Working Agreement

A working agreement is an explicit (though typically informal) set of agreements between the QI
lead/coach and team leader or team. If broken, the working agreement provides the opportunity
to reflect, learn, and adjust as needed. Follow these steps to create one: (You can establish your
own format or use the template below.)
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Schedule a meeting that is mutually convenient.

Establish the goals you want to achieve together.

Develop a common understanding of your roles and responsibilities.
Establish ground rules for working together.

Plan for how you will navigate conflict.

Agree on task assignments for the first few team meetings. (i.e., Who will do what?)

What are the goals of your relationship?

What will be your general roles and responsibilities?

Ql Lead/Coach Team Member

How will you work together? Describe any norms you want to establish for:

Assignments

Communication

Confidentiality
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Conflict management

Decision making

Participation

Promptness

Record-keeping

Rotation of tasks

Other

* Find a quiet spot, without distractions, to meet
with the team leader.
= Don'trush. If you run out of time, set a second meeting.
= Don't assume anything. Ask open, honest questions;
listen; repeat back.
= Ensure responsibly is shared, especially for results.
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