Personal Checklist for Participation in Team Meetings
Am I…..

· Exercising discipline – staying with the issue on the table?

· Using paper to note additional thoughts?

· Speaking for myself and not making assumptions about others’ views?

· Listening to, recognizing, and rewarding the contributions of others?

· Helping to draw out silent members?

· Sharing responsibility for the state of the meeting?

· Using “itemized response” – (“Here’s what I like about that idea; here are my concerns:”)?

· Maintaining eye contact with speakers?

· Speaking up if I disagree or have concerns?

· Respecting others by being on time?

· Showing energy and enthusiasm and a positive outlook?

· Ready to work?

Keeping an Open and Participative Climate

· State issues in situational rather than behavioral terms

· Accept expressions of feelings; try to understand rather than evaluate

