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PDP 3.0 Improvement #3: Working Group Member Skills 
Guide  
 
This PDP Working Group Member Skills Guide may help to ensure that new members are sufficiently 

prepared for full participation in a Working Group per section 2.2.1 of the Working Group Guidelines. 

Going forward, Working Group leaders could decide to set or enforce certain criteria: while this has not 

been the practice to date, please refer to the outcome of the GNSO’s PDP 3.0 project.   

 

For example, according to PDP 3.0 Improvement #2, during the chartering process of a working group, 

the GNSO Council may require that members/participants must have a certain level of expertise to carry 

out the policy development activities, and independent evaluation (e.g., GNSO Council Standing 

Selection Committee) may be conducted as appropriate in the specific circumstances to confirm 

whether members do have the required expertise. Working Group members also are expected to abide 

by the Statement of Participation as an outcome from PDP 3.0 Improvement #1. The Statement of 

Participation, including ICANN’s Expected Standards of Behavior, are enforceable and the WG leadership 

and GNSO Council Leadership Team have the authority to restrict a member’s participation in the event 

of non-compliance.  

 

Nevertheless, this guide is intended as an aide to Working Group leaders and members, but it should 

clearly not be applied in such a way that new members are discouraged from joining Working Groups, or 

feel excluded.   

 

This is a living document and as such Working Group leaders and members are encouraged to provide 

additional resources, tips, or other suggestions that they have found to be helpful.  

 

Member Responsibility Skill Requirements Resources 

Contribute ideas and 
knowledge to Working 
Group discussions 

● Knowledge of issue background and 
current work status; 

● Commitment to participating in 
Working Group meetings on a regular 
and ongoing basis; 

● Ability to create factual, relevant and 
easily understandable messages, and able 
to succinctly deliver them to the Working 
Group; 

● Ability to deliver a point intelligently, 
concisely, and in a friendly way; 

● Exhibit agility and confidence in evolving 
situations and ability to swiftly 

Working Group members should be 
familiar with the following sections of 
the Working Group Guidelines:  

● Section 4.1 Session Planning – 
General Meeting Logistics   

● Section 4.2 
Communication/Collaboration Tools 
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Member Responsibility Skill Requirements Resources 

transition from topic to topic. 

Develop and draft 
Working Group 
documents 

● Knowledge of Working Group 
background documents and draft 
documents; 

● Knowledge of (preferably experience 
with) the document development 
process in GNSO Working Groups; 

● Highly effective oral, written, and 
interpersonal communication skills (in 
simple, comprehensible English); 

● Research skills with the ability to discern 
factual, factually relevant, and 
persuasive details and sources; 

● Commitment to manage a diverse 
workload, while collaborating with a 
Working Group of individuals with 
different backgrounds and interests in 
driving objectives. 

As noted above, in addition to reviewing 
draft and background documents on the 
wiki, including discussions as captured 
in meeting transcripts, recordings, 
actions, deliverables and other 
reference links, Working Group 
members should review the documents 
and deliverables of other GNSO PDP 
Working Groups that may have 
dependencies or be related work. 

 

ICANN Learn: https://learn.icann.org/  

● 701.1 Writing for Policy and Public 
Comment 

Act as liaisons between 
the Working Group and 
their respective 
stakeholder groups or 
constituencies 

Representative Working Group Model: 

● In depth knowledge of Working Group 
discussions, actions taken at meetings, 
and deliverables; 

● Understanding of the perspectives and 
interests of the members’ own 
stakeholder group or constituency; 

● Ability to create factual, relevant and 
easily understandable messages, and 
able to deliver them to others who may 
not be familiar with the Working Group 
activities; 

● Commitment to operating a “two-way-
street” of knowledge and direction 
between the stakeholder group or 
constituency and the Working Group. 

Working Group members should be up 
to date concerning deliberations during 
and resulting from Working Group 
meetings via the wiki and resources 
noted above, but also note the 
perspectives and interests of the 
members’ stakeholder group or 
constituency via meetings and 
discussions with those groups. 

Ensure that stakeholder 
group or constituency 

Representative Working Group Model10: 

● Ability to influence, negotiate with, 

As noted above, Working Group 
members should be up to date 

 
10 See PDP 3.0 Improvement #2 Comparison Table of Working Group Models about different Working Group models 

https://learn.icann.org/
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statements are 
developed in an 
informed and timely way 

listen to and persuade others; 

● Project management skills in driving the 
completion of SG/C statements in a 
timely manner; 

● Ability to intelligently build a course of 
action, analyze trade-offs, and make 
recommendations even in ambiguous 
situations.  

Non-Representative Working Group 
Model: 

● Supporting stakeholder group or 
constituency in drafting statements; 

● Giving context and needed background 
behind recommendations and 
deliberations. 

concerning deliberations during and 
resulting from Working Group meetings 
via the wiki and resources, but also note 
the perspectives and interests of the 
members’ stakeholder group or 
constituency via meetings and 
discussions with those groups. 

Actively and 
constructively 
participate in the 
consensus decision 
making process 

● Understanding of what consensus 
means and how consensus-building 
process works;  

● Commitment to facilitate consensus by 
listening, explaining, mediating, 
proposing clear actions, and helping 
other members; 

● Commitment to avoid blocking 
consensus by looking beyond the 
stakeholder group or constituency 
affiliation of other Working Group 
members and judging proposals / 
positions on their merits;  

● Commitment to avoid re-litigating 
closed issues or deliberate obfuscation; 

● Flexibility and ability to demonstrate 
strong judgment / decision-making 
skills; 

● Maintain high personal levels of ethical 
conduct and integrity, including 
transparency of affiliation in the SOI, in 
treatment of others and respecting the 
professional reputation of all in the 
ICANN community.  

Working Group members should be 
familiar with the following section of 
the Working Group Guidelines: 3.6 
Standard Methodology for Making 
Decisions 

 

Members also should be familiar with 
the relevant PDP 3.0 Improvements: 

● Consensus Playbook (PDP 3.0 
Improvement #4)  

● Clarification to Complaint Process in 
GNSO Working Group (PDP 3.0 
Improvement #9 

● ICANN Org Resources for Conflict 
Resolution & Mediation (PDP 3.0 
Improvement #15) 

 

ICANN Learn: 
https://learn.icann.org/  

● 703.1 Unconscious Bias 

  

https://learn.icann.org/

	Section 1: PDP 3.0 Overview
	Background
	Implementation Process
	Consultation Mechanism
	Linkage with Multistakeholder Model Evolution
	Additional Efforts

	“Parking Lot” Items
	Next Steps

	Section 2: PDP 3.0 Implementation Work Products and Effective Time Frame for Deployment
	Section 3: Annexes
	PDP 3.0 Improvement #1: Statement of Participation
	[Name of group] Statement of Participation

	PDP 3.0 Improvement #2: Comparison Table of Working Group Models
	Other aspects to be decided upon (not necessarily tied to the model chosen)

	PDP 3.0 Improvement #3: Criteria for Joining of New Working Group Members
	Annex 1 - Reference to the GNSO Working Group Guidelines (Version 3.5 - 24 October 2019)

	PDP 3.0 Improvement #3: Working Group Member Skills Guide
	PDP 3.0 Improvement #5: New Liaison Briefing & Liaison Handover
	GNSO Council liaison to Implementation Review Teams - New liaison briefing and liaison handover
	Annex 1 - GNSO Council Liaison References in the GNSO Operating Procedures (version 3.5 - 24 October 2019)
	Annex 2 - GNSO Council Liaison References in the Consensus Policy Implement Framework (CPIF)

	PDP 3.0 Improvement #5: GNSO Council Liaison Supplemental Guidance
	PDP 3.0 Improvement #6: Expectations for Working Group Leaders & Skills Checklist
	Expectations for Working Group Leaders
	Working Group Leader Skills Checklist

	PDP 3.0 Improvement #9: Clarification to Complaint Process in GNSO Working Group
	Introduction
	1. What is Section 3.7
	1.1 Current Definition in the GNSO Working Group Guidelines
	1.2 Renaming the Appeal Process “Complaint Process”?

	2. Problems Encountered in Section 3.7 Complaint Process
	2.1 No Specific Guidance on the Complaint Submissions
	2.2 No Details as to How a Complaint Proceeding Should Be Conducted
	2.3 No Recommendations for Remedial Actions
	2.4 Summary of Problems Encountered

	3. Who Should and Should Not Be Involved in the Section 3.7 Proceedings
	3.1 GNSO Council Members
	3.2 ICANN org Resources
	3.3 ICANN Ombudsman
	3.4 External Legal Counsel
	4. Criteria for Complaint Submission
	4.1 Succinctness
	4.2 Public Knowledge Among Other WG members
	4.3 Timeliness of Submission
	4.4 Suggested Template and Questions
	4.5 Assessment of Complaint Submission

	5. Proposed Procedure of a Section 3.7 Proceeding
	5.1 How does a Section 3.7 Proceeding look in “broad strokes”?
	5.2 A Detailed Process Flow of a Section 3.7 Proceeding
	5.3 Abuse of the Complaint Process
	5.4 Termination of the Proceeding

	6. Preventative Measures
	6.1 Ways to help members, leaders, and liaisons perform their role in a WG
	6.2 Ways to prevent members’ contributions from being ignored or discounted
	6.3 Ways to prevent a decision from being appealed

	7. Difference Between Section 3.6 and Section 3.7
	8. Proposed New Text for Section 3.7 in GNSO Working Group Guidelines
	Annex 1 - Reference to GNSO Operating Rules and Procedures (Version 3.5 - 24 October 2019)

	PDP 3.0 Improvement #9: Briefing Document on the Concept of “Consensus” in PDP
	Introduction
	Background
	What is consensus?
	What is not consensus?
	Who makes the consensus designations?
	How to address issues “in the rough”?
	When to make a consensus call?
	What questions to ask?
	Question Examples

	How to make on-list consensus call?
	On-List Consensus Call Examples

	Can polls be used?
	When to take a poll?

	Hums
	Silence = Consent?
	How to facilitate consensus decision making?
	Small Groups
	Taking Time
	Other Methods

	How can members help?
	The Basics
	When in the Rough
	Challenging Chair’s Designation

	How to be accountable for consensus decision making?
	Record Keeping
	Overturning Consensus Call Outcomes

	Annex 1 - Reference to GNSO Operating Rules and Procedures (Version 3.5 - 24 October 2019)
	Annex 2 - Definition of Consensus in Other ICANN Context
	Annex 3 - Informative References

	PDP 3.0 Improvement #11, #12 & #16: GNSO Project Work Product Catalog
	PDP 3.0 Improvement #11: Project Status and Condition Change Procedure & Flowchart
	PDP 3.0 Improvement #12: Project Change Request Form
	Project Change Request Form  Severity: [LOWMEDHIGH]

	PDP 3.0 Improvement #13: Regular Review of Working Group Leadership
	A. Objectives
	B. Review Setup
	C. Review Inputs
	D. Review Process
	E. Sample Timeline
	F. Guidelines to Support Review
	G. Escalation

	PDP 3.0 Improvement #13: Working Group Member Survey on Leadership Performance
	A. Overview
	B. Survey
	Working Group Member Survey on Leadership - [Working Group Name]


	PDP 3.0 Improvement #14: Checklist: Criteria to Evaluate Request for Data Gathering
	Introduction
	Who is the data requestor?
	How should the GNSO PDP Working Group use the checklist?
	How should the GNSO Council use the checklist?
	Checklist of Criteria for Evaluating Requests for Data Gathering
	Annex 1 - Reference to GNSO Operating Rules and Procedures (version 3.5 - 24 October 2019)
	Annex 2 - Metrics Request Decision Tree
	Annex 3 - Hints & Tips for Completing Data & Metrics Request Form
	Principles when requesting collection of data and use of metrics:
	Data/Metric Assessment Tips:
	Possible Data & Metrics Resources:


	PDP 3.0 Improvement #15: ICANN Org Resources for Conflict Resolution and Mediation
	Guidelines Concerning ICANN org Resources for Conflict Resolution and Mediation

	PDP 3.0 Improvement #17: Resource Reporting for PDP Working Group
	1. PDP 3.0 Work Plan :
	2. GNSO Council Action Items List :
	3. Possible Near-term Actions & Deliverable for SPS2020:
	4. Improvement 17 Proposal:
	5. Example Charts for Resource Reporting:

	Revised GNSO Working Group Charter Template
	Proposed Update to GNSO Operating Procedures to Incorporate PDP 3.0 Improvements
	Introduction
	Section 1.3 Definitions
	Version Control
	Annex 1, Section 2.1.1 Announcement of a Working Group
	Improvements #1, #2 & #3

	Annex 1, Section 2.1.2 Membership Applications
	Improvements #1 & #3

	Annex 1, Section 2.1.4.1 Introductions
	Improvement #1

	Annex 1, Section 2.1.4.2 Election of the WG Leaders
	Improvements #2 & #6

	Annex 1, Section 2.1.4.3 Items for Review
	Improvements #1 & #3

	Annex 1, Section 2.2.1 Chair
	Improvements #6 & #13

	Annex 1, Section 2.2.2 Co-Chairs or Vice-Chairs
	Improvements #6 & #13

	Annex 1, Section 2.2.4 Liaison
	Improvement #5

	Annex 1, Section 2.2.5 Members
	Improvement #3

	Annex 1, Section 3.4 Individual/Group Behavior and Norms
	Improvement #1

	Annex 1, Section 3.5 Rules of Engagement
	Improvement #15

	Annex 1, Section 3.6 Standard Methodology for Making Decisions
	Improvements #2 & #4

	Annex, Section 3.7 Appeal Process
	Improvement #9

	Annex 1, Section 4.4 Briefings and Subject Matter Experts
	Improvement #2

	Annex 1, Section 4.5 Metrics Request Decision Tree and Form
	Improvement #14

	Annex 1, Section 6.1.1 Announcement of a Working Group
	Improvements #1, #2 & #3

	Annex 1, Section 6.1.2 Transparency and Openness
	Improvement #1

	Annex 1, Section 6.1.3 Purpose, Importance, and Expectations of the Chair
	Improvements #3, #6 & #13

	Annex 1, Section 6.1.4 Other Important Roles
	Improvements #2 & #5

	Annex 1, Section 6.2 Working Group Charter Templates
	Revised GNSO Working Group Charter Template

	Annex 2, Section 9 Development and Approval of the Charter for the PDP
	Revised GNSO Working Group Charter Template

	Annex 2, Section 10 PDP Outcomes and Processes
	Improvements #11, #12, #16, #17

	Annex 2, Section 15: Termination or Suspension of PDP Prior to Final Report
	Improvement #11


	PDP 3.0 Small Team Response to ICANN Community Feedback
	1. Response to the ALAC
	2. Response to the GAC
	3. Response to Individual Participants of PDP 3.0 Webinar

	PDP 3.0 Webinar Slide Deck



