Handout 4 – Jigsaw Activity

Ground Rules/Meeting Agreements



For a successful meeting, i.e., one that finishes with a balance of good results and positive relationships guided by sound processes, each group needs simple behavioral ground rules or meeting agreements outlining how participants will work together during their meetings. 
Basic meeting ground rules or agreements include:


· Begin and end on time

· One person speak at a time

· Resist side conversations

· Make decisions by consensus

· Listen actively

· Focus on issues not individuals

· Say it once—but say it

Meeting agreements provide a “first line of prevention” of typical meeting problems. When a group agrees to certain rules, it creates a guidepost for the ways the group will work together to accomplish its tasks. Each group member, by agreeing to the list, is responsible for not only their attention to the listed rules, but the compliance of other members in the group as well. This monitoring helps prevents meeting management problems from arising. 

The meeting rules are posted for all to see, they are reviewed at the beginning of each meeting and, if agreed upon, are amended by the group as they desire. Extra space should be allocated at the bottom of any meeting rules list, and the facilitator requests from the group any additions they would like to make. It is their list, to guide their work, so it is important that it reflect their needs.


Notes
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