Three Examples of Team Standards

Below are three examples of team standards from a previous EDC class.  They all represent a good start, but they aren’t specific enough. For example:

· If a team decides that all emails should be responded to if they require a response, the team should suggest a time frame – should the response be done the same day? Also, if the email comes to the whole team, is one person designated to respond? 

· What do people consider “on time” to a meeting – within 5 minutes of the agreed time? Within 15 minutes? Does it matter who the meeting is with? A team may allow some latitude in their own weekly meetings, but for meetings with clients and instructors, team members should show up on time (or early).

· What does a team mean by “have fun”? 

· If a team agrees to meet weekly, when and where will the meeting take place?

Use these drafts to get ideas, but aim to write something more complete. Write standards that are measurable and specific – so you’ll be able to tell if everyone is following them. Also, be realistic – consider your teammates’ other commitments, communication preferences, strengths, and pet peeves.

Team Standards (1)

Communication

· Reply to all e-mails from team members, instructors, clients or any other individuals if the e-mail requires a response

· Keep team members informed of any major developments, decisions, or discoveries

· Speak your mind, even if it results in disagreement

· If you have a problem, do not be afraid to ask for help

· Be courteous and slow to judge when others are expressing their ideas

· Show up to meetings on time and prepared for the meeting

· Stay focused and stick to the agenda during meetings

Work Habits

· Keep work evenly divided amongst teammates

· Finish work on time
· If you cannot finish work on time, inform group members well ahead of time so they can adjust their work accordingly
· Produce a quality of work you can be proud of
· Enjoy the process
Team Standards (2)

1) Show up to all meetings on time and with the proper materials that you were assigned to bring.

2) Be courteous and understanding when other people in the group are expressing their ideas.

3) If there are scheduling conflicts, let the team know immediately.

4) When given a specific task, complete it to the best of your ability.

5) Keep the work divided evenly so the burden doesn’t rest on the shoulders of one single person.

6) If even in doubt of something, ask a teammate for help.

7) Do not let work in other classes be an excuse for lack of contribution.

8) Make all working time as fun as possible.

9) Get to know one another as best as possible to make group work fun and relaxing.

10)   Create the best product possible with our current engineering skills.

11) Create products that are safe, and suitable for the children.

Team Standards (3)

1. Record keeping 

· All reference to the project shall be kept on file for any future reference inclusive of emails, faxes, memos, purchase of material forms and receipt for petty cash expenditures

· All emails pertaining to the project shall be carbon copied or forwarded to each and every team member for reference

· All dates must be kept track of for future inquiries – all items shall be dated

2. Meetings

· Team meetings will be held weekly
· Chief engineer and scribe positions will rotate on a weekly basis.  Chief engineer will prepare agenda for each meeting.
3. Agendas

· Agendas will focus on the accomplishments and problems that may have occurred during the previous week.  They should also include projected goals for the current and upcoming week.

4. Behavior

· Recognize that no one is more important than anyone else is.

· Ensure that everyone has a chance to participate.

· Emphasize that there is no such thing as a stupid question.

· Listen to and be prepared to be influenced by the ideas of others.

· Attend meetings on time.

· Do all assignments on schedule.

· Don't engage in disruptive conversations

· Encourage those people with less confidence.

