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SPI AGENT MEETING FORMAT

Purpose - The purpose of the SPI Agent meetings is to integrate process improvement efforts within SSC San Diego through the sharing of information among SPI personnel.

MEMBERSHIP – SEPO members and Department SPI Agents.   

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 the SEPO Dept POC (in the case of a SPI Agent) or another SEPO team member and then distributed via email to “spi_agents”.  The minutes will also be posted on the SPI Agent web page.

Attendees: All attendees are expected to come prepared to the meeting and make meaningful contributions.  All attendees are expected to complete all action items and assignments by the due date.
GOALS - The goals of the SPI Agent meetings are listed below:

a. Facilitate consistent implementation of process improvement across the Center.

b. Share information and lessons learned on process improvement.

c. Share best practices across the entire organization.

d. Review the status of ongoing process improvement efforts.

e. Discuss special topics of interest.

f. Plan future process improvement efforts.

g. Discuss/resolve issues related to process improvement.

SCHEDULE – SPI Agent meetings will normally be held every other Monday from 1000-1200 at SEPO.  
STANDARD AGENDA - The items for the standard agenda are listed below:
a. Assign Recorder and Timekeeper/Facilitator (alphabetical by last name)

b. Announcements 

c. Share best practices 

d. Highlights from SEPO weekly meeting

e. Highlights from PM Council Meeting

f. Main topics

g. Department SPI review briefing (when scheduled)

h. Review action items

i. Determine next meeting topic. Agenda items for the next meeting are to be included in the meeting minutes from the previous meeting

j. Schedule next SPI Agent one-on-one meeting (270, 230, 260, 280, 240, 202)

k. Meeting evaluation

Changes or additions to the agenda are to be emailed to the team leader by COB the Friday before the meeting.  Include estimated duration time for each discussion item.

MEETING FORMAT REVISION DATE – 29 October 2003

MEETING DISESTABLISHMENT DATE – SPI Agent meetings will occur indefinitely.
SPI Agent Meeting Ground Rules

Attendance

· All members must attend; no substitutes

· Guests are permitted to attend with prior approval of the leader

· Members must notify the Team Leader by email when they can’t attend

· Absent members are responsible for providing inputs and action items to the team (via email list) prior to the meeting

· Arrive on time

· Meetings will start and end on time

· A quorum will consist of at least half the SEPO representatives and half of the SPI agents; decisions will require input from all members

· Meeting attendance will be taken and recorded in the minutes

Participation

· All team members are responsible for participating in discussions

· Decisions will be made using consensus as much as possible

Behavioral Courtesies

· Verbally support SPI meeting decisions when working with projects 

· Respect the rights of other team members to speak

· Do not negatively criticize ideas (no idea is a bad idea) or other team members

· Keep criticisms constructive

· Don’t hold back alternative opinions

· Use active listening; give your undivided attention to the speaker; no “multitasking” during meetings (e.g. Blackberries, calendars, Palm Pilots, etc)

· No disruptive side conversations

· Speak up if you think the team is off the track 

· Don’t beat an issue to death 

· Don’t allow interruptions: turn phones, pagers, and other electronic devices off (100 mile rule)

· Use “Parking Lot” for items to table for later discussion (write items on white board and record in minutes)

· Non-attribution (don’t attribute specific comments to specific people outside of the SPI meetings)

· Team members have equal rights and responsibilities to invoke any of the above ground rules
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