Team Norms
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Members:
Alicen Smith

Barbara Masaki

Dian Gay

Ellen Whitlock

Erick Winger

Heriberto Rodriguez

Matt Leidholm

Paula Kurose

Teresa Crisostomo

Tracie Hunt
Meeting Norms (commonly defined team operating rules):

· The team leader is Linda Vilett.  The team facilitator is Erick Winger.  The team meetings will continue if one of the leader or facilitator is unable to attend.  If both Linda and Erick will be unable to attend, we will typically cancel the meeting.  If enough time and preparation is possible, a volunteer may be appointed to run a meeting if the agenda is manageable and the team agrees to continue with the planned meeting.
· Depending upon the agenda items, a meeting may be cancelled if Heriberto Rodriguez is unable to attend.  An alternate developer may attend in his place.

· Any items emailed to the entire team or posted to the team website that are pertinent to a meeting or related to an agenda will not be printed in mass amount by the team leader.  The team members will print their own, make notes and bring to the meeting.  Anything not circulated to the team that is new, will be printed and brought as handouts.
1. When do team meetings start/end?   
2. Do they always start/end on time?   Under what conditions to make exceptions?
· Meetings will end on time and start on time
· If a member is late, the meeting will not stop, that member is responsible for catching up

· The meeting will end on time, the leader or facilitator of the meeting (typically Linda Vilett or Erick Winger) is responsible for adjusting accordingly.

· We will finish discussions that are running longer than the agenda plans for if the team agrees it is important to continue, the facilitator is responsible for bringing this to the team’s attention.  We will continue a valuable discussion rather than cutting it off for the planned wrap up.

3. How are team decisions made?  (Consensus, compromise, democratic vote, does silence ever mean agreement, etc.)? 
· The facilitator or leader is responsible for defining the decision being made, this will help avoid conflict and determine the best method of decision making.

· Silence is never agreement.  (often times means the contrary)

· Try to gain understanding of disagreements – document why for future decision making reference.
4. How many members must be present (quorum) in order for the team to meet? 
5. Whom do members notify if something unavoidable comes up and they realize they will be unable to make a meeting?  
· If a member will be unable to attend and has sufficient time they should notify all 3 of: Erick Winger, Linda Vilett, Teresa Crisostomo.

· 10 members (excluding Erick Winger, Linda Vilett).  8 of 10 members must be scheduled to attend a meeting for quorum.  If members have emergency cancellations, 6 of 10 members must be present at meeting start for quorum.

· If a member has a last second conflict they should notify one of (in the following order): 1) Erick Winger, 2) Teresa Crisostomo, 3) P&A Building (location of meetings) front desk 206-543-8414.
· If a member is unable to make a meeting they are responsible for viewing the Action Items and Decisions made during that meeting via the team website.  If they have a valid argument against any decision made in their absence they may raise it at the next meeting.
6. Are recorder, team leader, and back-up team leader roles rotated?    If so, how? 

· Team Leader: Linda Vilett, Facilitator: Erick Winger (no rotation)

· Recorder role for meetings will rotate.  This person will typically use a laptop (but occasionally hand written) to record Action Items and Decisions.  A template will be used to record these items.  Part of the meeting wrap-up will be to review whether all items have been captured.   

7. When are agendas distributed? How to handle action items and decision logging?
· Meeting agendas will be emailed by end of business Monday (prior to a Thursday meeting) and posted to the team website.  
· Action Items and Decisions will be sent out via email and posted to the team website by close of business Friday (following a Thursday meeting).

8. How will the team evaluate the effectiveness of its meetings? 
· Individual Evaluations – roundtable.

Other:

· The facilitator (Erick Winger) is responsible for managing participation including: members dominating a discussion, members withdrawing from discussion.

· Members agreed that they are comfortable being asked directly for feedback, typically by the facilitator, if they appear to be withdrawing or asked their opinion in order to gain consensus.

· Disagreement without fear is encouraged.

· Cell Phones okay, on vibrate/quiet, during meetings if a member is expecting an important call.  They may step out into the hall (or Erick’s office) to take the call so as to not disrupt the meeting.

· Side conversations are discouraged, they are a distraction.  The facilitator is responsible for curbing side conversations.

Social Norms (commonly defined rules for how team members will treat each other):

1. Listen to each other.

2. Celebrate diverse opinions.

3. Keep an open mind.

4. Be honest and kind at the same time.

5. Seek first to understand, then to be understood

6. Have fun!
7. Don’t interrupt each other.

8. Celebrate (even small) accomplishments.
9. Honor Team Norms






