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COURSE OBJECTIVES

The objectives of this course are to enable participants to:

· Review the characteristics of effective teams

· Review the stages of team development

· Discuss the role of the team leader in each stage of team development

· Determine skills the team leader must employ

· Practice team leadership skills 

TARGET AUDIENCE

The target audience for this training includes all disaster response employees who serve as supervisors.  Individuals should complete the Working as Part of a Team course prior to this course.

APPROXIMATE TIME

2 hours

CONTENTS

This course includes the following:

· Course Overview

· Characteristics of Effective Teams

· Stages of Team Development

· Team Leader Skills and Characteristics

· Team Building Activities

· Course Summary 

	PREPARING

Use the following checklist to help you prepare for this course:

	

	Supplies and Equipment

· Visuals 1 through 11  (See Visual  file.  Prepare the visuals if necessary.)

· Overhead projector with screen

· Masking tape

· Chart paper, easels, and markers

· Name cards

· Pens, pencils, and note paper

Handout Materials (See Handout Masters section of this document.)

· Team Building for Supervisors Summary

	NUMBER OF INSTRUCTORS

One or two instructors may be used to teach this course.

	

	INSTRUCTOR QUALIFICATIONS

Instructors should have training experience, as well as previous experience working at a DFO.  This course should be taught by instructors with previous disaster field experience.  If you are inexperienced, request an experienced instructor to co-instruct the first session with you.

	

	INSTRUCTIONAL NOTES

This course builds upon the Working as Part of a Team course.  The instructors should be thoroughly familiar with that material and use it as background information for this course.  




	INTRODUCTION - CHARACTERISTICS OF EFFECTIVE TEAMS  (5 minutes)

	
	

	
	Introduce course concept by stating that this course builds upon information from Working as Part of a Team.
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Visual 1
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	Display the following visual
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	Review the following key points:

Remember that various sources list the characteristics of effective teams and the conditions that must exist for teams to form and to function well.  These include:

1. Common team goal

2. Open communication

3. Constructive conflict resolution

4. Mutual trust

5. Belief in synergy

6. Value individual contributions 

7. Support and respect for and among the diverse team members

8. Good leader who provides direction and guidance
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	Discussion Question:

Which one is the foundation for the others? Why?

Leadership – because the leader has the responsibility to: 

· Set and meet the goal

· Lay the ground rules for open communication

· Lead the techniques for constructive conflict resolution

· Provide an atmosphere where trust, respect and support can grow – and provide these needs by personal example

Recognize the synergy of the team and value the individual members

	
	The focus for this workshop is you – and helping you learn how to be a better team leader.
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Team Building for Supervisors Summary
	Distribute the handout titled “Team Building for Supervisors”  

Tell the participants that they can use this handout to take notes.  



	
	

	COURSE OBJECTIVES (2 minutes)
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Visual 2
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	Begin this course by reviewing the following objectives:



	
	· Review the characteristics of effective teams

· Review the stages of team development

· Discuss the role of the team leader in each stage of team development

· Determine skills the leader must employ

· Practice leadership skills through team building activities



	STAGES OF TEAM DEVELOPMENT (2 minutes)
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	Review the following key points:

· Remember that teams develop in a sequence of five stages.

What are they called?

Forming, Storming, Norming, Performing, and Adjourning
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Visual 3
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	Display the following visual.
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	We will review each stage so you can recall the elements present in them.  And we will focus on the role that the leader plays during each stage, guiding the team to effectiveness.



	
	


	STAGES OF TEAM DEVELOPMENT (5 minutes)
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	Review the following key points:

Forming is the stage where individuals start to become a team.  
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	Discussion Questions:

What are common feelings the individuals hold during this stage?

· Excitement

· Suspicion


· Anticipation
· Fear 

· Optimism

· Anxiety
· Tentativeness
What should the leader do during this stage?  

How can the leader bring this stage of team development to a fruitful culmination?  

Will the stage be closed?  

When should a leader guide the re-opening of this stage?
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Visual 4
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	Display the following visual to reinforce answers given by participants.




	STAGES OF TEAM DEVELOPMENT (5 minutes)
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Visual 5
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	Display the following visual.
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	Review the following key points:
The second stage is storming.  Feelings that arise in this stage include:

· Resistance to the task.

· Uncertainty about the team’s success.

· Impatience.

· Hostility.

 

· Discomfort.
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	Discussion Questions:

What are some behaviors that occur and indicate the active arrival of the storming stage?

· Arguing.

· Competing and being defensive.

· Choosing sides or factions.

· Questioning the wisdom of others.

· Establishing unrealistic goals.

· Expressing hostility.


	
	What actions by the leader can ease the team through this stage?  

What examples should the leader provide?  

Will this stage recur? 


	STAGES OF TEAM DEVELOPMENT (5 minutes)
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Visual 6
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	Display the following visual.
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	Review the following key points:

The third stage of team development is norming, when the team begins to focus on the group process.  Feelings are resolved and include a sense of:

· Safety and security

· Acceptance 

· Relief

· Renewed energy
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	Discussion Question:

Where does the leader fit in this stage?  What actions should they perform?



	
	


	STAGES OF TEAM DEVELOPMENT (5 minutes)
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	Review the following key points:

What happens during the fourth stage, performing?  
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	Discussion Questions:

What feelings arise among the team members?

· Satisfaction

· Pride

· Excitement
How can the leader recognize this stage?  What should the leader do to enhance the continuance of the stage?
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Visual 7
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	Display the following visual to reinforce student answers.




	STAGES OF TEAM DEVELOPMENT (5 minutes)
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Visual 8
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	Display the following visual, using a reveal technique during discussion.
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	Review the following key points:

Adjourning is the fifth stage of team development.
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	Discussion Questions:

What have you experienced with a team coming to an end or transitioning?

· Satisfaction

· Completion

· Excitement

· Sadness
How can the leader ease the adjournment process?  What activities can the team leader engage in to move this stage to closure?




	TEAM ROLES AND THE TEAM LEADER (10 minutes)
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Visual 9
[image: image25.wmf]

	Display the following visual.


	



	Leader Roles Activity:

· Remind participants that individuals have preferred team roles.  These roles are:

Task Master:  Identifies the work to be done and motivates the team.

Innovator:  Generates original ways to get the group’s work done.

Organizer:  Helps groups develop plans for getting the work done.

Evaluator:  Analyzes ideas, suggestions, and plans made by the group.

Finisher:  Follows through on plans developed by the team.
· Divide class into groups (five groups are preferred, so they may be small; have at least two people in each).  If there are less than five groups, address the remaining roles in the plenary session following the reports of the groups. 

· Assign each group one of the team roles – use 3 x 5 cards with assignment and brief definition.
· Allow 5 minutes for groups to answer the question:

If the team leader has the personal style of (assigned role), how will that be demonstrated in the way they lead?  

· Facilitate a discussion of the whole class as they report on their discoveries.
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	Discussion Question:

Is it necessary for the team leader to take on one role rather than another?

Why?



	
	Possible Answers:

A leader may play any of the roles, because all have tasks that may be considered important for a leader to do.  The key for the team is that other members fill all other roles.

The role the leader plays may depend upon the situation.  If time is a critical factor, the team leader my have to be the Task Master.

The team leader may have to be flexible and recognize the need to change roles.




	LEADER SKILLS AND CHARACTERISTICS (10 minutes)
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Visual 10
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	Display the following visual.
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	Review the following key points:

We have learned that the Team Leader may actually play any of the team roles, depending on the situation.  And it is important that other members of the team fill the other roles so the team functions effectively.  
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	Discussion Question:

But what skills or characteristics should the team leader have that will make them effective in their assignment?



	
	Possible Answers:

Patience 


Communication skills

Flexibility


Problem solving skills

Decisiveness


Humor 

Tact



Delegates tasks

Knowledge


Authority
And others…
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	Discussion Questions:

How does a team leader acquire these skills?  [Mention the skills classes available from the DFTO.]

How are these skills similar to and different from the skills of team members?

What makes the team leader unique among the team members?




	TEAM BUILDING ACTIVITIES (2 minutes)
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	Review the following key points:

In classroom sessions trainers often use team building activities to draw participants together and build harmony among the participants.  And whenever possible the activity also relates to the subject matter of the course.
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	Discussion Questions:

Could a team leader use similar activities to help develop the team?  

During what stages of team development would activities be helpful and appropriate?  Why?


Forming – to help people get acquainted


Storming – break any impasses or generate creative problem solving


Norming – to practice the procedures established on a non-threatening issue


Performing - to celebrate the successes


Adjourning – to ease the transition from team to individual



	
	Next we will participate in a team building activity, and discuss how it could apply to a team in the DFO.


	TEAM BUILDING ACTIVITIES (30 minutes)

	
	

	
[image: image33.wmf]

	Team Building Activity Example 

Activity Instructions:

1. Divide class into two or four teams.

2. Direct groups to divide an easel pad into two columns titled Greatest Hopes and Worst Fears. 

3. Allow groups five minutes to brainstorm and record items under these headings as they relate to their personally becoming a team leader.

4. Have groups report their responses to the class as whole.

5. Next, assign half of the teams to develop strategies to overcome the fears and the other half of the teams to develop strategies to realize the hopes. Allow 10 minutes.

6. Ask groups to report their strategies to the class as a whole.
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	Discussion Questions:

How are the strategies to overcome fears similar to and different from the strategies to realize hopes?

How did this activity help you become members of the team in this class?

How did this activity relate to the topic of this class?

What column titles could you use in your DFO teams for the same type activity to enhance both your team and your topic?  During what stage of team development would you use this activity?




	USING TEAM BUILDING ACTIVITIES (30 minutes)
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	Using Team Building Activities 

Activity Instructions:

1. Divide the class into teams.  Direct them to the student manual page 5 for instructions. The descriptions of team building activities appear on  student manual pages 6 – 12.

2. Ask each team to review the activities (or assign one or two activities to each team) and ask them to:

· Determine in which stage of team development it would be appropriate to use the activity.  State why.

· Recommend a way to customize the activity to their DFO cadre or project team.

· (Optional) Describe another team building activity they have seen used effectively.

· Allow 15 minutes for the discussion.

3. Have teams report their findings to the whole class.
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	Discussion Questions:

What did you learn about team building activities?  

Describe surprises you encountered regarding team building activities.

How will you try to incorporate team building with your staff now and in future disaster assignments?



	
	


	CONCLUSION (4 minutes)

	
	

	Visual 11
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	Display the following visual.
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	Review the following key points:

· The team leader or supervisor plays a key role in the development of effective teams through all stages of the team’s development.

· The team leader may play any of the team roles as long as all are fulfilled by other members of the team.

· The team leader can initiate appropriate team building activities that both support team effectiveness and team topic or product.

Your challenge now is to plan your team leadership and incorporate team building activities when you can.
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