Roles and Responsibilities Guidance

(Designed to address the concerns when roles and responsibilities are not clearly addressed)

General approaches: 

1) Identify roles within the Charter

2) Identify team members and build/post roster

3) Communicate individual roles (to individuals in detail)

4) Communicate group roles (to the group in summary)

5) Revise (Frequency) as project evolves

Communications

1) Discuss communications responsibility

a. Individual

i. Communications path

ii. Content

iii. Frequency

b. Group

i. Communications path

ii. Content

iii. Frequency

2) Method for intervention

a. Agreement

b. Signoff

c. Enforcement

3) Issues list

a. Capture

b. Categorize

c. Prioritize

d. Assign

e. Follow-up

f. Sign-off

Issues Protocol

	What
	Who
	Frequency
	Next

	Raising an Issue
	Anyone
	Anytime
	To Team Lead

	Review and categorize
	Team Lead
	<24 hours
	Kill, Assign or Escalate

	Act to resolve
	Assignee
	As appropriate
	Document

	Document
	Assignee
	<1 month
	

	Escalate
	Appropriate executive range
	<1 month
	


