Team Charter Requirements

1. Team number and organization for which work is to be performed

2. List of Team Members

a. Names, Addresses, Email, Phone numbers

b. Leader and/or Co Leaders

c. Role of each team member

d. Hours/days for team meetings (at least 2 hours outside of class time)

3. Performance Expected—Team Rules

a. Team member performance

b. Team leader performance

c. Procedures/ action for non performing team members/leaders

d. Removal Process (must include at least two written warnings before removal—three strike rule)

4. Performance Reviews (Evaluation Forms) – Blank for team charter, completed and turned in with each status report (Evaluation criteria should be taken from team rules.)

a. Team Members evaluation by leader(s) form (required)

b. Team Leader(s) evaluation by members form (required)

c. Team Member evaluation by member form (optional)

5. Leadership Questionnaire

a. Develop a questionnaire that will help team to identify the best candidate(s) for team leader.

b. Each potential leader must fill out questionnaire

c. Completed questionnaire(s) must be turned in with team charter (Even if you have only one person who wants to be leader, a questionnaire must be filled out by that person)

6. This work is to be submitted with a professional appearance. It must have proper formatting, spelling, and grammar.

This will be the first document in your team management notebook. Your status reports will be added to this notebook as you create them. You will be required to include section dividers when you have more than one section in this notebook.

