keeps meetings short and focused.)

Why use stand-up meetings in lean?

How it helps:

Reduces waste

Eliminates unnecessary meetings or long updates.
Improves communication

Keeps everyone aligned on priorities and dependencies.
Accelerates problem-solving

Blockers are flagged and addressed immediately.
Boosts team engagement

Gives everyone a voice and visibility into progress.
Supports continuous flow

Helps teams adapt quickly to changes or new priorities.

How to run a lean stand-up meting?

1. The basics

When: Daily, ideally at the same time and place (e.g., start of shift).
Where: In person (around a task board) or virtually (via video call).
Duration: 5-15 minutes max (enforce the time limit strictly).

Participants: Core team members (avoid large groups; split if needed).
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2. The structure: 3 key questions

Each team member answers 3 questions (keep it brief and factual):

"What did | do yesterday?" Focus on completed tasks that contribute to team goals.
"What will | do today?" Share priorities for the day.

"What'’s blocking me?" Highlight obstacles preventing progress (e.g., missing resources,
dependencies).

Use a visual board (e.g., Kanban) to track tasks and blockers.

3. Roles and responsibilities

Facilitator: Keeps the meeting on track and on time. Ensures everyone participates.
Team Members: Answer the 3 questions concisely. Flag blockers.

Manager/Leader: Listens for systemic issues (e.g., recurring delays) and removes
obstacles.

4. Best practices

Start on time: No waiting for latecomers.

Stay focused: Avoid side discussions; take them offline after the meeting.
Stand up: Literally! This keeps energy high and meetings short.

Use visuals: A Kanban board or whiteboard helps track progress.

End with action items: Clarify who will resolve blockers and by when.

Keep it positive: Celebrate small wins (e.g., "Great job finishing the audit!").

5. Common mistakes to avoid

Turning it into a status meeting. Focus on blockers and next steps, not detailed reports.
Letting it run long. If it exceeds 15 minutes, split the team or adjust the format.

Ignoring blockers. If a blocker isn’t addressed, the meeting loses its purpose.

Excluding remote team members. Use video calls or chat tools to include everyone.
Making it mandatory for non-core members. Only those directly involved in daily tasks.

In short: Quick checklist for success

Time: 5-15 minutes.

Location: Same place daily (or consistent virtual link).
Structure: 3 questions per person.

Visuals: Kanban board or whiteboard.

Action Items: Blockers assigned to owners.
Follow-Up: Resolve blockers before the next meeting.
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