SAMPLE AGENDAS 

FOR TEAMS IN FORMATION 

OR

TEAMS WHO HAVE NOT DONE TEAM BUILDING 

These agendas are samples for teams who are forming or for teams who did not focus on basic team building when they began.  The agendas are designed for six separate meetings or they may be any combination of a half day or day long sessions, depending on the scheduling needs of the organization.

The intent is to offer a template on team development, realizing that different organizations may want to adapt the materials to their specific needs.  The agendas, in their current form, require involvement of the sponsoring manager and organizational development representatives. 

SAMPLE AGENDA -- FIRST MEETING

I. Manager info (45 minutes)


- communicate the business reason for the team


- discuss mission statement if already developed 


- communicate the role of teams within your organization


- identify the type of team this will be


- share information on goals


- detail expectations


- advise the team on direction


- identify where the team goes for resources


- stress the importance of team building, process improvements

  II.   Survey info (surveys, if desired) (15 minutes)

 III.  Team guidelines (45 minutes)


- attendance


- promptness



- participation


- interruptions


- action items


- management updates


- meeting times


- telling the truth

 IV.  Future meeting dates and times (15 minutes)

SAMPLE AGENDA -- SECOND MEETING

   I.  Just one thing..... (10 minutes)

  II.  Survey feedback (20 minutes)

III.  Productive meetings (30 minutes)


- make sure each member knows what the team needs to accomplish


- distribute agendas in advance 


- members come to the meeting with the intent of resolving agenda issues


- members are prepared for the meeting


- follow the agenda


- communicate the objectives of the meeting


- start on time  


- record key topics and all action items


- record new topics for a future agenda



- honor team norms (determine in third meeting)


- involve all members 


- have profitable discussions 


- take some discussion off-line when appropriate


- minimize negative conflict (discuss in fourth meeting)


- collectively determine the next agenda

 
- finish on time


- publish the minutes in a timely manner


  IV.  Identify where you want to go -- desired state (15 minutes)

   V.  Discuss where you are today --  the current state (15 minutes)


    - assign action items on process flowcharts

SAMPLE AGENDA -- THIRD MEETING 

NOTE: this is a four hour session on SPI

   I.  
Motivation for a better software development process

  II.
Is the SEI maturity model the solution?

 III.
What will it take?

 IV.
What are the benefits?

   V.  
Alternatives

 VI.
The SEI assessment process

VII.
Conclusions and recommendations

SAMPLE AGENDA -- FOURTH MEETING

   I.  
Alligator River (2O minutes)

  II.  
Create desired norms  (20 minutes)


  - how does this team choose to work together


  - brainstorm


  - determine top 3-5 norms using group prioritization

 III.
Productive discussions (20 minutes)



- Make suggestions, test ideas, expose problems



- Ask questions



- Agree to disagree



- Listen (75% vs 25%)



- Summarize



- If the horse is dead, get off



- Can’t tolerate 




* rambling




* dominating




* non-participators




* personality clashes




* critics





* know-it-all




* side conversations

   IV.  
Report on current state progress (30 minutes)

SAMPLE AGENDA -- FIFTH MEETING

   I.
Discuss decision making styles (15 minutes)



- manager



- consensus



- subgroup

 II.
Report on current state progress (45 minutes)



- non-value added



- duplication

SAMPLE AGENDA -- SIXTH MEETING

  I.
Handling conflict (20 minutes)



- avoid



- compete



- collaborate

 II.
Create a plan to reach the desired state (35 minutes)



- baseline



- milestones



- deliverables

III.
Training options (5 minutes)



-DISC training (4 hrs)



-Problem Solving exercise (1.5 hrs)



-Orchestrating Team Performance (TBD)



-Intro to Process Improvements (20 hrs)

 IV.  
New business 



- should there be a pilot for process improvements



- should problems be graphed in a Pareto chart

