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     TEam Charter
Name of Project                                                                  Date: 
PROJECT AIM STATEMENT AND MEASURES
The aim of the project is to:    
	Measure
	Definition
	Baseline
	Goal/Target

	
	
	
	

	
	
	
	

	
	
	
	


PROJECT DELIVERABLES (These are products, use nouns to describe)
PROJECT SCOPE (What is within the scope of the project and what is not?) 
	In Scope
	Out of Scope

	
	

	
	

	
	


TEAM PARTICPATION

1. Team member information/roles
2. Team meeting schedule and purpose of meetings

3. Ground rules for team

STAKEHOLDERS (Who cares about this? Who is affected by the project?) 
	Stakeholder Name
	Impact on /Interest in Project
	Strategies to Communicate and Gain Support

	
	
	

	
	
	


Is there an IT component to this project?     (  Yes       ( No 
Senior Leadership Signature Approval  (  Approved  (  Not Approved 
	Printed Name
	Signature
	Date

	Senior Sponsor:
	
	

	If not approved, please provide explanation 


Guidance for Completing the Team Charter


PROJECT AIM STATEMENT AND MEASURES
Copy your Aim Statement from the Aim Statement Template onto the charter.   Specify the measures you will use to know if you have met your Aim Statement. Sometimes you may not know these at the outset of the project.  You may need to collect baseline information as part of your project.  This can be filled in as data become available.

PROJECT DELIVERABLES (These are products, use nouns to describe)

You may know at the beginning that there are products you want to come out of your project such as a new process for carrying out your work.  Other examples might be an improved website, a standard operating procedure, a checklist or a procedure manual.  This may be filled in later as well. 

PROJECT SCOPE (What is within the scope of the project and what is not?) 
Sometimes people want to take on too much when starting a quality improvement project.  Defining the scope helps everyone to know what the project is taking on and what might be something to take on later.  Sometimes people talk about “bookends” or what part of a process you are beginning with and ending with when looking to make improvements.  In other words you may be trying to improve part of a bigger process.  It is helpful to get on paper what is part of the project and what is not.  
TEAM PARTICPATION
       Because quality improvement projects are a team effort, it is important to have a high functioning team so that it can be productive and successful.  There are a few ways to help assure your team’s success.
1. Team member information/roles- structuring a team with diverse members and clear roles is one key to success.  Some possible roles for team members are:

Project Sponsor
Person primarily responsible for resourcing the project
Usually has a large stake in the success of the project AND the   on-going success of the process
 Team Leader
Responsible for success of the project
May have stake in on-going success of the process
 Process Owner
Person with largest stake in the on-going performance of the process
May correspond with team leader or team sponsor
 Team Facilitator
Provides knowledge re: Quality methods and tools
Supports effective group process

Subject Matter Expert 


Brings knowledge of content or processes relative to the project 
2. Team meeting schedule and purpose of meetings

It is important to schedule regular times for the team to meet and agenda for each meeting so that the project can stay on track.  These might be part of a regular staff meeting or separate meetings.  Try to set a time and put it on the charter so everyone knows when team meetings will take place. 
3. Ground rules for team

Ground rules help to articulate the expectations for the team and the team meetings.  These are useful even for existing high functioning teams to know what makes them work well.   Solicit the ground rules from the team so that they belong to the team. 
Some examples of ground rules are:

Meetings start on time

No cell phones

One person speaks at a time

Be respectful

Leave titles at the door, everyone has an equal voice on the team

Write the ground rules on the charter.  You may want to also put them on newsprint and post in a visible spot for all meetings.  

STAKEHOLDERS (Who cares about this? Who is affected by the project?) 


It is important to think about who can impact the project and who is impacted by it.  You may want to have these individuals or groups on your team or at least communicate with them during the process.  Who are your customers?  They can provide valuable input into the process. 

Is there an IT component to this project?    

Oftentimes projects seek to automate the processes they are trying to improve. It is important to be sure you have the best process in place before doing so.  If there is an IT component to the project, consult with your IT staff early on or bring them in as part of the project.  There may already be an IT solution somewhere else in the organization that would work for your project.  
Senior Leadership Signature Approval
 In order for projects to succeed, leadership support is required. Leadership can help address barriers that might be encountered during a project and help obtain resources as needed.  They also have a global picture and can lend expertise as to what may succeed and what the environment surrounding the improvement might be.  Therefore senior leadership approval in the way of a signature is required for quality improvement projects. 
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