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PLANNING session

Ground Rules 
Participate

· Make a contribution.  Everyone is responsible for the success of the group.  

· Leave rank at the door.  Everyone should participate, and no one should dominate. 

· Everyone, not just the facilitator, is responsible for ensuring the ground rules are followed and the meeting is effective.
Practice Conversational Courtesy
· Focus on the meeting. 
· Don’t interrupt.  
· No side conversations. 

· Turn off your electronic devices during meetings.

· Listen to understand the speaker, not to formulate your response.
· Humor is appropriate and important – but not at someone else’s expense.

Respect Other’s

· Keep an open mind.  Be honest and open to the ideas of others. All ideas and points of view have value.

· Focus on issues and content, not personalities and people.  Stay focused on the project and be solution-oriented.
· Don’t criticize, but provide solutions and ideas for solving problems.  Don’t editorialize.  Talk about YOUR ideas and opinions.  Don’t analyze the motives of others.

Practice Project-Focused Communication

· Whenever you state an opinion, add information by giving others the reasons for your opinion. Be open to questions and comments about your thinking.

· Be concise.   Don’t ramble; don’t repeat what others have said. If you think the same as someone else who has already spoken, simply say, “I agree with __”.

Respect Other’s Time 

· As a participant, be on time.
· Do your homework.  Be prepared for the meeting.
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