Establish Team Procedures 
and Norms for Meetings
Teams involved in effective professional learning communities identify and post the behaviors that the team agrees will support the flow of constructive energy in the meetings. 
In “The Adaptive School: A Sourcebook for Developing Collaborative Groups” Garmston and Wellman, (1999, p. 37) list the seven norms of collaboration enumerated by Baker and colleagues which came from the cognitive coaching model and the work of Peter Senge: 

1. Pausing 

2. Paraphrasing 

3. Probing for specificity 

4. Putting ideas on the table 

5. Paying attention to self and others 

6. Presuming positive intentions 

7. Pursuing a balance between advocacy and inquiry. 

They explain that skills (what someone knows how to do) become norms when the behavior becomes normal for the group and the standards are modeled for new group members. 

Kenneth Crow from DRM associates describes ground rules as statements of values and guidelines which a group establishes consciously to help individual members to decide how to act. To be effective, ground rules must be clear, consistent, agreed-to, and followed. Where articulated ground rules are missing, natural behavior patterns often emerge spontaneously which may not be supportive of effective PLC’s. 

Team ground rules define a behavioral model which addresses how individuals treat each other, communicate, participate, cooperate, support each other, and coordinate joint activity. They may be used to define and standardize team procedure, use of time, work assignments, meeting logistics, preparation, minutes, discussion, creativity, reporting, respect and courtesy.

A team should create and adopt written ground rules before or during the first few organizing sessions. The rules should be consulted and enforced through reminders and team process checks. They should be added to and revised as needed.

Example of Team Ground rules are Provided Below:

Attitude and Culture 
· We treat each other with respect. 

· We intend to develop personal relationships to enhance trust and open communication. 

· We value constructive feedback. We will avoid being defensive and give feedback in a constructive manner. 

· We treat all participants in the same manner regardless of position, title, or perceived status.  . 

· We strive to recognize and celebrate individual and team accomplishments. 

· As team members, we will pitch in to help where necessary, to help solve problems, and continue to improve as educators.  
Team Meetings 
· We will hold a regular weekly meeting on Tuesday at 2PM in Conference Room A. 

· All committed PLC members are expected to attend meetings unless they are out of town, on vacation or sick. 

· The team leader will publish and distribute an agenda by email by Noon Monday. Team members are responsible for contacting the team leader or leaving a voice message or email with any agenda items they want to include by 9AM Monday. Agenda items can be added at the meeting with the concurrence of the team. 

· Meetings will start promptly on time. 

· No responsibilities will be assigned unless the person be assigned the responsibility accepts it. If a person to be given a responsibility is not at meeting, the team leader must review that assignment or action item with the person before the responsibility is designated. 

· The responsibility for taking and distributing meeting minutes will rotate monthly among core team members. 

· Meeting minutes will be distributed within 24 hours after the meeting. 

· We will emphasize full discussion and resolution of issues vs. sticking to a timetable. 

Communication and Decision-Making 
· One person talks at a time; there are no side discussions 

· Each person is given a chance to speak their mind while at the same time respecting the group's time and the meeting timetables. 

· We emphasize open and honest communication - there are no hidden agendas. 

· We de-personalize discussion of issues - no attacks on people. 

· We will listen, be non-judgmental and keep an open mind on issues.
· We emphasize balanced participation of all team members. 

· We will emphasize collaboration and use consensus for important decisions and issues. 
· We accept the responsibility and accountability along with the authority given to us. 

· We will maintain the team work plan and schedule each month. 

· Any suggestions or direction we believe will constitute a scope change will be handled through proper channels. We will avoid a constructive change without proper documentation and authorization. 

· When we pose an issue or a problem, we will also try to present a solution. 

