
HM-15  POC RESPONSIBILITIES
The process has been designed to minimize administrative functions and the unit point of contact (POC) can expect to complete the necessary arrangements in very little time. The following information is provided to assist the POC in setting up the Culture Workshop. The POC must have the direct support of the Commanding Officer.

A. Team selection and coordination. The process requires a Junior Officer (O-2/3) and a Senior Enlisted (E-7 preferred) from an outside unit. While experience in HSC operations is desirable, leadership skills are the paramount prerequisite. This person should be sharp, professional, and highly motivated.

B. Meeting facilities. Facilities for the seminars should be conference style, and comfortable for at least 15 participants. The room should be equipped with a white board and markers.  Consider room temperature, as it is desired to be comfortable so that participates fell at ease and open to converse
C. Seminar participant selection. Seminar participants should be selected and notified of the time and place for the seminar. The unit will determine the schedule, allocating at least 30 minutes between sessions. It is critically important that seminar participants be present at the appointed time. Please refer to the Process Detail sheet for specific guidance.

TEAM MEMBER RESPONSIBILITIES 

1. The Workshop uses a three-person team. I will be the Facilitator and Team Lead.  The Subject-Matter-Expert Officer and CPO (that you are required to furnish) should have a strong, well-respected, background in the aircraft of the unit being visited. The team leader will provide all required subject-matter-expert Culture Workshop training. This outline will serve only as a basic reference. Team Members should plan to devote 100% of their time for the duration of the visit.

2. Team members are responsible to support the team leader in identifying any hazards resulting from the unit's culture. The team members accomplish this by having informal conversations with unit members. The results of these conversations will be coordinated with the team leader throughout the duration of the workshop.

3. Team members will be present during the seminar sessions to assist in reflecting an accurate unit culture.

4. Team members may participate in the debrief and may be requested to address their areas of responsibility. Therefore, the team members should plan on being present for both days of the workshop. Facilitators will provide further guidance as appropriate.

5. Team member participation is not inherently difficult and does not require specialized knowledge. Team members must be flexible and open to new ideas and methods of operation. Complete and direct communication with the team leader is critical to the ultimate success of the workshop. 
6. Team members will provide an important part of the input to the team leader. Each team member will complete a feedback form at the conclusion of the process.

7. Uniform of the day will be worn by team members. 

8. Complete training will be furnished to the team members upon arrival at the unit receiving the workshop. Team members are encouraged to view the Culture Workshop area of the Naval Safety Center's web site (<http://www.safetycenter.navy.mil/culture/default.htm>www.safetycenter.navy.mil <http://www.safetycenter.navy.mil>/culture/default.htm) in order to gain an overall understanding of the workshop and its procedures.
