Discussion Items for Team
Following are items that can be discussed with the Team at the beginning of the assignment. These are just items that have proven effective to cover initially. Many of the items are especially good with new members or people you don’t know. It helps set the stage for how you operate. Adjust to make your own list.

Time Accounting
· Provide hourly and overtime rates for budget
· Shift is 0700 – 1930 with 30 minute lunch – extra time approved as needed
· Observe 16 hour rule and mitigate next day if necessary – PETL approval
· Each individual tracks hours on CTR and submit for approval
· Complete your own 288 for signature and submission to home unit - Approval of PETL is done by host
· Hours logged are trusted – if extra time is used, then record – be professional
· Provide copies of driver’s license, Qualification Card, Order, Contact information, and special needs

Safety
· In an emergency, texting seems to work better than cell phones
· Whether local or not, there are safety issues to be aware of
· Safety message every morning from a different member 
· Find out about local hazards and safety concerns and discuss
· JHA – Review and sign – Add items as deemed appropriate
· Team up – Buddy system where possible and practical
· Identify meeting place, evacuation routes, and procedures in the event of a disaster – Be aware of national events like 9/11 and local turmoil
· Take personal responsibility – Recognize and act for yourself and Team

Procedures
· All reports are products – establish footer with Team and date
· Date and sign reports and task accomplishments
· Use Team forms or identified format for consistency
· Review DOA and maintain focus to get to accomplishments
· Files will be kept electronically and paper as require by host
· Determine acceptable shift cycle – Usually 7-7:30 with half hour lunch
· Must take half-hour dinner if more than 6 hours without break
· If remote, check in at least daily with updates
· Try to spread the administrative tasks around so one person doesn’t get it all – that goes for the TL
· All issues go through PETL unless PETL is the issue
· Unit logs are completed daily – Depending on the assignment, each individual keeps a separate log – Record major items and metrics
· Daily reports are submitted to host by 1000 hours and reflect the level of detail host deems appropriate – Host assists with distribution list
· AM and PM Team meetings will be held to gauge accomplishment and plan
· All rules, laws, and policies will be adhered to without fail

Purchasing
· Determine purchase authority – all purchases will be approved prior to purchase – Use general order form
· Even if a TM has a purchase card, the purchase must be approved 
· Establish the purchase process including documentation, accounting, and filing
· Go over budget restrictions
· Determine if there is printer accountability – Team printer use may have an account separate from agency
· Determine office needs and supplies – Consider other supplies such as water, PPE, or other field items

Personal
· Make PETL aware of work or personal distractions (details are not necessary) – It is better to be open so TM does not feel guilty about tending to issues and the TL can make adjustments to accommodate for time needed
· If taking a local unit assignment or if local resources are part of the Team, try to minimize home unit pressures – Also, some local resources fail to understand the urgency of getting things finished in the two-week assignment – Coach as necessary
· Host agency relationships are vital to getting things done – Keep the peace
· Make special skill sets known – accomplishments may target special skills
· Mutual respect of Team is expected
· Team adheres to customer service as essential element for success
· Let TL know if accommodations or meals is an issue
· Identify individual needs for email, internet, printing
· Learn to work within Team dynamics and experience levels – help each other improve skill sets
· Identify training goals/needs including task book accomplishments
· New TM should get a good experience – expose to all facets of the tasks at hand
· Encourage Team to look at difficulties as a challenge rather than a problem – This is a positive mental attitude
· No fault policy – if something goes wrong, find the solution first, then use the event as a learning experience, yet discipline when necessary
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