TEAM CONTRACT

Team Name: ___________________




Date: _____________________
Team Member


Signature

E-mail Contact

Cell Phone Contact

Robert Dieter

___________________

______________
________________

Sam Grant

___________________

______________
________________

Aswami Gupta

___________________

______________
________________

Annie Oakley

___________________

______________
________________

Mary Schmidt

___________________

______________
________________

B.J. Surhoff

___________________

______________
________________

Regular Team Meeting Time and Location: 

_________________________________________________________________________________________________________________________________________________________________________



Team Performance Expectations

· We will be diligent in attending team meetings. If an absence is unavoidable, notice will be given promptly.

· We will all be contributors to the team.

· We will use our time wisely. We will have a written agenda, and start and finish on time.

· We will not make phone calls or surf the web during team meetings.

· We will keep our discussion focused and avoid personality conflicts and hidden agendas.

· We will acknowledge problems and deal with them.

· We will give feedback directly and openly, in a timely fashion. Feedback will be specific and focus on the task and process and not on personalities.
· We acknowledge that all team members will have periods of increased workload due to other courses, but that does not excuse them from performing team duties on this project.

· We will provide as much notice as possible about commitment problems. 
· We will strive to complete all assigned tasks before the due date.

· We will communicate at all times. Reminder: phone calls result in more immediate communication than e-mails. 

Strategies for Conflict Avoidance and Resolution

· We will be as open as possible but will honor the right of privacy.
· All information discussed in the team will remain confidential.
· We will respect differences between individuals.
· We will respect the ideas of others and will give credit accordingly.
· We will be supportive rather than judgmental.
· We will use a written team evaluation document at frequent intervals and will fill it out as honestly as is possible.
· We will first attempt to deal with problems within the team, but if this fails we will as a team go to higher authority for assistance with the problem.
Operational Policies

The team contract is not complete until the team agrees on their policy for specific actions that need to be taken for creating an effective, smooth running team. Under each action or task we have listed some of the details each policy must address. In narrative form, describe the agreed upon policy for completing each action. Include the name of the person(s) who is responsible for this action.

1. Establishing a team meeting

Who has the authority to call a team meeting outside of the regularly scheduled weekly meeting?

Where and when will the meeting be held?  How will notice be given?

2. Preparation of meeting agendas
Who makes it? When and how will it be distributed?

What will be included in the agenda? 
3. Preparation of minutes of team meetings
Who writes them?  When and how will they be distributed?
What is the procedure for amending the minutes?

Where will the minutes be archived?

4. Team member absent from a team meeting
How will team member notify team of expected absence?

What does the team do about an unexpected absence?

What are acceptable reasons for being absent?

What does a team member do if he/she is expected to give a report at a team meeting and cannot come?
How does an absent member find out what happened at the meeting, including any new assignments.
5. Operational details at team meetings

What constitutes a quorum for a team meeting?

How is the meeting agenda modified?

How are decisions made (consensus building, voting, other)?

How are tasks assigned for each team member?

6. The Underperforming Team Member

What will the team do about a team member who consistently fails to attend meetings or to complete assigned tasks on time or to an acceptable level of quality?

How will the team member be notified that they are underperforming?

(Your signature signifies that you have read the team contract and are in agreement with its content.)

