TEAM CONTRACT 


1. TEAM MEMBERS 
Make sure everyone in the group has each other’s contact information.

	Name
	Phone
	Email

	
	
	

	
	
	

	
	
	

	
	
	



2. THE TEAM’S TASK 

	Task(s):


	This is what we are interested in or wish to learn:

	Ambitions and objectives of the course (for example grades):
Speak out about your expectations and accept the fact that they may differ from others’ expectations. Are you able to compromise? Managing the balance between your own and others’ individual needs, as well as the needs of the group as a whole, is an essential quality of a team player.




	Deadlines:











3. WORK ENVIRONMENT and TEAM RULES 

Discuss what kind of work environment you thrive in and what kind of work environment you want to build in this group. Agree on some basic team rules that relate to e.g. the work schedule, working methods, attendance requirements and what happens if the rules are not followed. The following questions may be useful: 
· How do we ensure that everyone’s viewpoints are taken into consideration? 
· How do we make decisions when disagreements arise?
· What types of behavior are NOT acceptable at our meetings? Agree on mutual rules regarding inappropriate behavior (e.g., drinking coffee, eating, internet browsing, gaming, taking phone calls). 
· How to act if you are unable to participate? How do you inform the group? How do you submit the completed task for the rest of the group to use? Is the group capable of making decisions without every group member’s presence?

	Free text:
































4. DIVISION OF WORK 

How do we wish to approach the tasks? Who does what? Areas of responsibilities? What will we address collectively? 
Below are examples of roles you can have when collaborating with others. You can also invent other roles that better suits your task. 
It is strongly recommended that each team appoints at least a manager and note taker. The roles may be the same throughout the course or rotate.
	Name
	Area of responsibility

	
	Manager or facilitator
Moderates team discussion and keeps the group on task. Makes sure all voices in the team are heard and that team members know what each of them must do before the following meeting. 

	
	Speaker or presenter
Communicates team questions and clarifications with the team mentor or other teams.  Ensures that everyone in the team agrees on what to ask if an outside source is needed. Presents conclusions of the team to the mentor or class, as requested.

	
	Reflector or strategy analyst
Observes team dynamics and behavior with respect to the learning process (e.g. Is everyone in the team participating? Are team members being patient and respectful of each other?). Reports to the team or to the entire class about how well the team is operating, as requested.

	
	Devil’s advocate 
Raises counter-arguments and (constructive) objections, introduces alternative explanations and solutions.

	
	Note taker
Takes notes on important thoughts expressed in the group. Takes meeting minutes and writes meeting reports.

	
	Checker
Checks to make sure all group members understand the concepts and the team’s conclusions.

	
	[bookmark: _GoBack]Timekeeper
Keeps the group aware of time constraints and deadlines and makes sure group tasks are submitted on time. 

	Tasks we address collectively










CHECKLIST FOR HOLDING TEAM MEETINGS 

Go through the following checklist for holding team meetings. 
1. A chairperson and a secretary are selected.
2. Each member of the team briefly describes the progress of the project since the last meeting. Which tasks are completed? Have problems that need to be addressed collectively arisen?
3. Write a list of issues to be addressed during the meeting.
4. Work through the list. The chairperson ensures that everyone has the opportunity to make themselves heard and contribute with their viewpoints. The chairperson is also responsible for the discussion keeping a serious, appropriate character and staying on topic. Make decisions regarding the issues addressed (e.g., by voting). The responsibility of the secretary is to keep record of the issues addressed and decisions taken at the meeting.
5. Create a list of things that need to be done before your next meeting. Divide the work. What needs to be addressed collectively? When will you meet to discuss this?
6. Let each member in the group shortly express their opinions of the meeting and the functionality of your cooperation. 
7. Conclude the official part of the meeting. Agree on a time and place for your next meeting.
8. Reserve time at the end of the meeting, after the official part, for unofficial discussion (gossip and small talk). 



