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	Be Respectful
	Be Responsible
	Be a Problem Solver

	· Be an active listener (e.g., one speaker / conversation at a time, post-it notes for personal thoughts)

· Electronic Devices on vibrate; reply outside meeting area during breaks unless emergency 

· All contributions considered and respected
	· Be on Time, Start on Time, End on Time

· Be Prepared by completing tasks and bringing materials needed

· Stick to agenda and stay on topic, unless agenda changes (e.g., post-it notes, summary times, parking lot, pair-shares)

· Use laptops only for meeting purposes 

· Maintain confidentiality
	· Follow  a problem solving process

· Ask clarifying questions

· Work toward consensus* and support decision of the group


                                             MO SW-PBS Leadership Team Norms Matrix                                                               
* Consensus = Thumbs Up Procedure
