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Health and Well-being Committee (HaWC) Meeting Guide
Overall Goals for HaWC Meetings: 
· Be a learning organization, constantly trying to improve
· Empower associates
· Make forward progress on projects
· Acknowledge associates’ concerns with empathy and hear from everyone in the meeting
· Everyone in the building knows who the HaWC is and what the HaWC is doing





Meeting agenda:
	Agenda Item
	Lead Facilitator

	1) Welcome, review agenda 
	

	2) Identify volunteer board tracker, notetaker 
	

	
	

	
	

	
	

	
	



Notetaker: 

Board Tracker:  

Reminders for all meetings (see last 3 pages for HaWC steps and useful phrases):
· Start meeting with sharing the agenda
· Assign a notetaker
· Assign someone to place sticky notes on board to track project progress
· Share updates on current tasks + improvement projects (also review progress on past quick action items)
· Review concerns from comment box; identify quick action items and place remaining concerns in the “Concerns” column for review in the next project cycle.
· Invite everyone to participate and communicate ideas. Ask for different opinions, welcome disagreement as a chance to learn more and come up with better ideas
· Each member leaves meeting with a concrete task to accomplish

Using the HaWC Board: 				         

[image: A diagram of a process
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Red boxes: Hold sticky notes
Arrows: Show flow of sticky notes
ORANGE sticky notes: Concerns from safety audits
BLUE sticky notes: Concerns from communication channels
GREEN sticky notes: Action Steps to address concerns

Understanding the HaWC Scope:
	In Scope:

	Health & safety
	Safety hazards & ideas

	Psychosocial
	How people feel about coming to work

	Work organization
	How the work gets done & could be better



Out of scope: Specific personnel issues
Gray area topics like hours, wages, corporate policies: HaWC can identify concerns and questions, share those with management, advise on possible actions

2

[bookmark: _Toc197593416]Template for Meeting Minutes
HaWC Meeting Minutes
The space below can be used to take meeting minutes. Fill out each section as relevant (expect about 2-3 pages of notes for each meeting). 
Reasons for notetaking:
· A written record of how and why HaWC projects were selected 
· Helps keep track of projects past and present as composition of HaWC changes over time
· A record of past concerns raised to return to in a new project cycle
· Offers lessons learned on what did and did not work in the past.

Agenda:
· 
· 
· 
· 
· 

Attendees:

	
	

	
	

	
	

	
	

	
	

	
	



Updates on projects:







Raising and Prioritizing Concerns
List all concerns raised in the meeting including reasons for concern. Which ones were prioritized as quick action items? 

	Concerns raised (and reasons)
	Quick Action Item (Y/N)?
	Quick action solution?

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	



Describe the process of prioritizing and voting on concerns. 





Which concern was prioritized as the major improvement project? Reasons prioritized (include any key points discussed)?



Root Cause Analysis
What root causes of the problem were identified? Which key cause or causes were prioritized and why? 







Solutions & Action Steps
What solutions were brainstormed? Which ones were selected and why?





What action steps were identified? To whom were they assigned? On what timeline? Record Here:

	Action Items
	Responsible Party
	Timeline for accomplishing

	
	
	

	
	
	

	
	
	

	
	
	



Other notes:


Example of Meeting Notes
[image: A close-up of a questionnaire
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Suggested Flow in HaWC meetings
	
	Step 1: Raising Concerns (10-15 min.)


	Step 2: Prioritizing Concerns (10-15 min.)
	Step 3: Conducting a Root Cause Analysis 
(10-15 min.)
	Step 4: Brainstorm Solutions (10-15 min.)
	Step 5: Identify Action Plans 
(10-15 min.)

	Goal
	Hear/record concerns from communication channels
	Select project that HaWC will take on
	Understand root cause of a concern
	Develop a set of solutions
	Plan how to accomplish the solutions

	Reminders
	*Share concerns from comment boxes, from what people are hearing, and from HaWC members
	*Take sticky notes from concern box and discuss Importance (how Serious?) vs Impact (how many affected)?
	*If concern is more complex, conduct root cause analysis using Drill Down or 5 Whys

	* Brainstorm solutions to address root causes 

	*Brainstorm and assign tasks to accomplish solution(s). 


	
	*If concern is in the HaWC scope, write on BLUE sticky note, and place in “Concerns” box

	*Move sticky notes into appropriate section of Prioritization matrix

	Drill Down: 1) identify all first-level causes; 2) identify each of the second -level causes (the causes of the causes). The 5 Whys (for simpler problems): Same as drill down but with just one line of causes.
	* Identify which solution (or set of solutions) to target for action

	*Write on GREEN sticky note with responsible person and timeline and place in “Current Projects” column.


	
	*If concern comes from the safety audit, write on ORANGE sticky note and place in “Safety” box. 
	*Identify the key concerns through discussion

	* Discuss and vote on which root cause or causes to address (i.e., one that is impactful but manageable)


	* Using the “concern” sticky note from step 2, write the chosen solution/s under the concern, and move note to “Current Projects” column
	*Recap what each member needs to do in advance of next meeting.

	
	*Report safety trends as needed.
	*Vote on top concern for next project, and place corresponding sticky note in the “upcoming projects” column  
	
	
	




Discussion Prompts for Each Step in the Improvement Project Cycle

	
	Step 1: Raising Concerns

	Step 2: Prioritizing Concerns 
	Step 3: Conducting a Root Cause Analysis 
	Step 4: Brainstorm Solutions 
	Step 5: Identify Action Plans 

	Goal
	Hear/record concerns from communication channels

	Select project that HaWC will take on
	Understand root cause of a concern
	Develop a set of solutions
	Plan how to accomplish the solutions

	Discussion Prompts
	What has everyone been talking about out on the floor this week? Have you heard any concerns from your coworkers to share? 

Was everything as safe as you would like it to have been this week?

What has been stressful about work lately? 

[If concern is about a specific person]: The HaWC can’t take action on a specific person, but does this seem to be happening elsewhere in the building? Is there something in the work environment that may be causing this problem? What else might be going on here? 
If it’s about a specific person, refer to appropriate party (e.g., a manager or HR). 
	Based on what we have here, which concerns fall in the impactful + important quadrants?

Which concerns affect many people but are less important? 

Which concerns don’t impact many people but are still a big problem?
(importance)?

Which concerns are neither impactful nor important?


	Does this issue, even if minor, repeat regularly? If so, why that might be?

[when problematic behavior by one or more individuals is identified as a concern] Let’s try to avoid focusing too much on one person. Is there something in the work environment that may be causing this problem? Can we guess why that person is behaving in this way? What should be different in the work environment to change the behavior in a productive direction?

What other explanations that we have not yet discussed may apply to this concern? 

	If we decide we want to take on a more ambitious solution, what are the baby steps we’d need to take to get there?

Now if we get more practical, what kinds of solutions come to mind?

Are there any solutions here that would really get at a key cause of the problem, but still be doable to carry out?


	How will we carry out this project? What is needed? 

Who needs to be consulted? What might their worries be? What could we share or investigate to address any concerns and get them on board?

Who will be responsible for carrying out this action item? Will it need more than one person?

What is the timeline for this action item?
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Encouraging general participation
· Thank you to all who are participating. Does anyone who hasn’t spoken yet like to share a comment?
· Great to have your ideas, [Name], and we can hear more from you later. Is someone else ready to share?
· Has everyone been heard?

Encouraging dialogue, differing opinions, and testing for consensus
· Does anyone see this differently? Is there an argument to be made for seeing this differently?
· We know it might be difficult to disagree, but it’s beneficial to hear different opinions. Does anyone have a different view?
· Let’s hear from everybody… Let’s hear some other opinions…. What do others think?
· Is this a decision we can all support? Can we all live with this decision?

Addressing Pessimism:
· We understand that something like this may have not have worked in the past. What was learned from that situation? How can we try again differently?
· We all know how quickly things change around here. There are lots of new faces. Every day is different. So some of the roadblocks we hit before might not get in the way this time. Let’s think it through and see if we can identify some new ideas.

Deciding whether a concern is “quick action” or not
· Are there multiple or deeper causes to this concern or can it be addressed with one or two simple steps?
· How much planning/preparation will it involve to implement this plan? How many decision-makers and/or steps are involved? 
· Does it make sense to try a quick action on this, and if it doesn’t work, decide whether to prioritize it as an improvement project?

Getting beyond “Ask the Supervisor”
· How is the supervisor likely to respond to this request?
· [If neg]: Do we need to think through some possible solutions first before raising it up to the next level? The more we can think through and propose a practical strategy, the more likely it is that the supervisor will respond positively.

Prompting reflection and dialogue in planning meetings
· How did you feel about the last HaWC meeting? 
· In our last meeting, did we hear from everyone? Was airtime shared equally? (If not): How can we make that happen? 
· Have there been any topics that are too hot to touch lately? I understand a topic like that may feel too risky/uncomfortable to address in the HaWC meeting but it might be helpful to discuss it here and why it feels uncomfortable to address. What do you think?

[bookmark: _Toc197593419]
Sample Plans for First HaWC Meetings (Meetings 1-4)
[bookmark: _Toc197593420]These meeting plans are intended for use with the slide deck about the first four HaWC meetings but can be adapted for the needs of the organization.
Meeting #1
Prior to the meeting: 
· Meeting set-up
· Make sure there are enough chairs in the meeting room 
· Writing utensils for each HaWC member

· Print off:
· Communication checklist (1 per member) – see checklist on Page 18 of this document.
· Meeting guide (1 per member-found in the HaWC toolkit)

Agenda: 
· What is the HaWC?
· Creating a positive environment
· Roles and responsibilities
· Team agreement
· Communication plan – comment boxes & HaWC board
· Task assignment
· Announce that HaWC is open for hearing concerns
· Collect concerns and bring to next HaWC meeting

Facilitation plan:
	When/Lead
	What
	How

	
0:00
(5 min)

	Arrival
	

Show up, sign in, settle in

Distribute meeting guide
Distribute pens


	(5 min)
	Welcome and Check-in

Slide 2


	1. Before start meeting ask if okay to record meetings going forward. Explain role of notetaker


2. Welcome the group. 

Welcome to our first HaWC committee meeting! We are really excited to have you here and appreciate you volunteering for this group. 

Endorsement from manager if available

Slide show available if helpful to guide meeting 

2. Lead group in introductions 

Let’s get to know each other a little bit. We’ll start by sharing:
1. Name
2. Department
3. How long you’ve been at the company (role, dept)
4. In one word, how would you describe the last week or month? 

After intros: Thanks very much for introducing yourself and for sharing how things have been going lately. We are really looking forward to working with you. 


	
(2 min)
	
Review meeting plan
Slide 3
	So everyone knows how we will approach meetings, we’ve prepared
a meeting template to keep us on track.

So we all will know what to expect when we come to a meeting and for meetings to be effective, each meeting will have an agenda. We will review the meeting plan at the beginning of each meeting. 

We also have this meeting guide that we will start using at the beginning of next meeting. This will keep everyone on the same page.

Review agenda

**Emphasize that while the meeting should be structured, it’s also critical to hear many ideas and don’t go down a particular path too quickly. The meetings shouldn’t be so structured as to limit creativity.**


	(2 min)
	Questions as a risk 
Slide 4
	We really appreciate you being here today and for volunteering to be a part of this committee. We want you to be able to openly share your thoughts and ideas. However, we know that there are reasons why you may be hesitant to share ideas or ask questions. 

Some of these reasons might include: 

· I might show that I don’t know something
· I might offend my coworkers and/or boss
· I might challenge the accepted way things work around here (the “status quo”)


Although we recognize that there is always risk in speaking up, we hope that you’ll think of this as a safe space to raise ideas, questions, and concerns about work. In fact, the main goal of this committee is to hear the associate perspective on work, in order to help make the workplace a safer and more positive experience, so we very much welcome your voice. 

Some of you may be newer in the building and some of you may have been here longer, but regardless of your experience level, we really want to hear from you. 


	2 min
	Introduce the HaWC
Slide 5 
	We want to give you an overview of how the HaWC works – Overall, we see the HaWC as a NEW CHANNEL for hearing about what associates want and need and a NEW OPPORTUNITY TO EMPOWER more people in the building to make it a better place to work. 

Associates and supervisors bring concerns and share ideas with you all. The HaWC will then hear employee concerns, prioritize concerns, and create action plans to carry out. Action plans are carried out and completed and then the process starts over again.


	
2 min
	
HaWC Meetings
Slide 6
	
HaWC meetings are the engine to this program and there are five main steps in the cycle of developing an improvement project: raising & hearing concerns (which can include hearing safety audit reports), prioritizing concerns, conducting a root cause analysis of the concern, brainstorming solutions to address the concern, and identifying and implementing action plans. A HaWC meeting could have a combination of these activities. We’ll be describing each of these steps in more detail later.


	
2 min
	
Scope of HaWCs
Slide 7
	And here’s the scope of the kinds of concerns the HaWC can address: the psychosocial environment, work organization (note examples), and the physical environment.

Not all concerns can be addressed by the HaWC directly, for instance, the following issues are largely out of scope, although the HaWC may play an advisory role in raising an issue to the attention of management for consideration:
· Personnel issues — Personal conflicts between individuals on the floor. However the HaWC can be a resource for connecting associates to who they need to talk to. 

Gray Zone: If a concern is highly complex or expensive to address, or if it involves matters of corporate policy such as hours and wages, it may fall into a “gray zone.” In these cases, either the HaWC can raise this issue up for consideration by management and advise on possible actions, or they can identify smaller steps they can take to address the issue.

Pause here for questions about what is in scope and what is out of scope.


	(5 min)
	Roles and Responsibilities
Slide 9

	2. Explain the role of co-leads, HaWC Members

· Role of co-leads
· Plan & facilitate meetings
· Coordinate actions
· Be a bridge between the HaWC, safety committee, and leadership team
· Role of HaWC members
· Communicate with coworkers about the HaWC
· Carry out action plans

All HaWC tasks are carried out on the clock.
You can expect 10-20 minutes per week on HaWC tasks.

Stop slide share



	
(5 min)
	Team Agreement:
Confidentiality

	We haven’t talked as much about confidentiality. It’s possible that you and your coworkers may share sensitive information with the group and we want to be sure to respect everyone’s privacy – we want to be sure that the sensitive information isn’t shared with anyone who doesn’t need to know. In general, it’s great to freely share your enthusiasm about current projects with others outside the HaWC but please avoid sharing about personal dynamics in the group, or identifying who raised specific concerns unless that member has said that they are fine with being associated with a specific project or concern.

Can you think of 2 or 3 things that might come up? 



	(15 min)
	
Communication Plan


	Setting up the Comment Boxes –
We are now going to plan how to set up the comment boxes so that we can hear concerns. We have a checklist to guide us. 

Hand out the communication channel checklist. 

[take volunteers or assign HaWC members to each of the action items which involve setting up the comment boxes]

Plan HaWC Info Board – 

The HaWC board will be your main communication channel with the building about everything HaWC-related, including the goals of the HaWC, whose in the HaWC, current HaWC projects, and so forth. 

We need to decide on a location—somewhere where people can see it. 

We could include pictures of HaWC members and current HaWC projects on the board – does this sound like a good plan here? Is there anything else we should add to the board?

Who will be responsible for updating the board? 



	(2 min)
	
Assign a task
	1. We will leave every meeting with a task – between now and the next meeting, please announce the HaWC at staff meetings. There are talking points on your communication checklist. Do we have all departments represented? If not, who will be responsible for communicating with those departments?
2. Those who are assigned to check comment boxes, please bring the concerns from the comment boxes to the next meeting.


	
	
Check-out & Adjourn

	
Date and time of next HaWC meeting 



[bookmark: _Toc197593421]

Checklist – Setting Up Communication Channels
	This checklist can be used during HaWC Meeting #1 to coordinate setting up communication channels

Action item:
	

Assigned to:

	· Acquire comment boxes (3-5 per building, depending on size)
	

	· Announce comment boxes at team meetings 1 x per week 
(See talking points below)
	All HaWC members

	· Place comment boxes (with comment slips) in strategic locations around the building (e.g., front desk, break room, by time clock)

Location #1: ___________________________
Location #2: ___________________________
Location #3: ___________________________
Location #4: ___________________________
Location #5: ___________________________

	

	· Assign HaWC member to be responsible for checking comment boxes and bringing concerns to HaWC meetings

Location #1 HaWC Member: ___________________________
Location #2 HaWC Member: ___________________________
Location #3 HaWC Member: ___________________________
Location #4 HaWC Member: ___________________________
Location #5 HaWC Member: ___________________________

	

	· Set up HaWC Info Board
· Identify board placement
· Take pictures of HaWC members 
· Decorate HaWC board
	



Talking points for announcing HaWC comment box:
· You may have heard about the HaWC committee but just as a reminder, there’s a new committee getting started that takes your concerns and ideas about how to improve the work environment, prioritizes your concerns and ideas, and carries out projects on some of those concerns.
· The HaWC can’t address all your questions or concerns, but if you have something about safety, how you feel treated at work, or how you carry out your work, we’ve set up comment boxes around the building where you can submit concerns/ideas. 
· The HaWC won’t be able to address all the concerns, but yours could be prioritized to become a project. 
· If you have any questions, please talk to XXX in your department (or building for smaller buildings).

Meeting #2
Prior to the meeting: 
1) Identify location for work board or other visual work management tool. Transfer work board template onto the board.

Materials needed:
1) Orange, light blue, and green sticky notes
2) Green markers or Green Dots for prioritization activities

Agenda: 
· Updates from previous meeting and status of HaWC Info Board
· Introduction to the work board
· Surfacing concerns
· Prioritizing new concerns

Facilitation plan:
	When
	What
	How

	1-2 min
	Check in, review agenda, roles & responsibilities

Slide 10-11

	· Welcome HaWC committee members

· Ask for a volunteer to take meeting minutes.

· Ask for a volunteer to track progress on work board

· Review agenda:
· Hear updates from previous meeting and status of HaWC Board
· Intro to work board
· Surface concerns
· Prioritize new concerns

We were really excited with your participation in the last meeting and feel like we are getting things going. Today we are going to hear updates from the previous meeting, surface concerns from comment boxes/HaWC members, and prioritize those new concerns.  

We know everyone wants to get things done but we also know that we want to set things up so everyone feels they can share their ideas, there is space for questions and different opinions, and we don’t rush in without really getting creative about the changes we could see in the building.


	5-10 min
	Update on HaWC Info board

Slide 12
	 
How are things going with the HaWC information board? What additional tasks need to be completed to get it done? What about the HaWC comment box, has that been put up, with a sign so people know what it is? Was anyone able to make announcements about the HaWC comment boxes in team meetings? 

For any of these tasks that are still outstanding, write the task on a green sticky note and place in “Quick Action” on work board

Write the name of the person working on the task on the sticky note too. If something has been done but new steps or challenges came up, you may want to put the sticky note into the prioritization matrix instead. 

If actions haven’t happened: Stay upbeat – even if someone hasn’t followed through. Perhaps say something like “No problem. We know things come up. Let’s work on that soon” [if still a quick action] or “It is progress to realize it is more complicated. We’ll dig into it soon” [if going into matrix].


	5 min
	Intro to visual work management board

Slide 13

	
· Give brief overview of visual management board

The work board gives an overview of the whole process that we will use in the HaWC to raise concerns, prioritize, and action plan. We started with this last time but want to revisit it briefly today.

· Boxes outlined in red: Hold sticky notes
· Arrows: Show how sticky notes can move
· Orange sticky notes: Concerns that are safety-related, like from safety audits
· Blue sticky notes: Concerns from communication channels
· Green sticky notes: Action steps to address concerns

Briefly, as concerns come in through the safety audit or the comment boxes, they are written on sticky notes and placed either in the safety audit or concerns column. Concerns are then prioritized based on their importance and impact, and the sticky notes are placed in the prioritization matrix accordingly. If an item can be addressed quickly on the spot it is placed in the quick action box. Once the top concern has been selected as the next HaWC project, that sticky note is moved to the upcoming projects column. And finally, as you brainstorm solutions and action steps you’ll use green sticky notes to show the action steps and move them to the current project column. And when you’ve completed a project, the sticky notes go to the completed project column, and you can celebrate your success. As a whole, the workboard is designed to help you track your progress over time in completing projects. Concerns that were not prioritized should be kept and reconsidered in the next improvement project cycle. 
We will refer to the board throughout the rest of the meeting so we can all get a sense of how it works. But here are a few reminders: 1) stay organized, etc…

This is a snapshot of the improvement cycle process that I showed you last time. Today we’ll be focusing on the first two steps

As a reminder, here’s the kind of concerns that the HaWC can take on. 
STOP SLIDESHOW


	10-15 min
	Surface concerns
	
We are going to open the floor to raise any concerns you may have heard since the last meeting. 
Concerns and ideas can come from different places: the comment boxes, what committee members are hearing from their coworkers, from engagement surveys and/or roundtables, from committee members themselves, and from safety audits.

We will write any safety concerns on an orange sticky note and other concerns on blue sticky notes.


Note:  Write concerns on sticky notes and place in “Safety” or “Concerns” box on the left side of the white board. Leave some time for people to collect their thoughts. 

If one person (especially someone who talked last time) has quite a few concerns, ask for a pause and pull others in. Something like: “Thanks for that. Since you’ve shared 1 (or 2) ideas, let’s circle back to your other ideas later. It would be great to hear from everyone. Anyone else willing to jump in?”


	




(10 min)
	


Prioritization & Action Planning for quick action items


	1. Guide team to identify items/concerns that can be addressed quickly. 

From these concerns, which items are ones that can be addressed right away? We will put actions that can be completed quickly in the “quick actions” column.

Group discussion

2. Lead team members to divide up responsibilities of addressing the concerns that can be addressed quickly, prioritizing the safety audit items. 

Now that we have the items that can be addressed quickly, we will decide who will take action on them, keeping in mind that we want to divide up the actions among the group. 

**Start with volunteers for addressing items, then asking those who haven’t volunteered (and if there are items left) if they would be willing to take on an item.**

**Board tracker will keep track of who is responsible for what by writing their name and date the action should be completed by on the green sticky notes.**
 
We will follow up on how these actions are going in the next meeting in two weeks. 


	(15 min)
	Prioritizing Concerns

	
Move team to prioritize other concerns and those safety concerns that may need deeper solutions.

We are going to use this matrix to prioritize concerns before we move into action planning during the next meeting. 

Each of the concerns will be placed in one of the quadrants based on the importance of the problem--that is, how serious or negative its consequences are; and second based on impact – for example, how many people in the building that it affects.

If needed for examples:
· Important, less impactful: Shipping associate works on one loading dock where there is a bunch of broken pallets; she keeps tripping on them but she is not able to move them herself. Bottom right quadrant
· Impactful and important: A concern about understaffing that affects all or most depts. (top right)

2. Guide group through prioritization process. 

Moving through each of the concerns, we will decide as a group where the concern falls on the prioritization matrix. 

HaWC member reads each concern aloud and asks for any clarifications as needed. Then, place in appropriate quadrant of matrix.

Encourage members to explain their placement of concerns in the matrix to encourage dialogue and working through of varied opinions. Use the “encourage dialogue” questions and phrases.

3. Lead group to identify top two concerns.

We are going to narrow down these concerns to the group’s top two. From there we will identify the first project next meeting. As a HaWC, we will want to be strategic about which concerns to take on in the early stages – at first, it may be better to choose a concern that feels important but that is less complex or costly to build momentum and get a “quick win.” 

Let’s start by hearing feedback from everyone about which are the top concerns you’d want to prioritize for the next HaWC improvement project and why. We’d like to hear from everyone, but does someone want to start off?

Encourage participation by all and alternative viewpoints with the following prompts:
· Does anyone who hasn’t spoken yet like to share a comment?
· Does anyone have a different view they’d like to share? It’s always beneficial to hear different opinions. Let’s hear some other opinions…. What do others think?
· Great to have your ideas, [Name], and we can hear more from you later. Is someone else ready to share?

After discussion
Now that we’ve heard different opinions, let’s take a vote on which project to focus on. The concerns that don’t “win” the vote now will still be on the table for discussion at a later date. So we are working to identify priorities but some of these concerns may be tackled later on.

With this in mind, each member will be given two votes and will place a dot (or write a check mark) next to their top two concerns. You can add two dots (or check marks) to one concern or divide it as you like to different concerns. If you can, please mention briefly why you are prioritizing a particular focal area.

After all group members have placed their check marks, tally up the number of dots by each concern and rank them. 

Place the top concern in the “upcoming projects” column  

Thank everyone for their input and ask that between now and the next meeting, members brainstorm possible solutions (they don’t need to be too complete) and bring the ideas to the next meeting.

	(2 min)
	
Next Steps
	
In the next meeting, we will brainstorm solutions to the top concern we prioritized today.

Remind members to think about ideas for possible solutions for other concerns before the next meeting. 


























[bookmark: _Toc197593422]Meeting #3

Prior to the meeting: 
· Check comment boxes and bring any comments to the HaWC meeting

Agenda:
· Update on comment boxes & other action items (Green sticky notes)
· Root cause analysis for identified project 
· Solution brainstorm
· Action planning on solutions

	When
	What
	How

	5 min
	Check in, review agenda

Slide 14-15
	
· [bookmark: _Hlk123823755]Welcome HaWC committee members – introduce new committee members if needed

· Review agenda and/or writes on board:
· Update on comment boxes/new concerns
· Clarify the concern
· Root cause analysis for identified project 
· Solution brainstorm
· Action planning on solutions

· Ask for a volunteer to take notes and write on the sticky notes


	10 min
	Hear new concerns from comment boxes

Slide 16
	· Review new comments from suggestion boxes. 

· Read each concern aloud
· Identify quick action items, and write action steps on green sticky notes with name of responsible party and timeline.
· Other new concerns should be noted on the sticky notes (orange for safety audit concerns, blue for others) and placed in the “concerns” column for consideration in next improvement project cycle.
· If needed, delegate responsibility for someone to follow up with the individual who raised the concern to let them know that it was heard. 


	5 min
	Update on action items
Slide 17 
	· Review Quick Action items from last meeting.

Review the sticky notes one at a time and check in on progress. If the actions have been accomplished, move to “Completed Projects” column. If the actions have not been completed, stay positive and ask if any support is needed. If additional actions need to be taken, write on green sticky notes and add to the “Quick Action” items. 


	5 minutes
	Root cause analysis
Introduction & Examples

Slide 18 - 22
	Each project that we tackle goes through this cycle: hearing and prioritizing concerns, root cause analysis or problem identification, brainstorming solutions and action planning and implementation,

(Slide 18) Often times when we think of a problem, it is really a surface-level symptom of a deeper problem. If we can get an understanding of those deeper causes, we can create a solution that address the root causes and is much more likely to have greater impact. 

Slide (19) There are a couple of tools that we can use to get to these deeper causes. The first is called the Five Whys – maybe you’re familiar with it. We start with a problem statement and ask a series of Why questions so we can find the root cause. Then we can generate a solution. 

(Slide 20) Walk through example

(Slide 21) The second tool we are going to introduce is called the drill-down technique. This one is better used with bigger, more complicated problems because it helps us identify everything that might be going on with a particular problem. It is similar to the Five Whys but allows for identification of multiple different roots of a single problem. 

(Slide 22) Walk through example and (slide 23) key takeaways


	15 minutes 
	Root cause analysis –
First project
	We will now move to a root cause analysis for the concern the HaWC voted on last meeting. 

The concern voted on has many different parts, so we will use the drill-down technique for the root cause analysis. What are some first-level causes of the problem? Second level causes? Remember, we are just looking at the causes for the concern and want to avoid talking through solutions. We will do this after the root cause analysis. 

Conduct root cause analysis.

Now that we have all the different root causes, we will narrow down on one of the root causes and think about a solution. We need to be strategic about which root cause to choose. We want it to be something that is both impactful but manageable – something that we can control, and that will help us build momentum and start to demonstrate what the HaWC can do.

Discuss – Which root cause (or causes) makes the most sense to address in terms of how impactful or important, but manageable it is to address? Let’s hear from everyone, and then we’ll take a vote.

Encourage participation by all and alternative viewpoints with the following prompts:
· Does anyone who hasn’t spoken yet like to share a comment?
· Does anyone have a different view they’d like to share? It’s always beneficial to hear different opinions. Let’s hear some other opinions…. What do others think?
· Great to have your ideas, [Name], and we can hear more from you later. Is someone else ready to share?

After discussion
Now that we’ve heard different opinions, let’s take a vote on which root cause for the new narrowed project. As people vote, record by placing red dot next to the focal root cause.

 

	20 min
	Solution brainstorm

Slide 24-25



	
Now that we have the narrowed project, we can start brainstorming solutions. How can we solve the problem we’ve identified?

Using the sticky note from the “upcoming projects” column with the prioritized concern, write the chosen solution/s under the concern, and move the sticky note to “Current Projects” column.


	10 min
	Action planning on solution

	Now that we have the solutions, how will we carry out the solutions? 
· Who needs to be consulted? What might their worries be? What could we share or investigate to address any concerns and get them on board?
· Who will be responsible for carrying out this action item? Will it need more than one person?
· What is the timeline for this action item?

Write action plans on green sticky notes with name of responsible person and timeline, and place in “Current Projects” column.


	
	Meeting wrap-up
	Thank you everyone for your participation today. We’re excited to keep things moving!





[bookmark: _Toc197593423]Meeting #4

Prior to the meeting: 
· Bring green, blue, and orange sticky notes to the meeting.
· Check comment boxes and bring any submissions to the HaWC meeting

Agenda:
· Update on action items
· Hear new concerns, either from comment boxes or from what associates are saying on the floor
· Complete action plan for first project
	When
	What
	How

	5 min
	Check in, review agenda

Slide 26-27


	· Welcome HaWC committee members – introduce new committee members if needed

· Review agenda and/or writes on board:
· Hear new concerns (blue or orange sticky notes)
· Update on quick action items (Green sticky notes)
· Complete action planning on the first project

· Ask for a volunteer to take notes and a volunteer to be a board tracker (write on the sticky notes)


	5-10 min
	Hear new concerns

Slide 28


	· Ask if there are any new concerns submitted through the comment boxes or other communication channels.  
· Read each concern aloud
· Identify quick action items, and write action steps on green sticky notes with name of responsible party and timeline.
· Other new concerns should be noted on sticky notes (orange for safety audit concerns, blue for others) and placed in the “concerns” column for consideration in next improvement project cycle
· If needed, delegate responsibility for someone to follow up with the individual who raised the concern to let them know that it was heard.



	10 min
	Update on Quick Action Items

Slide 29
	· Review Quick Action items
· Review the sticky notes one at a time and check in on progress.
· If the actions have been accomplished, move to “Completed Projects” column. If the actions have not been completed, stay positive and ask if any support is needed. 
· If additional actions need to be taken, write on green sticky notes and add to the “Quick Action” items. 


	15-30 min
	Complete action plan on first project

Slide 30
	· Recap previous discussion on the project and where the group left off in action planning.
· Review the green action sticky notes for the first project one at a time and check in on progress. 
· If the actions have been accomplished, move to “Completed Projects” column. If the actions have not been completed, stay positive and ask if any support is needed. 
· If additional quick actions need to be taken, write on green sticky notes and add to the “Quick Action” items. 
· Once action steps and project are completed move the relevant sticky notes to the “completed projects” column, and celebrate your success!

	20 min
	[Second Improvement Project]: Prioritizing concerns. 
	· If time allows, the group may start a new cycle of prioritizing concerns using the concerns from the first cycle as well as new ones surfaced in the past few meetings. 
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