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Meeting Ground Rules 
The goal of any meeting is the achievement of goals and building relationships in the process.  Most of the time we don’t state this explicitly, rather, it’s an inherent assumption… we’re going to get something done and we’re going to try to get along.  
Here is a set of suggested ground rules for meetings:

1. We will clearly state the purpose of the meeting at the outset… and it better be worth meeting about.

2. We will follow an agenda, calling on the help of a facilitator, timekeeper and if necessary, scribe.

3. We agree to be on our best behavior in order to ensure an open, creative and purposeful flow of discussion:
a. Respect:  we will arrive, start and end on time.

b. No Snipers:  taking pot shots at one anther’s ideas (“that’ll never work”)

c. No Rabbit Trails:  We will stick to the agenda or make a group decision to take a trip.

d. Picking Nits:  The main thing is to keep the main thing the main thing.

e. No Mussolini’s:  Domination of the discussion is unfair, you dictator.

f. No Marcel Marceax:  Non-participation through silence is not fair either.  Let us know your thoughts. 
g. Solutions vs. Problems:  We will limit our discussion of, clarification of, reiteration of, complaining about the problems to 20% of the allotted time so that we can focus 80% of our time on creative solutions.

4. Parking Lot:  We will record all important yet off-topic items which cannot be accomplished in 10 min or less on the Parking Lot to be addressed later.

5. Points of Action: We will identify and record all “Points of Action” (what, who, by when).

6. Decision Log: We will identify and record all explicit or implicit decisions made (or potential decisions to be made) on a Decision Log. 

Consider the impact these simple rules could have on the overall effectiveness of your next team meeting.  
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