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Use this tool to work with PFAs and guide the development of PFAC group agreements. 

[bookmark: _heading=h.cj7s7yfifwyi]If your hospital has multiple PFACs, each PFAC may benefit from developing its own group agreements. If your PFAC already has group agreements, you may want to revisit them using this tool to ensure they promote a welcoming environment that encourages participation from everyone.
Discuss the purpose of group agreements with PFAC members
[bookmark: _heading=h.gusg5zkynwj5]Group agreements help clarify expectations and make meetings and interactions welcoming, productive, and meaningful. By participating in developing group agreements, PFAC members have the opportunity to shape their environment, share responsibility for successful interactions, unite in progress toward common goals, and establish mutual understanding and trust.
Provide time for individual reflection
[bookmark: _heading=h.4x5twacgei2l]Before working together as a PFAC to develop group agreements, it may be helpful to provide PFAs with questions to reflect on individually. For example, you may want to ask PFAs to think about their communication preferences and ideas for ensuring positive group interactions and discussions. At the end of this tool, there is a handout you can use to prepare PFAs to think about these topics in advance of a group discussion.
Work together to develop group agreements
Next, discuss the following questions with the PFAC to guide the group in establishing agreements. 
1. How can we foster relationship-building, connection, and belonging?
2. How can we demonstrate respect for each other’s experiences, interests, and backgrounds? 	
3. How will we ensure that PFAC members "share the air" so that everyone can contribute to discussions?
4. How can we encourage people to speak up and share experiences or viewpoints that may be different?
5. How can we best engage PFAs in ways that are accessible to everyone?
6. How can we ensure all PFAs are included and understand PFAC communications? 



7. What steps should the group take if agreements are not respected or conflicts arise?
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Prioritize group agreements and generate a final list
Identify a maximum of 8 to 10 high-priority agreements as opposed to creating an exhaustive list. Options for how to prioritize group agreements include the following:
· Ask PFAC members to share their ideas for agreements. Write all ideas on a large piece of paper. Ask people to put a sticker or Post-It note on the five most important agreements to them. Include the agreements that receive the most votes. 
· Ask PFAC members to generate and prioritize a list of group agreements in an electronically shared document. Make sure that all PFAC members can access the document. 
· Send out a poll or survey to get input from PFAC members about the inclusion and importance of a list of group agreements. 
Once the group has developed their list of agreements, ask PFAC members if anything critical for group success is missing and if there are any agreements they cannot personally commit to. If there is disagreement about what should be included, hold a group discussion before finalizing the agreements. Work towards a shared understanding of and commitment to the agreements. 

[bookmark: _heading=h.d3h63c8oatu3]Share and revisit group agreements as needed
After developing the PFAC group agreements, share them with everyone, including guest speakers and attendees at PFAC meetings. Encourage PFAC members to follow the group agreements consistently by including them in materials sent out before the meeting and reviewing them at the beginning of each meeting. 

If the group agreements are not followed, remind members of the agreements and their purpose (i.e., to facilitate welcoming, respectful, effective, and productive meetings and interactions). When mistakes happen, view them as a learning experience. If there are members who struggle to follow the agreements, it may be helpful to have a follow-up conversation or provide individual feedback and coaching. 

Make a plan for revisiting the group agreements regularly (e.g., once or twice a year) to identify changes or clarifications as the PFAC evolves. 

[bookmark: _heading=h.q5l7xex00r2q]

Developing Group Agreements: A Handout for PFAs
We will be working together as a PFAC to develop group agreements that we will use to help make meetings and interactions inclusive, productive, and meaningful. 

Begin by thinking about your communication preferences: 
1. How do you prefer to communicate (e.g., face-to-face, video, text, chat)? 
2. What does a successful and productive meeting look like for you? 
3. What makes you more or less comfortable speaking up in meetings?
4. What type of conversations or interactions do you find challenging or difficult?
Next, think about how to make sure PFAC meetings are welcoming and productive: 
1. How can we foster relationship-building, connection, and learning about each other’s experiences, interests, and backgrounds? 		
2. How can we encourage people to speak up and share experiences or viewpoints that may be different?
3. How can we best engage PFAs in ways that are accessible to everyone?
4. How will we ensure that PFAC members "share the air" so that everyone can contribute to discussions?
5. What steps should we take if conflicts arise?

Finally, think about what is important to include in our PFAC group agreements. Below are some ideas about values and practices. What things are most important to you? 	 
Values
· Meetings are accessible for all who want to attend. Accessibility is the norm, not the exception. 
· Everyone has the right to be heard, valued, and respected.
· Assume positive intent.
· Be mindful of assumptions.
· Be open to learning and changing your perspective. Start from curious.
· Make an effort to get to know your fellow PFAC members. 
· Focus on ideas and solutions.
· Laugh and have fun together.
Practices
· Listen to each other without distraction and without interrupting. 
· Share perspectives and ideas while allowing space for others—step up, step back (or take space, make space).
· Stay on topic and follow the agenda.
· Create space for differing perspectives. Encourage dialogue rather than debate.
· Before making a decision, make sure everyone has the opportunity to speak or pass.
· Use respectful language. If mistakes happen, apologize, correct yourself, and move on.
· Maintain confidentiality—do not share someone else’s stories or experiences without permission.
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