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Ground Rules 

	Ground Rules

	1. Minimize Disruptions

· Silence all electronic devices (pagers, Blackberries, cell phones, etc.)
· Email & business at breaks only
· 5 - minute rule
· Mute for typing and other distractions

· Don’t put the group on “hold” with music in background
2. Respect Your Teammates

· All comments are valuable
· One conversation at a time
· Tackle the issue, not the person
3. Participate Fully

· Announce your name when speaking

· Let team know if you will need to exit the call early

· Be creative

· Don’t limit your ideas to what we are capable of doing today

· If you don’t agree, now is the time to speak

· PC’s can only be used if in support of the work session
4. Maintain Focus

· No new topics without closure

· If it’s not documented, it didn’t happen

*  Items in red apply when there are participants on the phone.



Instructional Notes:  
Use the Ground Rules” (“Team Operating Principles” or “Guiding Practices”)  template to create the “rules that will be referred to at the beginning of each meeting to help create an even playing field for all participants.

Potential Uses:

· To assist in the planning of the project meeting when talking with the business sponsor, project manager, etc. 

· To set the stage at the beginning of a meeting

· To refer back to when the group loses focus on needs to be reminded or “grounded” as to what they are trying to accomplish. 

The Ground Rules listed in this template are a “standard” set of rules that we have found useful when working with groups in collaborative meetings or settings.  The Ground Rules should be streamlined to meet the needs of the specific group involved in the meeting.  For example, if all of the participants will be meeting face-to-face, the items in red (those that refer to phone participants) can be eliminated.  Also, additional Ground Rules should be added to reflect the uniqueness of the group.    
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