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Assessment team members will be sitting among the FARs.  Team members will be taking notes throughout the discussion. Each Far discussion should have a time keeper, recorder, and leader assigned before the session .





1. Introduction of all members, including team, of discussion group.


 (team is scattered throughout FAR group)





2. Team leader states the objectives of meeting...


a.How the session will proceed (Introductions, discussion, ending questions, when break will be taken, and dismissal)





NOTE: Allow ~2 minutes for response for ending questions for each member.  Subtract this time and the break time from the total time to get the discussion time.





b. Assessment Team wants to hear about how you do your work (work processes), they may request work products


c.Tell about focus (KPA) of each discussion


d. Set expectation that all members contribute to discussion


	e. Are there any questions about what we will be doing?





3. Team leader tells of note taking and confidentiality. 


  Team members will be listeners-not providers of information in discussions





4. When team members ask questions they are non-directive open ended questions





5. Team leader asks "Who would like to start"





	    Discussion takes place here





NOTE: Don't let 1 or 2 people take over the discussion. 





6. After discussion time is up team leader will thank FARs and ask each FAR "If you could change one thing about your organization, other than boss or paycheck, what would it be"  (WATCH THE RESPONSE TIME FOR EACH PERSON)





7. Team leader asks each FAR "Name one major strength 


of your organization".


8. Invite FARs to dry run... (when and where)  Thank group and dismiss them. 





<UA/lead workbook/FAR discussion process>


 


