Quality Improvement
Team Charter
A team charter is a tool to help teams get started on CQI work.
A charter is used to set the foundation of CQI work and helps teams discuss and agree on—
team roles and responsibilities
the principles of how the team will work together
when and how often the team meets
expectations for communicating to external stakeholders and partners

Roles and Responsibilities
Successful teams start by setting clear roles and responsibilities for all team members. Putting
this information into a charter clarifies expectations and helps the team envision how every
team member brings value and expertise to your CQI work. Key roles and responsibilities
follow.
Team Leader/Facilitator—

Leads the effort and sets expectations for the team. Leaders should consider whether
supplemental CQI training is needed when first getting started.
Typically has the most CQI knowledge and has the authority to dedicate time to lead the effort,
and to determine the amount of staff time to be devoted to CQI work.
Can be the CQI meeting facilitator, setting agendas and objectives, and sending meeting
schedules and reminders to team members.
Ensures all team members are given a voice in planning and that planning stays on track.

Meeting Scribe—
Works closely with the team leader and may develop and finalize agendas for CQI meetings in
consultation with the leader.
Takes and sends notes to team members.
Updates the QI Team Charter and PDSA Planning Tool (see PDSA Planning Tool for more
information), as necessary.
Copies and provides all materials needed for meetings.
Works closely with the data manager to provide data charts or documents for team review in
meetings.

Data Manager—

In charge of gathering data for the team CQI projects from a variety of sources.
Works closely with the team to identify and design data collection for projects and compiles and
provides data to the team, as necessary.

Subject Matter Experts—
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Expert on relevant subject matter related to specific PDSA cycles.
Provides expertise and best practices info to the team, when needed.

Partnership Principles
When getting started in CQI, it’s important to discuss partnership principles including how
decisions about opportunities for improvement and PDSA cycles will be made. Having this
discussion as teams are forming sets the
ground rules for all the good work to
Regular
come. Key principles include—
communication
Regular communication—how will
everyone be kept informed during and
between meetings?
Collaborative decisions—will
members come to majority
consensus, will all members have to
agree, or will the team leader make
final decisions?
Transparency—how will results be
shared amongst the team?
Accountability—do all team members
agree to fulfill the roles laid out in the
charter?
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Team Meeting Information
To ensure each team member has an
opportunity to be fully engaged, it is helpful to agree to meeting frequency, dates, and times as
a team. Teamwork is a key strength of CQI and every member must be empowered to share
their expertise during planning. Many teams have found success adding CQI dedicated planning
time to regularly scheduled team meetings.
Communication Plan
When starting a CQI project, successful teams consider how results and learnings from their
improvement work will be shared with relevant stakeholders. What will the communication
process look like? Describing key elements in a communication plan ensures the team is ready
to hit the ground running once initial results start to come in. Key elements include—
Stakeholders and partners who will receive information
Frequency and method of communication for each stakeholder group
Possible communication challenges and strategies to address each challenge
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Quality Improvement Team Charter
Date:

Project Title or Subject of Project

Version:
Team Member’s Names

QI Team Role & Responsibilities
Team Leader leads and facilitates meetings
Meeting Scribe supports meetings and takes meeting notes
Data manager gathers and compiles data for project
Subject Matter Experts provides expertise on specific topics
Others

Partnership Principles
Include fundamentals for working together, including: 1) commitment to regular communication
amongst team members, 2) how the team will come to agreement on decisions, 3) commitment to
transparency – how information and results will be shared amongst the team, and 4) how team
members will be accountable to each other.

QI Team Meeting Information
Date, time, and frequency of QI meetings

Communication Plan
Method of
Communication
Stakeholders

How will QI work be shared with others outside your team? (e.g., ongoing and
completed QI projects will be shared with leadership during departmental
meetings)
With whom will you share your QI work? (e.g., departmental and
organizational leadership)

Frequency of
communication

When will QI results be shared and by whom? (e.g., results will be shared
during quarterly department meetings by the project director)

Potential
communication
Challenges

What potential challenges to communication may arise? (e.g., meetings may
be cancelled; the project director may be out of the office)

Strategies to
address challenges

For each challenge, how will your team address it? (e.g., if department
meetings are cancelled the project director will send a QI project update via
email to relevant stakeholders)
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