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R E P R O D U C I B L E

Figure 2.13: Protocol for Identifying Norms

Step Action

1.

Make sure that the team members understand why they are writing these norms and how 
they will use the norms to make their collaborative practices more effective. Remind the team 
members of areas to consider as they write their own norms: decision making, participation, time 
management, response to conflict, and confidentiality.

2.

Ask team members to reflect on teams they’ve been on before or have observed in their work. 
What were the negative behaviors that prevented them from functioning at high levels? Members 
should write each of these behaviors on a sticky note. Make sure teachers do this step individually 
and without discussion.

3.
Collect and review all the sticky notes, asking for clarification if needed. Cluster any similar 
behaviors together.

4.
Ask team members to consider successful teams they’ve been part of. What positive behaviors 
did these teams engage in? Again, have members write these behaviors on sticky notes. These 
sticky notes should be a different color than the sticky notes from step 2.

5.

After collecting the sticky notes from each team member, cluster any similar behaviors together, 
and seek clarification on those that are ambiguous. As a team, take some time to link the positive 
behaviors to the negative behaviors that would diminish the positive ones if implemented. If 
a negative behavior doesn’t have a corresponding positive one, the team should discuss and 
develop a positive action to diminish the negative behavior.

6.
Initiate an open discussion about which of the positive behaviors the team members want to 
include on their final list of norms.

7.

If there is disagreement about a norm, allow time for discussion about how the norm would help 
the team in its work. After thoroughly discussing the norm, use the fist to five strategy to see 
what the consensus is for that norm. To use this strategy, each member holds up the number of 
fingers that represents his or her confidence in this product. Five fingers represent 100 percent 
agreement; a fist represents complete disagreement. Teams must ensure all members hear from 
any dissenting voices. Learn more about this strategy in Learning by Doing (DuFour et al., 2016).

8.
The team members need to agree how they will handle situations when a team member 
violates one of the agreed-on norms. Suggest that the team members must be willing to take 
responsibility for the way the team works together and that they must care enough to confront.

9.
Capture the final set of norms in writing and publish them for use at all team meetings. Start each 
meeting with a review of the norms, and plan to revisit them twice a year.
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