
ZOOM MEETING GUIDELINES

We understand that this Collaborative Process may include one or more virtual
meetings via Zoom or a similar remote meeting application.  In order to make meetings
as efficient and productive as possible, we agree to the following:

A. To avoid delays and disruptions, we will do our best to ensure that we have a
reliable internet connection, a separate computer or laptop for each person,
with a working camera and microphone, and a power source available.  If we
are not familiar with the meeting application, we will do a trial run with a team
member or another experienced user in advance of the first joint meeting.

B. To be fully present in the meeting and to allow for eye contact and the sharing
of other visual cues, we will use the video option at all times, in the absence
of exigent circumstances and full agreement of all other participants.

C. To ensure  the  confidentiality  of  the  meeting,  we will  not  permit  others  to
overhear any portion of the meeting, including our own voices, or view our
screens.  If at any point during a meeting, we are unable to maintain audio or
visual privacy, we will immediately alert all meeting participants.  At that point,
the meeting will be suspended until confidentiality can be ensured.

D. To ensure that we remain fully engaged and are actively listening, we will
refrain from emailing, texting, chatting, or doing other work during a meeting.
We agree to turn off or put on silent our phones and disable any alerts or
notifications of texts, emails, tweets or other social media on our computers.

E. To maintain  confidentiality  for  all,  we will  not  record  (audio or  video)  any
portion of the virtual meeting without the specific advance consent of all team
members. In the event that we do record a meeting inadvertently, we agree to
destroy such recording as soon as we become aware of its existence.

F. To ensure transparency and fairness, in the event that a meeting participant
loses  their  video  or  audio  connection,  we  will  immediately  suspend  any
substantive discussion until the participant can be rejoined into the meeting.


