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Plan: Community Expectations
Audience
Leaders of new and existing PHIN Communities of Practice (CoPs).
Purpose
It’s important to provide guidelines to your members to ensure that they follow expectations that allow your CoP to thrive. This resource provides examples of general guidelines for participating in a CoP and specific guidelines for participating in a CoP meeting.
To Use this Resource
This document is in Microsoft Word format to allow you to add, edit, or remove information to suit your needs.  You may also change the Header to include the name of your Community.  
After modifying the template, you can
· Print this document and share hard copies

· E-mail the document to members
· Use the included information as a discussion guide to develop your Community’s Expectations

Have an Idea for How this Resource Can be Improved?  

We’d love to hear it!  Use the feedback form or send an email to phin@cdc.gov to let us know how this resource can be improved or to suggest other resources you would find useful. 

Community expectations provide CoP members with guidelines for acceptable behaviors when participating in a community.  CoP leaders can use these guidelines to keep conversations on track during meetings and to help encourage open discussion of team members’ ideas. The process of discussing and setting expectations may also stimulate conversation and generate respectful, honest conversations. 

By ensuring a broad awareness of the expectations, a PHIN CoP offers a safe learning environment and inclusive community. To maximize the learning potential for CoP members, a unique set of guidelines reflecting the diversity of the group and collaboration principles are suggested. 
Expectations for Participating in a CoP May Include
1. Members use short, clear sentences and commonly-used words to describe complex terminology and avoid using acronyms or obscure expressions without a definition or an explanation

2. Members are willing to share challenges and lessons learned as well as successes

3. Members strive to create an environment of trust and to participate in insightful, non-threatening discussions of ideas and experiences

4. Members distribute leadership responsibilities and collectively share in the management of the community

5. Membership comes from the public health / informatics workforce and those with an interest in working to enhance and improve electronic information exchange

6. Topics, discussions, and work reflect public health / informatics issues pertinent to the CoP scope
7. Members advance their personal and professional goals through participation in the community

8. Members contribute to the community through their experiences, skills, and time

9. Members agree to be respectful and to use appropriate language in group discussions and to listen and respond to each other with open and constructive minds

10. Members will not be afraid to respectfully challenge one another by asking questions, but will refrain from personal attacks -- focus on ideas

11. Members will participate to the fullest extent possible -- community growth depends on the inclusion of every individual voice

12. Members commit to search for opportunities for consensus or compromise and for creative solutions

13. Members will contribute to an atmosphere of problem solving

14. Members agree to speak from their own experiences instead of generalizing ("I" instead of "they," "we," and "you")

15. Members will attempt to build on each member's strengths, and will help each other improve areas in need of further development

Meeting Participation Expectations

CoP Meeting Facilitators may want to review established meeting-related guidelines at the beginning of each event to ensure team members are aware of them. You can also post them on a flip chart during in-person meetings and in a visible or easily accessible spot within your collaboration tool or document repository.

Guidelines for participation in a meeting may include
1. Welcome new people at the beginning of each meeting

2. Listen to others

3. Everyone participates; no one dominates

4. Honor time limits

5. All ideas are good ideas

6. Stick to the agenda

7. Keep an open mind

8. Mute or vibrate all cell phones
9. Mute your phone line when attending virtually
10. Make decisions by consensus

11. Limit side conversations
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