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GUIDELINES TO DELIVERING A GREAT TEAM BRIEF

Be prepared and prepare your team for success

Plan the team brief in advance, striving to ensure that it will have impact. The 
briefs are essential to your teams’ performance.

How are you going to make sure that your team brief is memorable?

Open with impact, add something different (a joke, a story, which will inspire or 
motivate) and end with impact. The beginning and end are the parts which 

your team will remember the most.

Engage and Interact / Listen to what your team have to say throughout the 
team brief

Make your brief engaging and interactive by involving the team. Solicit feedback 
and ideas.

Include reference to CARE during every team brief

At Levy UK & I we strive to create ‘Legendary Experiences’ for our guests and 
each other, always living our culture of CARE. To help our teams understand 

and live our culture of CARE, managers and team leaders are required to 
include reference to CARE in every team briefing.  Please refer to the CARE 
Section of this briefing document for further detail on how to include CARE 

effectively within your team brief. 

DELIVERING AN IMPACTFUL, INSPIRING, MOTIVATING TEAM  BRIEFING – 
BRINGING CARE TO LIFE.

BRIEFING TOPICS
Welcome and introduction 
Please provide a warm welcome to your team ensuring that everyone feels welcomed, 
valued and included.  Provide the team with an overview of the day / event including details 
of the client and event timings. Ensure that the safety briefing has been completed.

Wellbeing 
Please ensure the wellbeing and comfort of your team including the below:

- All team members have been provided with a tour of the venue and are aware of the 
team member welfare facilities including location of toilets, changing areas and 
refreshment areas. 

- Team members are aware of their break times and when and where to take their 
break. Team members have access to water and the appropriate refreshments for 
their shift. 

Security
Ensure you are following the correct security protocols as per your venue / HR
requirements. Please brief your team and ensure that they are aware of the venue’s 
security protocols. Ensure that all team members are wearing wrist bands at all times 
and/or required venue IDs. If the team members in your area are storing belongings, they 
must be stored in clear bags, clearly labelled with their name, work area and contact 
number. 
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Young Workers & New & Expectant Mothers 
Please ensure that an onsite risk assessment is completed for young workers (under 18s) 
and new and expectant mothers prior to their shift taking place. 

Personal presentation/first impressions 
Brief your team on the standards of presentation and dress, reiterating the standards for the 
venue. To comply with food regulations long hair must be fully tied back and 
earrings/excess jewellery removed. Nail varnish and false nails are not permitted in a food 
preparation and service area. 
The following service conversations may be utilised to deliver a short training session:  
Service attitude, delivering a great impression, personal presentation. 

Menu Information
Please run through the menu information, ensuring that all team members understand the 
terminology and what is on the menu.  Reiterate the importance of checking with guests 
for allergens and dietary requirements. The ‘handling allergens’ service conversation may 
be used to deliver a short training session on handling allergens.   

Responsible Alcohol Service 
Please reiterate the importance of responsible alcohol service emphasising the importance 
of Challenge 25, the forms of ID accepted and measurements.  The ‘Responsible Alcohol 
Service’ service conversation may be used to deliver a short training session. 

Profit Protection / PCI Compliance  
Reiterate with the team the importance of following the venue’s PCI and Profit Protection 
Procedures at all times. Train and refresh the procedures as required. 

Dignity at Work 
Brief your team on the importance of dignity at work. All team members have the right to 
be treated with consideration, dignity and respect, and we all have a responsibility to set a 
positive example in how we treat each other in order to create a culture of respect and 
dignity for all. All Team Members are encouraged to report incidents of bullying or 
harassment to a manager even if they are not the victim. Please ensure that the ‘Speak Up’ 
Posters are visible within team member areas. 

Feedback from the last shift/event 
Discuss what went well, what should be done differently this time.

Recognise those team members who demonstrate CARE
To help embed our culture and encourage your team to put CARE at the heart of all they 
do every shift, recognise those team members who have demonstrated CARE during the 
previous event. This can be through a simple thank you, a venue reward or being 
nominated as a Levy Legend. 

Service Conversations 
To enhance your team briefings, utilise the Levy Service Conversations to further embed 
CARE and enhance operational knowledge and service skills within your team. Service 
Conversations can take between 5 and 20 minutes depending on the topic and time 
available. 
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CARE

CARE is our Service Mantra at Levy UK & I. To help our teams understand and live our 
culture of CARE managers and team leaders are required to make reference to CARE 
during every team brief.   

To embed our culture of CARE please discuss with your team how they will 
demonstrate CARE to both their guests and team during the shift.
  
CARE is an acronym which is used to describe the following 4 behaviours: Care, Aspire, 
Respect and Engage.  

CARE – We are nice people and are nice to everyone that we engage with. We keep 
fantastic       service, food and drink at the heart of all that we do.

ASPIRE – We share goals to achieve more together. We are dynamic at exceeding our 
guests’ expectations.

RESPECT– We respect our guests, each other and our environment. We value diversity, 
creating        positive and trusting relationships. We take ownership when things go wrong.

ENGAGE – We take time to welcome our guests and colleagues, greeting everyone with 
a friendly smile and eye contact. We listen to our guests to make suggestions and 
recommendations to enhance their experience with us.

To support you in discussing CARE as part of your team brief, we encourage you to 
utilise the 2023 CARE Briefing Conversations which include the daily care commitments 
that our team members can take to create Legendary Experiences for their guests and 
colleagues. 

Remember the impact that you all have on today, the atmosphere in which you create. You 
are vital in

 delivering memorable experiences to your guests and colleagues. 
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Manager Briefing notes
Welcome, introduction & 
event overview
Promote inclusion and 
positivity, event overview/ 
details

Wellbeing
Toilets, breaks and welfare

Security 
Wristbands/ ID and storing 
belongings

Young workers and New 
& expectant mothers 
Complete risk assessments

Personal presentation & 
first impressions
Uniform standards 
Service conversation

Service conversation (first impressions) topic:

Menu Information 
Details descriptions and 
knowledge checks 

Dietaries
Handling allergens

Responsible alcohol 
service 
Process and IDs accepted

Profit Protection / PCI
venue PCI & profit protection 
procedures

Dignity at Work
Reiterate importance & 
reporting

Feedback from the last 
shift/event

CARE
Care, Aspire, Respect, Engage

Reward and recognition
Venue and Levy legend 
awards recognising CARE 

Service conversations 
Refresher training

Service conversation topic: 
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