MQA Team Ground Rules

· Take care of yourself

· Take care of your team members

· Speak up – ask questions

· Don’t be afraid to say, “I don’t know” or “I need help” or “I am having difficulty.” Ask your team members, team leads, judges, and the Council for help during the process

· Anyone can mediate and facilitate the discussion or process
· Respect everyone’s time and effort 

· Use agendas for teleconferences and face-to-face meetings

· Start and end on time. Appoint time keepers

· Follow good meeting rules, especially related to the consensus process
· Respect others’ opinions, especially outlier opinions
· Work on the big picture. Don’t get bogged down
· Use a parking lot

· Anyone can call ELMO—Enough! Let’s Move On
· Commit to quality early in the process. This leads to less re-work when preparing the final feedback report.
· Set aside pride of ownership. If a comment is put “below the line,” it is no reflection on the author’s abilities or value to the team. 

· Follow up on your assigned actions. Stick to agreed upon timelines.

· Take advantage of shadow assignments as Category back-ups. Volunteer for other roles.
