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SEPO TEAM MEETING FORMAT

Purpose - The purpose of the SEPO team meetings is to plan and review SPI tasking.

MEMBERSHIP – SEPO members. 

ROLES:

Team Leader: The SEPO Director will lead the meetings and is responsible for preparing the meeting agenda and keeping this document current.

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 member and then 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 team meetings are listed below:

1. Share information and lessons learned on SPI.

2. Review the status of current tasking.

3. Discuss special topics of interest.

4. Plan future SPI tasking.

5. Discuss/resolve issues related to SEPO/SPI.

6. Conduct CCB.

SCHEDULE – SEPO team meetings will be held every Tuesday from 1000-1200 at SEPO.

STANDARD AGENDA:

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

b) Announcements (go-arounds; 20 min max)
c) Code 210 Staff meeting report

d) Conduct CCB 

e) Main Topic

f) Review SEPO WBS Tracking Report

g) Determine next meeting topic

h) Review Action Items and meeting minutes from previous meeting

i) Schedule next one-on-one meeting ( in alphabetical order by last name )

j) Meeting evaluation

MEETING FORMAT REVISION DATE – 27 November 2002

MEETING DISESTABLISHMENT DATE – SEPO team meetings will occur indefinitely.

SEPO Values and Behaviors

Work environment
Synergy
Esteem
Work

Fun
Team work
Honor
Excellence

Humor
Relationships
Respect
Quality

Food
Appreciation
Caring
Success

Cleanliness
Flexibility
Trust
Creativity

Neatness
Dependability
Commitment
Innovation


Self-initiative
Positive attitude
Performance


Wisdom
Loyalty



Expertise
Credibility



Knowledge
Value added



Big picture
Professional



Perspective
Accountable




Supportive


Positive Behaviors
Negative Behaviors

Active listening
Being a “Croc” (“that will never work” )

Puns
Conversational Interruptions

Volunteering
Workflow interruptions w/o due consideration

Offering to help
Pontification

Contribution at every meeting
“Side-bar” conversations

Being prepared for every meeting
Not filling out Brown board and white board

Complete action items on time
“Dumping” work/tasks on others

Keeping office and kitchen neat and clean
Not providing comprehensive/timely responses

Saying “thank you” and “genius!”
Complaining about amount of tasks

Polite interruptions


Lead by example (walking the talk)


Timely in-basket processing


Follow security procedures


Maintain confidentiality


Actively support decisions


Positive Attitude


How do we handle behavior infractions?  

· Must be done without being or sounding demeaning

· Use “I” statements vs “You”

· Use right tone, humor, diplomacy

· Use polite gesture or prop

· Ask, “Is there a problem?”

· Use a common phrase
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