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CDPH Team Ground Rules:
Project Team Membership: 
1. Standing Members: Attend all meetings

2. Ad hoc members: Attend all or a portion of meeting(s) by invitation from the Team Chair/Leader

Project Delivery: 

1. Members will complete assignments on time. Inform team leader if unable to complete work on time.

2. Seek reader/listener feedback before handing in all deliverables.

3. Set deadlines for each deliverable in advance of due date to allow for collaborative revisions
Project Meetings:
1. All meetings will start and end on time. No backtracking to catch latecomers. 
2. Interruptions will be for emergencies only. 
3. Team leader to create and disseminate agendas for each team meeting at least 2 working days in advance
4. Team leader to create and disseminate minutes within 3 working days after each team meeting.

5. Attend the full duration of all team meetings except in cases of emergency.

6. Avoid informal/social talk during team meetings – No side bar conversations
a. Build in brief informal/social talk time before or after team meetings.

7. Set mobile phones to vibrate and do not read/text/use during meetings

8. All team members are qually important. Be patient with alternative viewpoints, different kinds of learners, writers & speakers.

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

10. Set aside regular meeting times in advance that are kept open by all members
11. We will use the “parking lot” to manage new or non-agenda ideas and keep the meeting on track.
Project Decisions: 

1. Decision-making by consensus is preferred when possible. Once a decision is reached, team members will support the decision. 
2. Avoid apathetic/passive decision making (e.g., “whatever you all think”).

3. We represent the entire CDPH organization and will make decisions and select/recommend options that serve the “greater good” of the organization
Team attitude and culture: 

1. Members will come to meetings prepared 

2. Make criticisms constructive with suggestions for improvement and non-judgmental language.

3. Confront issues directly and promptly.

4. No hidden agendas. 

5. Respect confidentiality of team members and discussions. 

6. Promptly relay all interpersonal concerns/conflicts to team leaders.

7. Keep a positive attitude toward the team, individual members, projects and course.

8. Participation is expected. Take initiative by offering ideas and volunteering for tasks. Honest opinions, relevant experience and wisdom are welcomed 
9. Be honest with any team member who is not pulling her/his weight.

10. Help one another with difficult or time consuming deliverables.

11. Ask for help from the team or other resources if “stuck” or falling behind.

12. Treat each other with respect. No interrupting one another. 
13. Accept responsibility and accountability along with the authority given.

