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Team Purpose Protocol*
Use this tool to help facilitate conversations related to group norms, roles and responsibilities, meeting logistics, and team expectations. Following are some general guidelines with suggested times to set aside for each activity. 
Group Norms

As a team, take time to establish and agree on group norms (5-7 minutes). Post the norms at every team meeting, or include them on the meeting agenda. Group norms may include:

· Respect others’ opinions and listen.
· Invite everyone to participate.
· Take turns and do not interrupt.
· Make decisions by vote.
· Follow the time schedule and stay on task.
· End each meeting with planned topics for the next meeting.
· Celebrate successes.
What is the Purpose of Our Team?

This activity frames the work of the team by clarifying the team’s purpose, identifying the issue, establishing roles and team expectations, and deciding how the team will get its work done.
1. Clarify for all members the particular focus of the team (e.g., improve theme visibility in community). (5 minutes)
2. Identify a broad overview of the theme-related issues, sorting them as appropriate (e.g., Some faculty and students struggle to articulate the magnet theme to those outside of the school community). (35 minutes total)
· Individuals brainstorm theme-related issues. (5 minutes)
· Individuals report their issues. Recorder captures issues on poster paper. (15 minutes)
· Project director or site administrator helps to frame the context, but the issue should be articulated by the team. Get to the heart of the problem, and in one or two sentences, state the issue. Is it a concern, challenge, opportunity, or recurring problem that is becoming more troublesome? (15 minutes)
3. Discuss the impact the issue has on the following: (15 minutes)
· Students;
· Program or school;
· Staff;
· Families;
· Partners; and 

· Future efforts and sustainability.

4. Discuss an ideal outcome of your team’s work. (20 minutes)
· What specific results do we want? 

· What is a long-term outcome?

· What are smaller, short-term outcomes to help us reach the long-term outcome?
Team Logistics (15 minutes)
1. Identify a team leader.

5. Identify a secretary.

6. Determine frequency and location of meetings.

7. Determine best ways to communicate (gather e-mail addresses, if needed).

8. Set up a plan to provide progress updates to magnet project director, Facilitation Team, and/or faculty.

Action Plan for Next Steps (15 minutes)
2. What are the agenda topics for the next meeting?

3. What needs to be done by the next meeting?
4. What action can each team member complete by the next meeting?
* Module: Facilitating Magnet Theme Integration 


This document is offered as a suggested tool and can be modified to best serve the needs of the individual program or school. 
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