XYZ Team Operating Procedures

Possibilities to Consider
Date:
· Decision-Making Process

	
	Primary
	Back Up

	Major Decisions
	Consensus
	Leader Decides

	Minor Decisions
	Leader Delegates
	X


· Behaviors

· Start and stop the meeting and return from breaks per the schedule

· No side conversations during meeting

· Computers may not be used unless needed for the meeting

· Cell phones will be on vibrate during meetings and can only be used during breaks

· Team members can get up during meeting to move around, get coffee, etc.

· Everyone comes prepared and will be given adequate time to prepare
· Good follow through on commitments

· Members disagree with each other but in a professional manner
· Not sharing differences of opinions with team members outside the meeting
· No drifting away from the agenda
· Meeting schedule
· Monthly
· Dates: Generally the third Thursday
· Schedule: to be published in January of each year
· Times

· 8-12 for the Managing Change Process
· 1-5 will be planned for other topics

· Location: Will be determined at each meeting for the next meeting
· Documents that will be used:

· Agenda

· An agenda will be used for each meeting following a standard template

· All team members to provide input
· The leader will develop and distribute at least one week prior to the meeting
· Action Register

· Parking Lot
· Decision Log
· Managing documents

· Team members must have good access to the current documents

· Options can include
· Electronic
· Three ring binders
· Sharing of information outside the team

· It is understood that all information discussed in the meetings can be shared unless otherwise stated
· Team will identify what is important to share with others
· Team roles (who and what their responsibilities are)
· Leader: 
· Recorders: 
· Timekeeper: 
· Document management: 
· A Process Check for monitoring meeting effectiveness will be used at least once a quarter
· Use of a facilitator: Our consultant will be used as needed
· Other:
· An LCD projector will be used for sharing documents during the meeting
