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CBM Working Group 

GROUND RULES FOR INTERACTION 

 

In order to have the most efficient and effective process possible, Working Group Members will 

follow these basic ground rules: 

Discussion Ground Rules During the Meetings 

• Raise hand to be recognized by the Facilitator. 

• Speak one at a time in meetings as recognized by the Facilitator.  Everyone will participate, 

but none will dominate. 

• Be concise and stick to the topics on the meeting agenda.  Honor a two-minute time limit 

for statements and responses unless the Facilitator allows more time. 

• Speak only on one topic per entry (no laundry lists). 

• Speak to the whole group when talking. 

• Avoid side conversations. 

• Avoid off-topic questions. 

• Treat each other, the organizations represented in the Working Group, and the Working 

Group itself with respect at all times. 

• Refrain from interrupting. 

• Monitor your own participation – everyone should participate, but none should dominate. 

• Adhere to the agenda and time schedule with diligence. 

• Put cell phones on “vibrate” and leave the room when a call is received. 

• Be prepared to start on time. 

• Recognize that everyone’s interests are important. 

• Avoid repetitiveness (i.e., one-track-mind behavior). 

• Agree that it is okay to disagree, and disagree without being disagreeable. 

• Avoid “cheap shots” and/or sarcasm. 

• Refrain from hostility and antagonism. 

• Leave personal agendas and “baggage” at the door; put personal differences aside in the 

interest of a successful Working Group. 

• Focus on the problem, not the person. 
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Process Ground Rules Throughout the Stakeholder Process 

• Adhere to the charter. 

• Review information and stay informed. 

• Work as team players and share all relevant information.  Ask if they do not understand. 

• Encourage free thinking.  Offer mutually beneficial solutions. 

• Encourage candid, frank discussions.  Be honest and tactful.  Avoid surprises. 

• Openly express any disagreement or concern with all other Working Group Members.  

Focus on the problem, not the person. 

• Actively strive to see the other points of view. 

• Follow through on commitments. 

• Share information discussed in the meeting with the organizations / constituents 

represented and bring back to the Working Group the opinions and actions of their 

constituencies as appropriate.  

• Communicate the requirements of this charter with the organizations they represent to 

minimize the possibility of actions contrary to the charter. 

• Commit to issues in which they have an interest. 

• Support and actively engage in the Working Groups’ decision process.  
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