	Team Charter
A shared agreement that sets out how the team will communicate, meet, make decisions, handle conflict, and work together.
	
TEAM NAME
[Insert Team Name]
DATE CREATED
[DD/MM/YYYY]
COURSE / PROJECT
[Insert Course or Project]
FACILITATOR / CHAIR
[Insert Name]
VERSION
[1.0]



	Use this charter to agree how your team will operate day to day, reduce avoidable confusion, and create a shared basis for accountability.



	1. Contact Details


Record the core contact information so team members can reach one another quickly when needed.
	Name
	Mobile Number
	Email Address
	Role

	[Name]
	[Insert details]
	[Insert details]
	[Insert details]

	[Name]
	[Insert details]
	[Insert details]
	[Insert details]

	[Name]
	[Insert details]
	[Insert details]
	[Insert details]

	[Name]
	[Insert details]
	[Insert details]
	[Insert details]









	2. Communication Guidelines


Set clear rules for day-to-day communication outside formal meetings.
	Preferred Language(s)
	[Insert preferred language(s) for team communication]

	Main Communication Platform(s)
	[e.g., WhatsApp, email, Brightspace, Teams, Slack]

	Expected Response Time
	[e.g., within 24 hours on weekdays]

	Availability / Quiet Hours
	[e.g., not after 9pm unless urgent]

	Escalation for Urgent Issues
	[Who should be contacted first if something is time-critical?]



	3. Meeting Logistics


Agree how meetings will normally be scheduled, attended, recorded, and followed up.
	Standard Meeting Time
	[Insert day / time or note that meetings are scheduled ad hoc]

	Usual Meeting Location / Format
	[e.g., in person, online, hybrid, room / platform]

	Attendance Expectation
	[e.g., all members attend unless advance notice is given]

	Minutes / Notes
	[Who records minutes or action points, and where are they stored?]

	Agenda Ownership
	[Who prepares and shares the agenda before meetings?]











	4. Decision-Making Process


Clarify how the team will move forward when there are different views or shared responsibilities.
	Decision Rule
	[e.g., consensus where possible, otherwise simple majority vote]

	Tie-Break / Final Call
	[Who makes the final call if consensus cannot be reached?]

	Chair / Meeting Lead
	[Is this role fixed, rotating, or selected case by case?]

	Spokesperson / External Contact
	[Who represents the team externally when needed?]

	Editor / Document Owner
	[Who consolidates final drafts, submissions, or shared outputs?]



	5. Expectations & Conflict Resolution


Set shared expectations for contribution, and define how concerns or conflicts will be addressed.
	Shared Expectation
	[e.g., all members commit to doing their best and communicating honestly about capacity]

	Missed Work / Deadlines
	[How should the team respond if someone cannot complete agreed work?]

	Conflict Handling
	[e.g., raise concerns early and discuss directly with the people involved]

	Escalation Threshold
	[When does the issue get escalated to a tutor, supervisor, or other authority?]

	Record of Agreements
	[Where are decisions, actions, or changes to this charter recorded?]



	Team commitment: We acknowledge that this charter is a working agreement. We will review it if the team structure, workload, or expectations change.







	6. Signatures


By signing below, each member confirms that they understand and agree to the team charter.
	Name
	Role
	Signature
	Date

	[Insert]
	[Insert]
	_____________________
	__/__/____

	[Insert]
	[Insert]
	_____________________
	__/__/____

	[Insert]
	[Insert]
	_____________________
	__/__/____

	[Insert]
	[Insert]
	_____________________
	__/__/____
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