THIS TEAM CHARTER CONSISTS OF FOUR SECTIONS

« The Team - Basic information on each team member.

s Team dynamics - Roles in the team and how the team will function.
= The project - What is the project and its intended cutcomes?

» Timetable - A schedule of important dates.

It is up to your team to decide in what ways this Team Charter is relevant to you.

The Team

i. TEAM MEMBERS

List your team members and their contact details.

Name

2. TEAM OBJECTIVES

What grade does your team want to achieve? All team members need to agree on this
What other outcomes does your team want to achieve?
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What are the individuals strengths and weaknesses of each team member? For example,
one team member may have excellent drawing or drafting skills while another team
member may have excellent writing skills. What could you do to overcome team member
weaknesses? What can you do to enhance the skills of each team member?
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TEAM

Are all the necessary roles covered? Where will the team need to de
What will be the strategy for ensuring team success given the team
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2.
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Who is your team leader and how did that person become team leader? Maybe you have
a leader for each section of work or have decided to swap leadership in which case record
that decision here.
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CHAIR FOR TEAM MEETINGS

Who will chair team meetings and how did that person become chair?

Will you rotate this role?
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MINUTE TAKER
Who will record the facts conclusions and actions as they occur in team meetings and how
did that person become minute taker? Will you rotate this role?

Auye i e awk Aikesr Vecause  hae  ndeednngs
neldd i e pehite o ok s Ve Lenauadiac.. )
o oA gyﬂup e s (e, STt “l‘w‘x.{ ANt N

LOGISTICS

Who will be responsible for booking rooms and keeping the team infor
team meetng locations?
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DECISION MAKING PROCEDURE

. MEETING TIME, LOCATION, AND LENGTH

When and where will you try to hold team meetings and how long will these meetings be?
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COMMUNICATION METHODS

How will your team stay in touch outside of meetings? é‘
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FILZ SHARING AND ETORAGE

How will you share files and where will you store files? Will you have a template for various
decumants and who will create this?
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FILE MAMING CONVENTION ey

How will you name files to ensure versions, numbers and team
are recorded?
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How will your team make key decisions? Will you have a forma
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How will you handle poor performance for example, in terms of meeting attendance,
standard of work, or missed deadlines? If your course has peer assessment then maybe
you could create a system to utilise the peer assessment in a controlled manner.
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How will you reduce conflict in your team? How will you resolve any conflicts that arise?
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1. PROJECT TITLE

What is the title of your project?
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2. PROJECT OBJECTIVES
List the objectives of your project and use SMART as a guide in defining your objectives:
= - Specific (the objective anly conjures one impression in your mind)
M - Measurable (vou can determine how much of the objective is accomplished)
A - Attainable (this objective is not impossible)
R® - Relevant (this objective is important to the success of your project)

T - Time bound (this objective must be satisfied by a known time)
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3. PROJECT OUTCOMES
What wll1 your project deliver? What are the expu:hd
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Timetable

Prepare the following as a list and/or as a set of steps.
This timetable will serve as the basis for building a proper project schedule.

1.

3.

USUAL TEAM MEMBER AVAILABILITY
When do team members have free time, from their own weekly timetables?

These can be potential meeting times. Also note down specific days when team
members will not be available due to some other commitment.
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Identify the dates and/or time periods when some or all team members may need to
suspend work on the project due to university or other commitments.




