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Communication Practices and Routines
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Regular scheduled meetings — even when there are no big updates, to maintain momentum and
catch misunderstandings early.

Periodic check-ins / touchpoints — especially useful when outputs from one discipline feed into
another.

Feedback loops / retrospectives — to reflect and adjust communication and collaboration strategies.
Debriefing emails with summaries — for clarity on key decisions and action points.

Shadowing and lab visits — to understand each other’s day-to-day work and context.

Informal communication — joint journal clubs, teaching sessions, social events

Open discussions and active listening — to ensure inclusive and respectful communication.

Communication Tools and Platforms
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Microsoft Teams — used for regular meetings, document sharing, and project tracking.
SharePoint — for collaborative document storage and progress tracking.

Slack — used to break down silos and support real-time engagement.

Whiteboard programs — for visual explanation and idea clarification in remote settings.

Miro — helpful for brainstorming and idea visualization.

GitHub — mentioned as powerful for techies, but potentially alienating if not inclusive.

Shared glossaries and vocabulary documents — to clarify terminology across disciplines.

Task trackers & timeline tools (e.g. MS Teams Lists) — for tracking progress and accountability.
Policy documents, codes of conduct, protocols — for aligning expectations and contributions.

Best Practice Checklist for Shared Decision
Making

Create a shared language - Develop a glossary or clarify key terms early to avoid
misunderstandings.

Start with introductions - Make time for team members to present their expertise and working
styles.

Foster safe spaces - Encourage small-group discussions where questions can be asked without fear
of judgement.

Regular check-ins - Hold frequent, structured meetings to make collective decisions and reassess
progress.

Acknowledge contributions - Explicitly credit all team members in outputs and discussions.
Revisit shared goals - Use the common purpose of the project as a reference point when
disagreements arise.
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7. Balance leadership and collaboration - Ensure leaders facilitate rather than dominate decisions.



