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Suggested Time
20-30 minutes.
Difficulty
Easy.
Materials
Pens, paper, whiteboard, markers.
Participants
All project team members.
Tips
Try to add some humor with the rules.
Refer back to the team charter as needed throughout the design process.
Each person has their own unique skillset and preferences for how they like to work. Establishing clear codes of conduct, and defining roles and responsibilities upfront before a project begins, will keep the team aligned throughout the design journey. 
Steps
Describe your team objective. Write down in no more than 2 sentences what the team wants to accomplish. Align yourselves around a common purpose. 
Identify the core team. Write down who are the team members from both the provider and vendor sides who are prepared to commit a meaningful amount of their time to the project (i.e. who will be doing the heavy lifting).
Identify the part time team. Write down those who bring expertise at a particular point of the process. 
Identify your advisors. Those who will be brought in on a regular and focused basis. 
Discuss roles and responsibilities. 
List and discuss meeting and communication strategies. When and where are you planning to have check-ins? What is the best way to ask questions of the group? What resources or tools will you use to schedule meetings and share and store information? 
Come up with team rules and codes of conduct. Put out all your pet peeves on the table early on. 


What might this look like? 
[image: ]
Key References
Heather M.A Fraser. Design Works, How to Tackle Your Toughest Innovation Challenges Through Business. Canada. University of Toronto Press. 2012.
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Team Values v
Openness, transparency, and respect. Give everyone a voice.

Team Roles and Responsibilities )
Mark (Team Lead): Design and oversee master project plan (roles, deliverables, timing)
Eugene (Creative Director): Design clear and inspiring reports and presentations

vities such as research and logistics

Grace (Project Managen): Manage all external acti
Stefanie (Research): Lead secondary research and fortify the business case
Carolyn (Business Advisor): Coach team and counsel on strategy and business viability

Alpesh (Methodologist): Source and design development methods
'iob CFacilitating and Sense Making): Facilitate and counsel on prototyping and synthesis

Meeting and Communication Strategies
Meeting Times: Mondays 1-4 p.m., Meeting Room A

Scheduling: Use intranet calendar, hosted by Mark
Mieting Preparation: Agenda and pre-work wil be issued 48 hours in advance of meeting.

Communication: Use designated intranet as a portal for all document sharing, online dis-

cussions, and planning updates. No external portals.

Team Rules and Codes of Conduct
Arrive on time for meetings, or you bring snacks to next meeting.

No phone calls, texting, or browsing during meetings.
Respond to group email threads in timely fashion to accommodate scheduling and work
Individuals are accountable for their deliverables.

Decisions will be made on a consensus basis — vote is a last resort.

Constructive feedback only — “attack the problem, not the person”




