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TOOL

Example of a Team’s
Communication
Agreements



Purpose

This tool provides an example of clear, actionable
communication agreements that support team clarity, efficiency,
and trust. It is intended to help teams define shared expectations
for how they communicate and collaborate.

When to Use

Use this tool when creating or revising team communication
agreements, especially if there is confusion, frustration, or
inconsistency in how team members communicate. It is also
useful when onboarding new team members or resetting
expectations mid-year.

How to Use It

Review the example agreements and identify which ones
resonate and which might need to be adapted for your team’s
context. Use these as a starting point to generate your own
agreements—discuss, revise, and commit to a shared set of
norms that feel clear and workable for everyone. Revisit and
refine agreements over time as your team’s needs evolve. 

Example of a Team’s
Communication Agreements
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Email is used for communicating logistical information, sharing
resources, and providing reminders. It is not used for airing
grievances, talking about students or colleagues, or dealing with
conflict of any kind. Those issues are to be raised in person,
either with the team or with a specific individual.
We will respond to each others’ emails as soon as possible and
within 48 weekday hours of receiving the email.
We agree to check our work email on a daily basis.
Emails and text messages should be brief and to the point—
otherwise the content probably merits a conversation or team
discussion.
We will use Google Drive for our shared documents and will
check with each other before giving anyone else access to our
files.
Notes from our team meetings will be edited and posted on
Google Drive within 24 hours of the end of our meeting.
When one of us communicates with our administrators about
our team’s work, we’ll copy the whole team on the email or
report back on the communication if it was in person at our next
team meeting.
We will not call or text each other after 8 pm on weekdays or
before 7 am or on the weekends unless it’s an emergency; we
respect each other’s time with family.

Example of a Team’s
Communication Agreements
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WHAT’S NEXT

Keep Learning with
Bright Morning

Curious what this could look like for your team?
Schedule your complimentary consultation.

Join Leading Teams that Get Stuff Done.
Confidently lead a thriving, resilient, learning team that gets
stuff done.

Build trust-based cultures where innovation flourishes and
cynicism fades.
Establish clear team purpose that aligns individual efforts
toward common goals.
Turn administrative overwhelm into streamlined systems that
keep your team thriving.

And for an entire year of on-demand support, join our
Leadership Lab.
Everything you need to lead a thriving team.

Transform your thorniest team problems into clear action
plans through monthly consultancy sessions.
Walk away with ready-to-use templates and word-for-word
scripts that eliminate leadership guesswork.
Build trust, distribute leadership, and increase buy-in
through strategic approaches.

https://calendly.com/antoinette-bmc/30min
https://www.brightmorningteam.com/workshops/the-art-of-coaching-teams
https://www.brightmorningteam.com/workshops/teams-learning-library-and-plc
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