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NCEAFCS Ground Rules for More Effective Meetings

Ground rules are agreements about expected behavior in meetings. They can be a powerful tool for assisting a group to interact better with each other, practice new behaviors for more effective communication and prevent or reduce misunderstandings and disagreements. The group can change the ground rules or add new ones based on group needs. Ground rules should be adopted before the meeting begins.

Silence all cell phones, pagers, and electronic devices. 

Honor the limitations of time.

· Meetings will start and end on time.  No backtracking if someone is late.

· Staying on schedule is everyone’s responsibility.

· Be brief and concise when voicing your opinion.

· Do not monopolize discussion.

Keep discussion focused.

· Distribute agendas before each meeting.
· Important and unrelated issues that come up will be placed in the “parking lot”.
Officers are expected to:

· attend required meetings.

· arrive on time.

· complete assignments on time.

· come prepared and ready to contribute.
· share committee progress/needs.

Be Respectful; be polite. 

· Listen.  Acknowledge other viewpoints as valid.

· No side bar conversations.

Leave the meeting with a clear sense of next steps. 
· Make notes of who is responsible to do what and by when! 

· Include this information in meeting minutes.

Be willing to reach consensus. 

· Keep an open mind that there probably is an acceptable decision that everyone can support, even if some degree of compromise is required.

· Resolution of differences will typically be by majority decision, but on key issues the group will reach consensus.

Ensure Quorum.  
· It is the president’s responsibility to ensure that a quorum is present.

Use the “Parking Lot” to: 

· store and record all the unrelated and off-topic issues here for future references.

· consult items in the “parking lot” for agenda planning and succeeding meetings.

· record potential action items.

· record questions that will be answered later.

· record problems or solutions that are relevant but outside the scope of today’s meeting.

Give the facilitator the power to:

· Interrupt

· maintain order and 

· keep the group focused on the stated goals.

Other (add new ones based on group needs)
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