Meeting Ground Rules
· Everyone participates - Use of laptops and other devices should be limited to making presentations, keeping notes, or looking up relevant information; turn phones off or at least on vibrate mode. 
· Start and finish on time - Don't punish the prompt by making them wait for stragglers or reward late-comers by repeating discussions or revisiting decisions. 
· One conversation at a time - Show respect for others by listening to their point of view and refraining from side conversations. 
· Silence is agreement - It is unacceptable to remain silent during a meeting and then later say you don't agree with the group decision. 
· Different opinions are welcome - Contrary views need to be encouraged to support robust decision-making and to prevent group-think. 
· Challenge ideas, not individuals - Emotions can run high and criticism can turn personal if attendees aren't reminded to focus on the issues. 
· Disagree in private; unite in public - Irrespective of how individuals voted, once a decision has been agreed to, everyone should support it and speak with one voice outside of the meeting. Also known as Vegas rules (what happens in Vegas, stays in Vegas.) 
· Do what you say you'll do - Individuals are accountable for following through on agreed actions and the group should hold each other mutually accountable. 
Zenger Miller Basic Principles of Team Work 
Focus on the situation, issue or behavior, not on the person. 
Blaming people doesn’t solve problems. Focusing on the situation, issue or behavior will help you remain objective when faced with challenges. You will solve problems more effectively, make better decisions, and maintain constructive relationships with your co-workers when you look at the big picture and consider others point of view with an open mind. 

Maintain the self-confidence and self-esteem of others. 
Contributing fully is easier in an atmosphere of acceptance and approval. When people feel free to express their ideas without fear of ridicule or personal criticism, they are more willing to take risks and stretch their capabilities. By showing respect for others and recognizing the contributions of co-workers, you give people the self-confidence to share their ideas openly and to ask for feedback and help in expanding their knowledge and skills on the job. 

Maintain constructive relationships. 
The best work comes about when co-workers support one another’s efforts. This doesn’t mean that you need to be “close friends” with everyone you deal with at work. Your work interactions will go smoother, however, if you approach everyone with a positive attitude and communicate support and confidence in the other person’s ability. By sharing information, acknowledging problems, and sorting out conflicts early on, you create strong relationships based on mutual trust and respect. 

Take initiative to make things better. 
By surveying your own area and finding improvement opportunities, you not only increase the organization’s chances for success, you also increase your personal satisfaction by taking control of your work and creating visible improvement. Initiative follows naturally when you stay informed and alert to changes, focus on ways to avoid similar problems in the future, and expect to find solutions to the problems you face now. 

Lead by example. 
As organizations face new challenges, everyone is expected to be a leader. Being a good leader means setting a good example modeling the kind of behavior you want to see in others is the surest way to influence them. By actively honoring your commitments, admitting your mistakes, and staying receptive to new ideas, you will motivate others to do the same. 

