

Mn/DOT Civil Rights

Collaborative Group Norms and Guidelines


Introduction

The following ground rules are intended to guide the action of the Collaborative. Each member and meeting participant is expected to follow them to ensure that work moves forward. They will be periodically reviewed to allow for additions/deletions or clarification over time.

The mission of the collaborative is sustainable change to achieve its mission to “have the contractors and workforce participation within the Minnesota transportation industry reflect the demographics of the State of Minnesota.”

Participation

Participation needs to include all stakeholders with an interest in and/or ability to influence the Collaborative’s mission. While participation is open, some stability of participation is important to build relationships and keep work moving forward. Specifically included at all meetings should be representatives of:

· DBE’s,
· Workforce developers/training programs,
· Unions,
· General and sub-contractors,
· MnDOT civil rights and contract/business areas,
· Employment/business advocates,
· FHWA,

· Non-union workforce representatives and contractors, and
· Others able to influence the outcome of a project/goal by invitation. 
Accountability

All participants are expected to:

· Participate fully in meetings they attend and refrain from side conversations during the meeting.
· Come prepared (read materials ahead of time) and on time.
· Send an alternate or designee to represent its viewpoint/interest if s/he cannot personally attend.
· Listen for understanding with an assumption of shared investment in the goal and legitimacy for the perspective/interest being expressed.
· Offer resources to support the Collaborative such as meeting spaces, snacks, distribution/copy of materials etc.

· Circulate minutes and notices of meetings to other interested parties in his/her network to keep people informed and able to be involved when most appropriate.
· Serve on (and lead) Project Teams to move specific action items forward.
· Do the work they agree to do.  Ask for help.  It is ok to say “no.”

· Check in mid-month with project coordinator on task completion or needs.
· Check in with colleagues who had not attended a meeting to keep them informed and up to date on decisions.
· People coming new to a meeting should take the initiative to talk with the project coordinator and at least 3 other members of the Collaborative to gain background information prior to their first meeting.
Project Teams

The work structure of the Collaborative is through Project Teams that move a specific idea from concept to completion. Project Teams should:

· Include representation from each of the stakeholder groups/perspectives in the Collaborative.
· Determine a chair or co-chairs who assume responsibility to convene, facilitate, and document project work.
· Meet first to develop a plan of action with timelines and submit that plan to the Collaborative for input and approval.
· Implement the plan of action with periodic updates and progress reports to the Collaborative.
· Document final implementation/changes made and expected results.
· Suggest ways to evaluate actual outcomes/results of the project implementation.
· MnDOT will assign staff to support each project team.
Meeting Management

· Use a meeting facilitator for each meeting.
· Business will begin and end on time.
· One person speaks at a time – limiting individuals to 2 minutes or less to ensure that all voices can be heard on a given topic.
· Set clear meeting agendas:
· Be clear about each meeting’s objectives with the intention of getting the work done.
· Identify action items v. information items.
· Try to send out materials for a meeting 3 workdays ahead.
· Send a summary of action items out within 5 working days of a meeting followed by full minutes within 10 working days.
· Distribute sign in sheets at each meeting along with a roster that can be kept current and available to all participants.
Decision Making Process

· Major items will be discussed and a tentative decision reached on the item. Ratification of those decisions will occur with the approval of minutes. By consensus the group can postpone a decision to a subsequent meeting.
· Create a parking lot for issues not ready for decision, or that are raised but not on the agenda for the current meeting.
· Assign key tasks/unresolved issues to teams for development and presentation at subsequent meetings.
· Use consensus-decision making whenever possible. Consensus is defined as willingness of all participants to accept and support a decision even if it was not their first preference or “perfect” solution. In the event consensus cannot be reached, move to a voting process that uses 75% as the rate of “passage”.
· End each meeting with reflection on progress, suggestions for improvement, and agenda items for the next meeting.
Encouraging Diversity of Opinions/Managing Conflict

· Recognize that hearing diverse voices takes practice/intentionality and is part of the work we are doing together.  It is OK:

· To note when a comment was “loaded” or could be taken as disrespectful,
· To explain why you hear something as insensitive and inappropriate, and
· To ask for forgiveness when own comments have been hurtful to others or taken in a way that was not intended.
· Try not to internalize or take personally what may feel insensitive/ inappropriate.
· Don’t be afraid to challenge one another respectfully.
· Respect agreement/disagreement in moving work forward.
· If you need to “hold up” a decision, offer solutions rather than just “block” someone else’s suggestion.
· Come to some resolution after disagreement.
Outside Activities

Each entity involved in the Collaborative is also an ongoing concern on its own. This requires that action will be taken outside of the Collaborative by almost everyone who is a part of it. Assuring that these actions follow the guidelines below is considered essential for ongoing participation in the collaborative. Actions should be designed to:
· Further the mission rather than subvert it,
· Take into consideration the appropriate interests and respectful treatment of people working in the collaborative, and
· Not be a surprise to other collaborative members raising doubts about the intention or commitment to the collaborative by the acting group.
Mn/DOT’s Role

Mn/DOT is a member of the collaborative and as such commits to adhere to all of the above norms/guidelines. However it also has the additional responsibility to provide staffing to the Collaborative and ensure:

· Neutral facilitation of meetings,
· Meeting notes and minutes are handled efficiently,
· Update of accurate roster of participants and contact information,
· Project management/follow through and coordination of action items,
· Periodic reports of progress on collaborative actions,
· Agenda development and distribution,
· Schedule periodic review of norms/guidelines, and
· Document membership on project teams.
End.
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