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Guidelines for Writing a Collaborative Agreement
	
For the purpose of our work, a Youth-led group consists of two or more individuals under 30 or 35, depending on the granting stream, who are ready to implement an idea, and are prepared to work towards a common goal, while sharing decision-making and accountability. 
 
Good working partnerships require thoughtful planning. It may take just a single discussion amongst your members or you may need a few meetings to iron out the details of your working relationship. 
 
A good work relationship requires trust, respect, inclusion, self-awareness, and open communication. Below we share some context around each of these characteristics:
· Trust: when you trust your team members, you can be open and honest in your thoughts and actions. And you don't have to waste time or energy "watching your back."
· Respect: teams working together with mutual respect value one another's input, and find solutions based on collective insight, wisdom, and creativity.
· Inclusion: don't just accept diverse people and opinions, but welcome them! For instance, when your colleagues offer different opinions from yours, factor their insights and perspective into your decision-making.
· Self-awareness: this means taking responsibility for your words and actions, and not letting your own negative emotions impact the people around you.
· Open Communication: all good relationships depend on open, honest communication. Whether you're sending emails or IMs, or meeting face-to-face or on video calls, the more effectively you communicate with those around you, the better you'll connect.

The collaborative agreement should be simple and no more than a few pages. It should set out a clear plan for: 
· Roles each member will play i.e., who will be mainly responsible for the budget, who will be responsible for reporting back to the Funder? etc.,
· How decisions will be made; how will conflicts be resolved 
· How you will communicate with all members of the collaborative 
· How money will be spent and accounted for 
· How reports will be prepared 


Include the following areas in your Collaborative Agreement: 
 
Purpose - Write a brief explanation of why the collaborative has formed, who will benefit from your work together, and how you intend to work to achieve the project’s outcomes. 
 
Time frame - Set out the term of this agreement. Indicate the start and projected end dates. You may plan for your partnership to begin with your application and end at the completion of your grant. Or it may be that your Laidlaw grant is simply one part of your collaborative work in the community. 
 
Names, roles and responsibilities of member / organization - Designate a Lead contact to take responsibility in the Grant Contract for the accountability and management of your project. 
 
In the case of Youth Serving organizations collaborating with other groups / organizations: List names, addresses, and numbers of the key representatives of all the groups that make up your collaborative and the roles each group will play in the project. Identify which collaborative member will be responsible for each task involved in planning, doing or evaluating the initiative. 
 
Decision-making process - Set out how the decisions will be made. Newly formed groups and newly formed collaboratives should create structures and outline processes for making decisions.  Groups who have been working together for a longer period of time or existing collaboratives can document what they currently do. However, sometimes in having the discussion about how your group makes decisions, new issues, ideas and arrangements can emerge. 

Shared decision-making, responsibility and accountability between members and with the larger community are important components in collaborative work. Groups use a process of discussion followed by a formal decision-making process (e.g., vote with a majority decision or consensus). 
 
Group members / Collaborative organizations will need to think through what kinds of decisions will need to be made, who will make them, and how the decisions will be recorded, tracked and reported/communicated to the whole group. 
 
Decide the process for various decisions that will need to be made. Here are some examples of the kinds of day-to-day decisions our that Grantees will need to work out: 
· Authority to spend money on behalf of the group / collaborative 
· Hiring decisions 
· Decisions about policy or the direction that programs will take 
· Decisions about applying for grants 
· Planning decisions 
 
Members won’t always agree. How will conflict be resolved? If your decision-making process breaks down, or if your group is in conflict, what is the process you will use for resolution? Plan ahead and include a simple process for how conflict will be resolved. 
 
Communication amongst members - Think about how your group will keep all members informed. When will you communicate, to whom, and how (regular meetings, email, newsletter, conference calls, website, etc.)? 
 
Management of funds – Each grantee should choose a main contact to sign and be responsible for the Contract with the Foundation. This person would also be the main point of contact who would be on file for your grant.

All group members must know how the funds are managed. This section should include: 
· Who the group / collaborative authorizes to make decisions to spend grant funds
· How invoices are paid 
· How expenditures and revenues are recorded 
· Who prepares the financial reports for the Foundation
· For collaboratives working together, what assets are contributed by member groups at the project’s outset and how they will be distributed at the end of the project 
 
Once you have an agreement, ensure each group member signs the agreement. In the case of Youth Serving organizations working together, ensure an authorized person from each group in the collaborative signs and receives a copy of the collaborative agreement. 	 
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