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SEPO PARALLEL ORGANIZATION MEETING FORMAT

Purpose - The purpose of the SEPO parallel organization meetings is to take time-out from our day-to-day tasks to perform strategic thinking, visioning, and process improvement.  We want to answer the question “Are we doing the right things and are we doing them right?”

MEMBERSHIP – SEPO members. 

ROLES:

Team Leader: The SEPO Director will set-up the meetings and is responsible for preparing the meeting agenda and keeping this document current.  There really is no “leader” of the meeting, as all team members participate equally in the meeting.

Facilitator: A facilitator will be assigned for each meeting on a rotating basis.  The facilitator is responsible for keeping the meeting on track.  All other members of the team are responsible for acting as the secondary facilitator.

Recorder: A recorder will be assigned for each meeting on a rotating basis.  The recorder will draft the minutes from the meetings. The minutes will be checked for quality by another SEPO team member and then be distributed via email to “sepo”.

Attendees: All attendees are expected to come prepared to the meeting and make meaningful contributions.

GOALS - The goals of the SEPO parallel organization team meetings are listed below:

1. Brainstorm and discuss improvements to SEPO processes, procedures, and SPI approach.

2. Develop or update SEPO vision.

3. Perform strategic thinking.

4. Plan future SPI tasking.

5. Discuss and solve specific issues related to the SPI program.

6. Review SEPO risks.

SCHEDULE – SEPO parallel organization team meetings are normally held on the last Thursday of the month from 0900-1100 at SEPO.

STANDARD AGENDA:

1. Assign recorder (in alphabetical order by last name) and Facilitator

2. Review Action Items and meeting minutes from previous meeting

3. Review SEPO risks

4. Main Topic

5. Meeting evaluation

6. Eat Pizza!

MEETING FORMAT REVISION DATE – 20 February 2003.

MEETING DISESTABLISHMENT DATE – SEPO parallel organization team meetings will occur indefinitely.

Guidelines for Operating Inside the Parallel Organization

· “Normal” Hierarchical Organization Rules Are Suspended.  All team members are equal inside the parallel organization; decisions are by consensus, but note that decisions inside the parallel organization must also “fly” in the hierarchy.  A key role of team members is identifying, consulting with, and marketing to major “stakeholders” inside and outside of the hierarchy.

· Focus Is on Reaching The Best Solutions Possible for the Whole.  Members of teams must be committed to a shared vision and values for the organization; a member’s “worth” is determined by his/her contribution (e.g., ideas, conflict resolution, consensus building, problem-solving) to helping the team reach the best solution possible.

· Everyone gets a “Promotion.”  To eliminate “turf” and reach solutions that are best for the whole, members of teams must “promote” themselves at least two levels in the organization so they can see themselves and their units as parts of a larger, integrated whole; members must view themselves as part of a “board of joint owners” of the whole.

· A “Regenerative” Culture Is Critical.  Trust-Based Relationships: while operating in the parallel organization, all interactions must be based on complete trust; Honesty: members are expected to level with each other and to have no hidden agendas; Mutual Respect: we can disagree without being disagreeable; no personal attacks; each team member must take personal responsibility for the success of every other team member.

· Confidentiality.  It is often necessary, in order to achieve an open, innovative, and candid discussion of difficult or sensitive issues, for teams to establish a confidentiality rule -- i.e., what is said and decided and why decisions are reached is on the record; but who said what is not. 

· No Retribution for Following These Guidelines.  Because a low threat, high trust climate is critical in getting candidness and promoting creative problem solving, no retribution for following these guidelines can be permitted; however, if members do not follow the guidelines, there must be consequences.

· Enforcing These Guidelines Is Everyone’s Responsibility.  Because everyone is equal inside the parallel organization, everyone is responsible for making the process work.
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