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Team Charter

Clarify team direction while establishing boundaries.



A Team Charter Development Process

Think about how you want to behave towards one another.

Come up with the must-haves you'd like to see in your team in
terms of:

Sharing information

Communicating with each other

Providing feedback

Approaching conflict or disagreement

See what statements come out and capture them in a draft
version of the table below.

Spend no more than an hour with your team on the first pass,
either tagging this discussion onto a team meeting or holding a
special meeting devoted to team charter development.

The Team Charter can then be revisited and modified into a final
draft to be approved by all members — or even signed, like a
declaration.

Capture your team’s must-haves together.
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A/ Example: Ground Rules

Behaviours a team might agree to — a bank of ideas to draw on.

Commitment & Accountability Communication & Respect

Stand behind the team’s purpose, rules and goals once decided
Complete your agreements and take responsibility

Make only agreements you are willing and intend to keep

Flag any potential broken agreement at the first appropriate time
Clear up any broken agreement at the first opportunity

Act first and debrief later

Getting Things Done

Look to the system for fixes first, then tell the person who can act
Focus on what works

Agree to work toward an agreement

Don't let personal issues stand in the way of the task

Be effective and efficient, do more with less
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Team Building

Speak supportively and with good purpose

Acknowledge what's said as true for the speaker in that moment
Don't go behind people’s backs with problems

Clarify your own communications and verify the response

When in doubt, check feelings and intuition

Winning Together

Have the willingness to win, and let others win too
Support early, often and unconditionally

Actively celebrate and acknowledge all wins

Be willing to “do whatever it takes” to win
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A Example: A Completed Charter

How one team turned their agreements into a charter... yours goes on the next page.

. . Use our people to stand in our customers’ shoes

Apply customer test to all decisions . .
One person wears the customer hat in SMT meetings

Invite employees to SMT meetings

Apply people test to all decisions - Brief our teams following SMT meetings

- Ask for feedback from teams on SMT

Meet deadlines and, if not, give warning
Encourage & respect each other - Come prepared to meetings
Respond to emails

Return weekly absence reports on time
Circulate where we all are in What's Happening
- Act as we expect other people to act
Understand and follow our foundation training values

Encourage best business practice

Give guidance & feedback to all members

Act as leaders of the whole business - .
- Ask how decisions will impact other departments
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A’ Your Team Charter

Agree your team'’s must-haves, then note who is responsible for making each one happen.
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