
Manager and Team lead Meeting One

MEETING ONE

What should be accomplished?

· Understand the attributes of a high-performing team. 

· Assign roles in the team 

· Define Problem

· Build Aim Statement

Project Content

Points of clarification – Aim Statement complete

1. Does the AIM statement align/cover with the desired deliverable from the GAP Analysis?

2. Do the objectives specify the key aspects of what needs to be accomplished?

3. Would there be benefit in reviewing or validating these objectives with other staff members?  Either to gain additional insight or to knock out suspicion from the rest of the work force?

4. Are the team members clear on the essence of the project goal? Are they clear on their assignments?

Group Dynamics

1. How is the team forming?  Are they clear on coming up with a team solution? 

2. Were you able to get them all to participate in the meeting input or outcome?

3. Is there any assistance needed in working on reluctant or lone ranger team members?

4. Do members’ assignments prepare them to be better equipped to produce at the next meeting?  What are they?

Facilitator Preparation

1. What do you have planned for the next meeting?

2. Have you followed up with the team member assignments?  Are they clear on what they are to do?  Do they need any help?

3. What’s you next icebreaker? Do you need any assistance in brainstorming?

Note: If, after reviewing the material, you have questions please email “Create Solutions” through Lotus Notes.   A representative will contact you and assist.

Manager and team lead meeting two

What should be accomplished?

· First assignments should have been completed

· Greater participation, volunteering, clarity around team purpose 

· Cause of the problem identified, tested or measured

· Baseline metric defined, measured

Project Content

Points of clarification – Diagnosing Causes

1. Did the team cover all the causes (breadth) from management’s perspective?

2. Were the details of causes (depth) specific enough to point to a more successful implementation?

3. Is there a sense of relative importance between the causes…how do you know and is it value added to collect data? 

4. Would it be beneficial for team members to validate their conclusions with staff for reasonableness or buy-in?

5. Is the deployment of how and what to take for baseline data collection clear, consistent and validated for compliance?

Group Dynamics

1. How is the team forming?  

2. Differences being handled on a quick, constructive manner?  

3. Are there independent agendas that need to be changed?  

Is management reinforcement needed?

4. How is the respect and trust level among the team members doing?

5. Do members’ assignments prepare them to be better equipped to produce at the next meeting?  What are they?

Facilitator Preparation

1. What do you have planned for next meeting?

2. Have you followed up with the team member assignments?  Are they clear on what they are to do?  Do they need any help?

3. Has there been difficulty in managing the group process (facilitator role) and not getting entangled in the content of the team’s output?

4. Are you giving input on their group dynamics that are helpful and hurtful and asking for commitment to work bettering them?

Note: If, after reviewing the material, you have questions please email “Create Solutions” through Lotus Notes.   A representative will contact you and assist.

Manager and team lead meeting three

What should be accomplished?

· Review the progress of the baseline metrics

· Determine the significant causes to focus on 

· Generate options to affect desired impact

· Baseline metric defined, measured

Project Content

Points of clarification – Generating Options, Validating them with the Staff.

1. If the solution is a process, did the team flow chart the process to gain clarity on what is and what needs to be?

2. Does the solution derived impact other departments, or require other departments to change to be considered a success?

3. Are there management perspectives the team needs to consider?  

4. Does management have the resources and influence to fully support its implementation?

5. Are there smaller impact options that have a better chance of implementation?

6. What would you add as a consideration to the solution?

Group Dynamics

1. Is the team beginning to work collectively together as one?  

2. Is there less time spent on talking about the problem and more generating solutions?  

3. Do all in the team members realize the importance of completing assignments and working together as a single unit?

4. Are you better at drawing out the silent members and toning down those that love to talk?

5. Do find you are guiding them more through the process and less in crowd control or adding to content?

6. Do you recognize more of an inquiry mentality toward the team?

Facilitator Preparation

1. What do you have planned for next meeting?

2. Have you followed up with the team member assignments?  Are they clear on what they are to do?  Do they need any help?

3. Have the team informally tested the solutions with the staff?  Both for input and for implementation considerations?

4. What are things that can hand more of the responsibility of presenting and selling the solution to the team?  
Note: If, after reviewing the material, you have questions please email “Create Solutions” through Lotus Notes.   A representative will contact you and assist.

Manager and team lead meeting four

What should be accomplished?

· Solution drafted and tested (or at least validated)

· Considerations for upstream and downstream areas known and incorporated in the solution 

· Solution is 80% developed

· Implementation and communication plans created

Project Content

Points of clarification – Refine Solutions, Devise Implementation and Communication plans

1. Did they come up with a tight business case for their solution?

2. Did they decide the best time to take their post implementation measurement?

3. How are they going to work with the challenge of change to the workforce?  

4. Does the plan minimize the negative impacts of positive change?

5. Can management whole-heartedly back this plan?

6. Are there timing environmental factors which will make implementation easier or more successful?

Group Dynamics

1. Is the team close to self running, needing very little intervention from the facilitator?  

2. How can you help the team members leverage off their differences?

3. Is the team seeking agreement more quickly than in the past?  How are you facilitating this process?

4. Are the team members pretty much together on their solution?

5. Does the team have a sense of identity?  
6. Is its battle cry: It’s us vs. the problem!

Facilitator Preparation

1. What do you have planned for next meeting?

2. Have you followed up with the team member assignments?  Are they clear on what they are to do?  Do they need any help?
3. Have the team informally tested the solutions with the staff?  Both for input and for implementation considerations?
Note: If, after reviewing the material, you have questions please email “Create Solutions” through Lotus Notes.   A representative will contact you and assist.

Manager and team lead meeting five

What should be accomplished?

· Presentation completed, staff prepped for its delivery.

· Implementation and communication plan complete 

· Preliminary dry run made to management.

· Management, facilitator, team and workforce readied for sustained change.

Project Content

Points of clarification – Presentation Prepared, Implementation Plan Completed 

1. Is it professional, display the PDCA output and the available before/after results?

2. Have each of the members studied for their section of the presentation?

3. Does the presentation use terminology and explanation its audience will understand?  

4. Does the implementation include allowances for mid-stream adjustment?

5. What level of management support is needed to keep implementation on- track?  Can the team induce workforce empowerment by using the need for change as the authority to put it in place?

6. How can management feedback be consolidated to better the project outcome?

Group Dynamics

1. Is the team empowered to champion the change?  

2. How do the members represent the team?  As individuals or as a single unit?

3. Does the team work in unison?

4. With just minimal guidance, are they self-propelled to achieving the solution?
5. Have you rehearsed what the team members will say when the workforce tries to disband their solution? 
Facilitator Preparation

1. Is each team member apprised of his or her role in the presentation and the implementation?

2. How will you direct unanticipated decisions back to the team?

3. How can the team become more self-directed?

4. How can you back out of the need to support the team?

5. How can the change be sustained over time?

Note: If, after reviewing the material, you have questions please email “Create Solutions” through Lotus Notes.   A representative will contact you and assist.
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