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Team Operating Agreement 



	Hub number/ Team letter:
	

	Agreement start date:
	

	Agreement End date:
	

	Team members:
	Team member 1
Team member 2
Team member 3
Team member 4
Team member 5
Team member 6




Purpose of this Agreement
This agreement sets out how our team will work together during the project. It aims to help everyone contribute effectively, avoid misunderstandings, and deal with any problems fairly. The agreement can be updated if needed, but all changes must be discussed, agreed upon by the team and recorded in this document.

Learning Outcomes

	Adopt an inclusive approach to working in a team and recognise the responsibilities, benefits and importance of supporting equality, diversity and inclusion.




Strengths and Skills [image: ]
Each team member should describe their main strengths, skills, or interests and the type of role they think suits them best in this project.  Consider technical skills, creativity, communication, leadership, organisation, problem-solving, or presentation skills.
[Once completed, this guidance text can be deleted from this box]


Team Communication
Describe how project team members will communicate with each otherYou might include:
· List the contact details of all team members
· Preferred communication platforms (e.g. WhatsApp, Teams, email)
· Any times/days that members of the team are unavailable to be contacted.
· Where files and documents will be shared
· How to ensure confidential information will be kept secure
· How will agendas, notes and minutes from meetings be recorded
· How you’ll catch up if someone misses a meeting
[Once completed, this guidance text can be deleted from this box]


Decision Making
Describe how project team members will make decisions. Everyone must agree on how decisions will be made to ensure that everyone can live with the outcomes, and to ensure that the project can move forward. Consider:
· How you will discuss and agree on key decisions
· What happens if the team cannot reach an agreement
· Will your team vote on decisions
· How will decisions be documented
[Once completed, this guidance text can be deleted from this box]



Meetings and Work Organisation
Describe how your meetings will run and how your team will divide work fairly.
Consider:
· Frequency and duration of meetings
· Who will chair or take notes
· How you’ll assign and track tasks
· What are the attendance expectations
[Once completed, this guidance text can be deleted from this box]


Personal Courtesies
Outline the personal courtesies that team members will extend to one another.
The contents of this section depend largely on the culture of your team. Do not assume that personal behaviours are understood, and pay particular attention to any cultural differences, if you are working in a multicultural team. You might include:
· Respectful communication
· Being punctual and prepared
· Listening to others’ ideas
· Considering cultural differences
· Using phones or social media responsibly during work sessions
[Once completed, this guidance text can be deleted from this box]


Conflict
Disagreements in team discussions are commonplace and different points of view should be discussed. Describe how your team will handle disagreements or lack of participation.

A conflict is more than just a disagreement. It is a situation in which one or both parties perceive a threat (whether the threat is real). Conflicts continue to fester when ignored and stay with us until we face and resolve them. You might include:
· Discussing issues calmly within the team
· Agreeing on a fair solution together
· Involving a facilitator or GTA if the issue cannot be resolved
[Once completed, this guidance text can be deleted from this box]



Agreement

The undersigned agree that:
· I participated in formulating the terms and conditions of this agreement.
· I understand that I must abide by these terms and conditions.
· I understand that if I do not abide by these terms and conditions, I will be subject to the consequences.
· I contribute positively to the success of our project.
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