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[Team Operating Agreement]
[Team Name: Go Social Web Design
Project Name: TOA
Project Manager: Molly Atkinson
Project Team Members: Molly Atkinson, 
Danielle Robinson, and Dorothy McChesney]
Date: 2/05/2024
Prepared by: Danielle, Molly, and Dorothy

Team Operating Agreement
This TOA serves as the guidelines and ground rules to help the project teamwork most productively together over the course of the project. The TOA is a living document and may be updated as the need arises throughout the project. Any updates will be discussed with and ratified by the project team members.

Team Communication:
· Microsoft Teams will be the primary use for communication. The second choice will be Canvas and email.   
· Sidebar conversations will be discouraged. 
· All communication will be open, clear, and respectful, keeping in mind the team’s mission.
· Team members will keep each other informed by including all team members in all forms of communication (email, Canvas, Teams).  
Decision Making: 
· In the virtual environment, decisions will be made and recorded by the team project manager. 
· Consensus means that everyone can live with the decision. It does not mean everyone has to agree 100%.
· The project manager will be responsible for making decisions by either sending a message on Microsoft Teams or by email and Canvas.
Meetings:
· Meetings will be held remotely using Microsoft Teams every Tuesday evening at 5:30 PM. Each member is required to attend.
· If a member cannot attend, they are to notify the others at least twenty-four hours in advance (not including extreme circumstances).
· Other meetings may be scheduled to complete work as needed.
Personal Courtesies: 
· Members will practice active listening and consider all suggestions.
· Members will ask for help as soon as they need it.
· Members will join meetings on time.
· Members will refrain from using mobile devices unless necessary for the task at hand.

Expected Contributions:
· Each team member will complete their part of the shared work on time.
· When completing work, members will make sure to address any problems that arise with other members and work together to solve problems.
· If a problem cannot be solved by the team alone, they may need to contact higher management.
· Each member of the team will be expected to provide quality work. Quality is defined as work that pertains to the requirements that Tammy Freund, CEO, MPTC, has set forth. 
· If team member is anticipating being late with an assignment/project, the team member needs to contact the rest of the team immediately to determine if the project needs to be delegated to someone else or if the team member could be allowed extra time, but not exceeding one day. Team members should not hesitate to ask for assistance.

Disciplinary Action: 
· Verbal Warning – The team member will be emailed, or spoken to directly, about their behavior/work. Three of these are to take place before a written reprimand.
· Written Reprimand - Explaining the reasons for dissatisfaction indicating that he or she will be subject to a termination meeting if there is a lack of change in behavior/work. A copy will be emailed to the CEO. Three written reprimands are required for a termination meeting.
· Termination Meeting – All team members must be present, including the CEO. The CEO will be a voting member at this meeting. Specific Reasons for termination will be outlined. The team member is allowed to respond. A vote is taken for termination.


Roles: 
Project Manager: Molly Atkinson

Production Lead: Dorothy McChesney

Creative Lead: Danielle Robinson

Quality Assurance Lead: Danielle Robinson


Reviewed and approved by: 
	Name
	Date/Time

	Danielle Robinson 
	2/19/2024 at 5:10 PM

	Molly Atkinson
	2/19/2024 at 5:10 PM

	Dorothy McChesney
	2/19/2024 at 5:10 PM
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