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Developing Department Norms  
    
This activity provides an opportunity to involve employees in creating a set of department-based 
professional practice expectations for new and existing employees. 

Objective:  Develop a co-created department-based agreement WITH employees. 

Materials:  

• Easel paper 
• Stickies (post it notes) 
• Markers 
• Colored round stickers 

INSTRUCTIONS 

1. Schedule staff meeting with employees 

Let employees know that the purpose for the meeting is to determine, as a department, expectations with 
regards to behavior. Give them the heads up that you will be asking them to come to the meeting prepared 
to discuss ways they ALWAYS want to be treated by each other – and ways they NEVER want to be treated 
by each other. 

2. Conduct the meeting 

Place four (4) pieces of easel paper on the wall. At the top of each, write one of the following headings: 

   Disrespectful (on 2)   Respectful (on 2) 

Start the meeting by sharing your vision to cultivate a professional, respectful, and supportive environment. 
Where everyone goes out of their way to support each other – where everyone makes decisions based on 
what’s best for patients and each other. Although your organization has established values and a code of 
conduct, you want your team to develop their own. 

Ask the group to think about the behaviors they’ve experienced at work by their colleagues and what 
category they fall into: disrespectful or respectful. 

Ask them to write down a specific behavior on a sticky that they believe contributes to a respectful work 
environment and then place that sticky on the “respect” board. 

Then ask them to write down a specific behavior on a sticky that they believe violates a respectful work 
environment and to place that sticky on the “disrespect” board. 

Some examples may include: 

Disrespectful 

• Yelled at in front of others 
• Talked about behind your back  
• Cursing 
• Eye-rolling 
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Respectful  

• Co-worker saying good morning while smiling  
• Talking to each other directly if there is a problem not behind their backs  
• Help each other with their work instead of watching people drown 

Optional: Once the group has populated each category, ask them to each choose 3 disrespectful behaviors 
they NEVER want to experience by placing a colored dot sticker next to it.  

Then ask them to select 3 respectful behaviors they ALWAYS want to experience by placing a colored dot 
sticker next to it. 

These behaviors should then be collated and used to develop a department-based professional practice 
agreement, which will then be posted on the Healthy Workforce Bulletin Board. 

Facilitator Tips 

• Encourage staff to list 10 behaviors for each category. You may need to give them some examples 
to stimulate ideas. 

• Remind them to only write one behavior per sticky. 
• Sometimes, employees will write behaviors that are too vague. For example, “negative attitude.” If 

you see this, ask the question, “What does negative attitude look like? Can you be more specific?” 
• Note: Any behavior that may potentially impact patients holds a higher weight. 

3.  Give employees time 

Leave the papers on the walls for 1 week to allow other employees who were not able to attend the 
meeting, the opportunity to contribute. Also, as people think about behaviors, they sometimes add to the 
boards as the week progresses. The key is to let them know you’ll leave the papers up for 1 week and then 
take them down. 

4.  Collate and create draft agreement 

Collate the behaviors listed on the board and look for common themes. Take those themes and then craft 
them into a draft agreement (a few have been made available to you for referencing). 

5.  Share draft agreement with employees 

Once you’ve crafted your draft agreement, make sure you give a copy to every employee. Give them 1 
week to provide any feedback. 

6. Finalize agreement 

Once you’ve given your employees 1 week to provide feedback, finalize your agreement, give everyone a 
copy, and post your agreement on your Healthy Workforce Bulletin Board or other central posting site.  The 
most important thing is to not ask them to sign it. When you ask employees to sign a piece of paper, they 
think it will be held against them and/or a disciplinary action.   

7. Review and revise 

Review this agreement with your employees every 6 months and make revisions as needed. 


