Group Agreements/Norms
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	“Norms” are ways people have of working together that can help groups be more thoughtful and more productive. Effective teams define and are committed to norms that guide how the team operates. And once norms are established, it is the responsibility of the entire team to make sure that norms are respected. The examples below come from Patricia Clark of the Career Academy Support Network at the UC Berkeley Graduate School of Education.


Types of Norms

Norms tend to fall into two categories: procedural (how things are done), and interpersonal (how people interact). In developing norms, we are answering the essential question of "How do we want to operate as a team?"

Procedural Norms Categories

Logistics: meeting time, place, duration, & frequency

Timeliness: start time, finish time, lateness, and attendance

Decision-making process: How will we make decisions? How will we show agreement?
Setting Priorities: How will we discharge responsibility for on-time completion and equal distribution?

Procedural Norms Examples

· Start and end on time.

· Stay focused on the agenda.

· Make decisions by consensus

Interpersonal Norms Categories

Courtesy: listening, interruptions, equal participation, dealing with disagreements, respect, empathy
Workload: How will work be assigned? How will conflicts with existing workloads be settled?

Enforcement of Norms: How will we make certain that our norms are followed?

Interpersonal Norms Examples

· Respect everyone's ideas.

· Monitor air time during meetings

· Make certain everyone is heard
· Take initiative to speak up when norms are being violated
Using Norms
· Write them as a team
· Only agree to those norms that you are willing to support
· Review them often
· Post them in your meeting room
· Confront behaviors which violate them
· Revise them as needed
· Give new members opportunities for input
· Evaluate team performance regularly
