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Appendix 2c
Team Principles Template


	Team Principles for  Worcestershire Acute Hospitals Trust (insert name of team)  - 'How we will work'

	Date Agreed:Enter a date.                                                         
	Review Date:  Enter a date.(eg 3 months from date agreed)

	What’s important to us as a team about how we work?

	· Being clear on what we are trying to achieve as a team, our outcomes and deliverables and deadlines
· Discuss 4ward signature behaviours
· Being able to collaborate, share information, offering a joined-up service, supporting each other, feeling trusted and empowered 
· How do we manage different workstyles – those who wish to adopt flexible working with different start/finish times
· Discuss hybrid working categories and what they mean to everyone in the team

Enter text.











	Where and when we will work to best deliver services?
 *Please note that if a team member is seeking to change their formal working pattern on a longer term basis (e.g. to compressed hours, 9 day fortnight, regular home working) they will need to submit a formal Flexible Working Application since this will mean a change to their contract. 
	· How will we organise ourselves?  If, due to the nature of our work, someone is required to be in the office each day, for example: customer facing receptionist – agree who will cover via a team rota? 
· What tasks can be completed off-site and which on-site? What are the barriers to shifting some of these tasks and how to we overcome these?
· Where are the options we can work from to best deliver services e.g. main office, home, another site or other suitable location
· What informal flexibility can we build in as a team? (e.g. how many days of the week should we work off-site etc.)
· How do we determine which time and locations are suitable for working? Emphasise that staff must have WiFi, be Display Screen Equipment (DSE) compliant, adhere to the Information Policy guidelines etc. 
· How do we establish and communicate boundaries around working time? What is normal working time and therefore when are team members deemed on off duty, when is/isn’t it acceptable to send emails, make phone calls etc.?  How do we ensure team members are not working excessive hours and taking adequate rest?

*Note that hybrid working is not classed as protected time and employees are required to come onto site during their working day if the service requires them to do so.


Enter text.












	How we will communicate, meet and support one another? 


 
	· How will we keep in touch when working off-site? 
· How often will we meet and how will we run these meetings? Face to face, MSTeams or a combination (and how do we manage and coordinate that?)
· How can we make best use of technology to enhance how we communicate? 
· How will we ensure the team feel connected? 
· How will we provide support/ training/coaching and mentoring for all team members?

Enter text.









	What are the practical things we will need to do to make this work for us as a team?
	· How will we implement clear desk arrangements when in the office?
· Where will we share/save information electronically?
· How will team members know where we are and when we are free? e.g. Agree to Outlook calendars are being shared, kept up to date/open, MS Teams presence up to date 
· What other things might we need to think about when out of the office?  Lone working, DSE etc. 

Enter text.


	




	What improvements and/or support might we need to consider in order to make the most of the opportunities to work flexibly? 
	· Are there some processes or practices that we might need to change/do differently? 
· What support might we need to make this successful?
· What training might we need a refresher on?  e.g .DSE

Enter text.











	Is there any potential impact on our customers/service?
	· Consider Equality Impact Assessment

Enter text.
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