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Team Ways of Working Playbook Template
Created by the Project/Team Lead, informed by team input from Step 1.
This Playbook is drafted using Copilot with the LifePlaybooks prompts as per the process.

Clarity – Goals, Roles, and Expectations
Define how the team understands what we’re doing, who does what, and where things live.
· Project purpose & outcomes:
[Insert 1–2 sentence summary]
· Roles & responsibilities:
[List by role / name]
· How we assign and track tasks:
[e.g., Planner board with To Do / Doing / Done buckets]
· Source of truth for documents:
[e.g., Project SharePoint site; versioning handled in Teams]

Alignment – Priorities and Decisions
Define how the team stays aligned as work moves and priorities shift.
· How we share updates when priorities change:
[e.g., Teams channel announcement + @mentions]
· Decision-making process:
[e.g., documented in OneNote; final decision by Project Lead/Sponsor]
· Where we capture decisions:
[e.g., OneNote > Decisions section]
· Escalation path for conflicts:
[e.g., raise to PM → reviewed with Sponsor]

Rhythm – Rituals and Cadences
Define the meeting cadence and working rhythm that keeps the team moving together.
· Team syncs:
[e.g., Weekly, Mondays at 10am, 30 minutes]
· Check-ins:
[e.g., Daily async updates in Teams Loop table]
· Meeting practices:
[e.g., agenda shared 24h in advance, timeboxed discussions]
· Quarterly reset:
[e.g., revisit Playbook + team health check]

Visibility – Work, Progress, and Blockers
Define how team members see work, progress, documents, and blockers.
· Task visibility:
[e.g., All tasks in Planner; full board visible to team]
· Progress tracking:
[e.g., Planner dashboard pinned in Teams]
· Blocker tracking:
[e.g., Dedicated “Blocked” bucket + @mention when used]
· Document visibility:
[e.g., All project files stored in SharePoint library]

Respect – Time, Energy, and Working Styles
Define norms that protect focus, reduce unnecessary noise, and honor how people work best.
· Meetings:
[e.g., Max 45 minutes; only required attendees; decisions documented]
· Notifications:
[e.g., @mentions for urgent items; email for FYIs]
· Working patterns:
[e.g., Core collaboration hours 9am–3pm; flexible outside]
· Feedback loop:
[e.g., Monthly mini-pulse survey to ensure Ways of Working still feel fair and effective]

AI & Copilot – How We Use AI as a Team
Define how AI supports the team and where humans lead.
· Where we will use AI:
[e.g., Copilot for meeting summaries, action items, first-draft communications]
· Where we will not use AI:
[e.g., sensitive stakeholder communications, final decision documents]
· Individual use of AI:
[e.g., drafting emails, summarizing notes, generating task lists]
· Support & upskilling:
[e.g., short Copilot demo during onboarding; “tips & tricks” channel]
· Guardrails:
[e.g., AI-generated content is reviewed by the appropriate team member before external sharing or use in final decisions]


