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Working as Part of a Team
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COURSE OBJECTIVES

At the completion of this course, students will be able to:

· Describe the characteristics of effective and ineffective teams.

· Identify the different stages of team development

· Identify the roles that they play as members of a team.

TARGET AUDIENCE

The target audience for this training includes all Disaster Field Office employees who work as part of a team.

APPROXIMATE TIME

2 hours

CONTENTS

This course includes the following sections:

· Introductory Activity:  The Power of Teams

· Course Overview

· What Is a Team?

· Activity:  Characteristics of Effective Teams

· Five Characteristics of Effective Teams

· Five Characteristics of Ineffective Teams

· The Stages of Team Development

· Activity:  Helping Teams Work Together

· Activity:  Identifying Team Roles

· Summary Activity:  Ground Rules for Being a Good Team Member

· Summary

PREPARING

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

Supplies and Equipment

· Visuals 1 through 20 (See Visual Masters section of this document.  Prepare the visuals if necessary.)

· Overhead projector with screen

· Chart paper, easels, and markers

· Masking tape

· Name cards

· Pens, pencils, and note paper

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

· Activity:  Characteristics of Effective Teams

· Activity:  Helping Teams Work Together

· Activity:  Identifying Team Roles

· Summary Activity:  Ground Rules for Being a Good Team Member

· Working as Part of a Team—Summary

· Working as Part of a Team—End-of-Course Evaluation

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 in 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.




INTRODUCTORY ACTIVITY:  THE POWER OF TEAMS

Part 1:  Working Individually


1. Provide the following instructions:

· In a moment, I am going to display a list of words for 10 seconds.

· Study the words for the 10 seconds they are displayed.

· After the 10 seconds are up, I will ask you to write down as many of the words as you can remember.

Visual 1

[image: image88.emf]Activity:  Identifying

Team Roles

1. Complete the questionnaire.

2. Share your top two roles with

the rest of your table group.

3. Answer the discussion questions

and summarize your responses

on chart paper.


2. Display Visual 1 for 10 seconds.
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3. Ask the students to write down as many words as they can remember.

4. Survey the class to find out how many words the students remembered.




INTRODUCTORY ACTIVITY:  THE POWER OF TEAMS

Part 2:  Working as a Team


1. Divide the class into groups of three or four students.

2. Provide the following instructions:

· In a moment, I am going to display another list of words for 10 seconds.

· However, this time, when the 10 seconds are up, you will work in teams to write down as many of the words as possible.
Take a minute to talk to the other members of your team and prepare for this activity.

3. Wait one minute to give the teams time to prepare.

Visual 2

[image: image3.wmf]
4. Display Visual 2 for 10 seconds.
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5. Ask the students to work with their teams to list as many of the words from Visual 2 as they can remember.

6. Survey the class to find out how many words the teams were able to list.

Course Overview

Visual 3
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Display the visual and review the course objectives with the students:
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Describe the characteristics of effective and

ineffective teams.

u

Identify the different stages of team

development.

u

Identify the roles you play as a member of

a team.

By the end of this course, you should be

able to:

Course Objectives
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Review the following key points:

· All people work as a member of some team in the Disaster Field Office.

· This course will provide you with an overview of how teams work.

· Understanding basic team dynamics can help you function more effectively as a member of a team.

WHAT IS A TEAM?


Ask the students the following discussion question:
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What is a team?
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Record the students’ responses on chart paper.

Visual 4
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Display the visual and review the definition with the students.


[image: image11.wmf]A Team Is . . .

A group of individuals who have a common

aim and work toward achieving that aim.




Compare the definition on the visual to the comments made by the students on the chart paper.




ACTIVITY:  CHARACTERISTICS OF EFFECTIVE TEAMs

Conduct this activity as follows:


1. Tell the students to think of all the teams on which they have been a member.  Then tell them to think about the team they most enjoyed.

2. Point out that this can be any type of team, such as a work team, a sport team, a choir, etc.  
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Activity:  Characteristics of Effective Teams
3. Distribute the handout titled, “Activity:  Characteristics of Effective Teams.”  (A master copy of this handout appears in the Handout Masters section.)  Tell the students to take 10 minutes to answer the questions about their selected team.

4. After 10 minutes have passed, facilitate a discussion around the following questions.
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How easy was it to identify the common aim of the team?  What were some of the aims of your teams?
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Did anyone belong to a team that lost track of its common aim?  What happened?
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What were some reasons that you liked being a part of this team?
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5. Record the students’ responses on chart paper.
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Finally, how did team members relate to one another?





6. Point out that team members often become good friends.  However, team members do not need to be friends to be part of a successful and effective team. 

[image: image86.wmf]ACTIVITY:  CHARACTERISTICS OF EFFECTIVE TEAMS

Instructions:  Select a team that you particularly enjoyed being a part of.  Then answer the following questions about that team.

1. Did the team have a common aim?

Yes

No

If yes, what was the team trying to accomplish?





Was the team able to accomplish this aim?

Yes

No

If no, why not?





2. List five reasons why you liked being a member of this team.










a.

b.

c.

d.

e.

3. Describe how team members related to one another.

FIVE CHARACTERISTICS OF EFFECTIVE TEAMS

Visuals 5 and 6
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Display the visuals.
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Review the following key points:

· In an effective team, team members listen to one another and allow each other to have different opinions and beliefs.  Conflicts among team members are handled constructively.  An effort is made to make all members feel that they are part of the team.

· An effective team also has a coach who helps team members take stock of their performance, diagnose problems, and then take actions to ensure that the team is working to achieve their aim.

FIVE CHARACTERISTICS OF INEFFECTIVE TEAMS


Tell the students to take a few minutes to think of a team experience they did not enjoy. 

Facilitate a discussion around the following questions:
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Did the team have a common aim?  Was the team able to accomplish this aim?  If no, why not?
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Why did you dislike being a member of this team?
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Record the students’ responses on chart paper.

Compare their responses to those listed on Visuals 7 and 8. 




Visual 7
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of Ineffective Teams

1.

Team goals are unclear or not shared by

all team members.

2.

There is a lack of commitment by team

members.  They feel they would be more

productive working by themselves.
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FIVE CHARACTERISTICS OF INEFFECTIVE TEAMS

Visual 8
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[image: image28.wmf]Five Characteristics

of Ineffective Teams
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Team members feel that their ideas,

suggestions, and/or efforts are not

appreciated by others on the team.

5.

There is a lack of communication

between team members

and team leaders.
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Review the following key points:

· In an ineffective team, team members feel they cannot freely state their ideas or opinions.  Conflicts within the team are not resolved easily.

· Teams that have many of these characteristics will be unable to perform.

· Ineffective teams can improve.  The process of improving an ineffective work team is called “team building.”  Team building means that the team works together to eliminate its ineffective characteristics.

· A good team does not come together right away, even when they share a common aim.  A good team develops over time and goes through a series of stages as team members get to know one another and identify one another’s strengths.

THE STAGES OF TEAM DEVELOPMENT
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Review the following key point:

· In the Disaster Field Office, you build many partnerships and work in many teams. 
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In the Disaster Field Office, what partnerships or teams do you often find yourself a part of?
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Record the students’ responses on chart paper.

Point out that most people are members of multiple teams at one time.  Note that each of these teams may currently be in a different stage of team development.  Tell the students to think about what stage each of their teams is in during the next portion of the presentation.

THE STAGES OF TEAM DEVELOPMENT

Visual 9
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Display Visual 9.
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Review the following key points:

· Research has identified five stages that teams go through as they come together.  These stages have been labeled Forming, Storming, Norming, Performing, and Adjourning.

· Every team progresses through these stages, although not every team progresses at the same rate.

· In the disaster environment, teams must come together and start working together very quickly.  It may not appear that these stages are obvious, but they are occurring as the team develops.

· Not every team achieves and stays in the Performing stage.  Teams often return to an earlier stage for various reasons (e.g., team members change, task assignments change).  However, a team that has achieved the Performing stage and returns to Forming, Storming, and Norming will progress through these early stages faster than a newly formed team.

THE STAGES OF TEAM DEVELOPMENT

Visual 10
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Display Visual 10.
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Review the following key points:

· Forming is the first stage of transition from individual to team-member status.

· When the same people gather for disasters again and again, some familiarity develops that enables the individuals to accurately understand each other’s needs and work effectively on a team.

· In-group is a term used to describe a group of individuals who are accustomed to working together as a team.

· In-group team members have worked together on prior disasters or know each other through other channels at FEMA.  They are comfortable conversing with each other, and sharing experiences, assistance, and advice.  Trust and confidence between team members has had adequate time to develop.

· Out-group team members are new members who may not be familiar with other team members, their specific roles in the disaster, and the rules that govern how the work is done.

THE STAGES OF TEAM DEVELOPMENT 

Visual 10

(Continued)
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Continue displaying Visual 10.

· Out-group team members bring new talents and skills that may prove essential to the function of the team.  Diverse new team members ensure that fresh ideas and enthusiasm continue in the team.

· The range of feelings varies greatly during the Forming stage.

· When team members change in the disaster environment, a well-developed team may move back to the Forming stage, but will quickly progress forward again.
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What do you think happens when people switch roles or new people arrive to work on a disaster? 





· Possible responses:

· Confusion and frustration occur again.

· Mistakes and misunderstandings occur.

· A lot of guessing takes place.

THE STAGES OF TEAM DEVELOPMENT

Visual 11

[image: image41.wmf]
Display Visual 11.
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Typical team behaviors include . . .

u

Defining the team’s tasks.

u

Discussing concepts and issues.

u

Discussing symptoms and problems.

u

Complaining.

u

Being overly polite.
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Review the following key point:

· During this stage, the team spends more time trying to determine how to accomplish tasks, rather than doing them.  This is perfectly normal and expected.
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What things can be done to help individuals, both new and old, work more effectively together?





· Possible responses:

· Enhance communication by listening carefully to what staff is saying.

· Provide as much initial information as possible.

· Never assume anything.

· Ask questions.

· Respect other viewpoints and goals.

THE STAGES OF TEAM DEVELOPMENT 

Visual 12
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Display Visual 12.
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Review the following key points:

· During Stage 2, team members begin to realize that the task at hand is different or more difficult than they had imagined.  Members become impatient with the lack of progress and begin to argue about just what actions the team should take.

· The general atmosphere is one of increased tension and disunity.
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Can anyone think of an example of when the DFO staff began to question if the task at hand was realistic?




[image: image49.wmf]
What are some issues that staff at this DFO seem to “storm” about?

THE STAGES OF TEAM DEVELOPMENT 

Visual 13

[image: image50.wmf]
Display Visual 13.


[image: image51.wmf]Stage 2—Storming

Typical team behaviors include . . .

u

Arguing.

u

Competing and being defensive.

u

Choosing sides or factions.

u

Questioning the wisdom of others.

u

Establishing unrealistic goals.

u

Expressing hostility.
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Review the following key points:

· Members try to rely solely on their personal and professional experience, resisting any need for collaborating with other team members.

· Members often resist the task and experience fluctuations in attitude about the team’s chance of success.

· Informal leaders surface and try to tell the group what to do.

· The transition to Stage 3 usually happens when the team successfully resolves a significant conflict about the task or how team members are operating with one another.

THE STAGES OF TEAM DEVELOPMENT

Visual 14
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Display Visual 14.


[image: image54.wmf]Stage 3—Norming
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u
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Review the following key points:

· During Stage 3, team members reconcile competing loyalties and responsibilities.  Their behavior is aimed toward maintaining healthy group dynamics.  Accepting their roles now, they incorporate desired team norms into their own behavior.

· The focus during the Norming stage is on the group process, rather than on the specific task at hand.

· The team members feel a sense of relief, knowing that they will persevere.  They also feel a new freedom to share feelings, thoughts, and concerns.

· Emotional conflict is reduced, as previously competitive relationships become more cooperative.

· This is the time when the team develops its rules on how to proceed.  These rules can be both spoken and unspoken.  Spoken or documented rules can be easy for new team members to learn and follow.  However, unspoken rules are often very hard for new team members or outsiders to learn.  An unspoken rule might be a rule such as no more than half the staff of a particular function can go to lunch at once.  Although the rule may be a good one, there is no “official” statement about this, just custom.

THE STAGES OF TEAM DEVELOPMENT

Visual 14

(Continued)
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Continue displaying Visual 14.
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Do you think there are informal rules operating within this DFO?  If so, what are some of these informal rules?  Do these cut across different teams within the DFO?





Point out that many “rules” change from disaster to disaster.  What may be the policy or procedure for one disaster may be very different in another disaster.
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What is the impact of these rule changes on team development?
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What happens if the rules are not communicated to all team members?





· Possible responses:

· Incorrect information is disseminated.

· Work has to be redone.

· Conflicts arise over the rules.

· Different expectations develop.

THE STAGES OF TEAM DEVELOPMENT 

Visual 15
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Display Visual 15.
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Review the following key points:

· During Stage 4, members have discovered and accepted each other’s strengths and weaknesses.  They have learned what the rules are.

· Team members feel excitement and satisfaction in the progress they have made.

· At this stage, team members combine the behaviors that maintain relationships with the behaviors that get the job done.
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Can anyone identify a team in this DFO that seems to have reached the performing stage?
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What might happen if two teams in the DFO have to work together and are at different stages of development (for example, one team has reached the performing stage and the other is still storming)?





· Possible responses:

· Intergroup conflict may arise.

· The storming team may be resentful of the performing team.

· The performing team may see the storming team is incompetent.

THE STAGES OF TEAM DEVELOPMENT

Visual 16
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Display Visual 16.


[image: image66.wmf]Stage 5—Adjourning
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Review the following key points:

· In Stage 5, team members are preparing for the team to end.

· Team members often have feelings of success and completion mixed with feelings of sadness and loss.

· This is particularly true in the disaster environment, where the “crisis-oriented” environment often fosters close bonds and friendships.
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Has anyone experienced their team coming to an end or transitioning?  If so, what are typical reactions of team members who are leaving?  And those who are staying behind?







Note:  It is particularly important to emphasize this stage when instructing this course after the DFO has begun to phase down.




ACTIVITY:  HELPING TEAMS WORK TOGETHER


1. Explain to the students that the purpose of this activity is to identify strategies they can use as a team member to help their teams work together.

2. Divide the students into five table groups.



Visual 17

[image: image69.wmf]
3. Display the visual and review the instructions with the students.


[image: image70.wmf]Activity:  Helping

Teams Work Together

1.

You will be given one stage of the

team development model.

2.

List three actions a team member

could suggest to encourage team

development during this stage.

3.

You have 10 minutes.
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Activity:  
Helping Teams 
Work Together
4. Assign one different group development stage (Forming, Storming, Norming, Performing, Adjourning) to each table group.

5. Distribute the handout titled, “Activity:  Helping Teams Work Together.”  (A master copy of this handout appears in the Handout Masters section.)

6. Give the students 10 minutes to answer the questions.

7. When 5 minutes have passed, ask for a volunteer to respond to the questions.  Then have the other groups present their responses.




ACTIVITY:  HELPING TEAMS WORK TOGETHER

8. Facilitate a discussion around the following question:
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How does the fact that members of teams may have worked together on previous disasters impact team performance?


· Possible responses:

· The team comes together more quickly.

· The team has previously established norms they have used in the past.

· New members feel even more isolated during the Forming stage.

· It takes longer to come together because some team members charge ahead, causing more conflict during the Storming stage.


9. Note that even though some team members have worked together in the past, each team is unique.  Although previous working experience may speed up some parts of the process, a successful team must include all participants.

10. Explain that the next activity will address how individuals can each play a role in a team.  Understanding the different roles held by team members, as well as the overall stage of development of the team, can help provide the foundation for a strong team.
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ACTIVITY:  HELPING TEAMS WORK TOGETHER

Purpose:  The purpose of this activity is to identify actions to help teams work together successfully.

Instructions:  

1. You will be given one stage of the Team Development model.

2. List three actions a team member could suggest to encourage team development during this stage.

Check your assigned phase.

 FORMCHECKBOX 
  Forming
    FORMCHECKBOX 
  Storming
 FORMCHECKBOX 
  Norming  

 FORMCHECKBOX 
  Performing
     FORMCHECKBOX 
  Adjourning

List three actions a team member could suggest.

· 




· 




· 







ACTIVITY:  IDENTIFYING TEAM ROLES

1. Explain that in work teams, members play certain “roles.”  Note that these are not their functions or job tasks, but the role they hold as members of a team.  Point out that each role must by played by at least one team member or else the team is incomplete.

2. Explain that the purpose of the next activity is to determine what roles you play as a member of a team.

[image: image73.wmf]
Activity:  
Identifying 
Team Roles
3. Distribute the handout titled, “Activity:  Identifying Team Roles.”  (A master copy of this handout appears in the Handout Masters section.)

Visual 18

[image: image74.wmf]
4. Display the following visual and review the five common roles played by team members.


[image: image75.wmf]Roles Played by

Team Members

Finisher:

Identifies the work to be done and

motivates the team.

Generates original ways to get the

group’s work done.

Helps groups develop plans for getting

the work done.

Analyzes ideas, suggestions, and plans

made by the group.

Follows through on plans developed by

the team.

Innovator:

Task Master:

Organizer:

Evaluator:






Note:  Make sure that you spend enough time discussing the different roles so that students clearly understand the roles before progressing with the rest of the activity.




ACTIVITY:  IDENTIFYING TEAM ROLES

Visual 19

[image: image76.wmf]
5. Display the following visual and review the activity directions with the students.

6. Explain that the students should individually complete the questionnaire in the handout to determine what role they play on the team.

7. Tell the students that after they have completed the questionnaire and identified their scores, they should share their top two roles with the rest of their table group and mark them on the corresponding table in their handout.


8. Explain that after they have plotted their table group’s scores, they should answer the discussion questions and summarize their responses on chart paper.


9. Tell the students that they have 30 minutes to complete the questionnaire and answer the questions.

10. After 30 minutes, ask each table group to present their responses to the discussion questions.




ACTIVITY:  IDENTIFYING TEAM ROLES

11. Facilitate a brief discussion of the following questions.




[image: image77.wmf]
Think of the other members on your team at this DFO.  Does your team have all these roles covered?  If not, which roles are not covered?  What are the implications if a role is not covered?





12. Summarize this activity by reminding students that a good team needs diverse members who have strengths in different roles.




SUMMARY ACTIVITY:  GROUND RULES FOR BEING A GOOD TEAM MEMBER

[image: image78.wmf]
Summary Activity:  Ground Rules for Being a Good Team Member
1. Distribute the handout titled, “Summary Activity:  Ground Rules for Being a Good Team Member.”  (A master copy of this handout appears in the Handout Masters section.)

2. Explain that the purpose of this activity is to summarize the course by identifying key concepts taught in the course.

Visual 20

[image: image79.wmf]
3. Display the following visual and review the directions with the students.


[image: image80.wmf]Summary Activity:

Ground Rules for Being

a Good Team Member

1.

List two things you can do to

be a good team member.
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Record other students’

suggestions on your

handout.




4. Tell the participants to write down two things that they can do to be a good team member (for example, listening to other team members, being supportive of others).

5. Tell the students to use the space provided on the handout to record the comments from other course members.

6. Give the students 5 minutes to identify their two items.  After 5 minutes ask for a volunteer to share one of their items with the rest of the class.

[image: image81.wmf]
7. Continue in a round robin format, having each student state one item at a time while not repeating an earlier item.  Keep going around until all items have been listed on chart paper.

8. Review the list with the students and note that these are good ground rules for being an effective team member.


SUMMARY ACTIVITY:  GROUND RULES FOR BEING
A GOOD TEAM MEMBER

Purpose:  The purpose of this activity is to summarize the course by identifying key concepts taught in the course.

Instructions:  

1. Identify two things you can do to be a good team member.

2. In the space below, record the suggestions made by other class members.


3. Use this list to remind yourself of ways to be an effective team member.

Two things you can do to be a good team member.

· ____________________________________________________________________

· ____________________________________________________________________

Suggestions from other class members:

SUMMARY

[image: image82.wmf]
Working as Part of a Team—End-of-
Course Evaluation
Distribute Handout 6.  Ask the students to complete the end-of-course evaluation form.

[image: image83.wmf]
Distribute the course completion certificates to each student.




Thank the students and the instructional staff.
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Five Characteristics of Ineffective Teams

4.	Team members feel that their ideas, 

suggestions, and/or efforts are not appreciated by others on the team.

5.	There is a lack of communication 

between team members 

and team leaders.
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Stage 2—Storming

Feelings of . . .

		Resistance to the task.

		Uncertainty about the team’s success.

		Impatience.

		Hostility.		 

		Discomfort.
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Stage 5—Adjourning

Feelings of . . .

		Satisfaction

		Completion

		Excitement

		Sadness
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Roles Played by Team Members

Finisher:

Identifies the work to be done and motivates the team.

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

Helps groups develop plans for getting the work done.

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

Follows through on plans developed by the team.

Innovator:

Task Master:

Organizer:

Evaluator:
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A Team Is . . .

A group of individuals who have a common aim and work toward achieving that aim.












_948728075.ppt


Summary Activity:  Ground Rules for Being 

a Good Team Member

1.	List two things you can do to be a good team member.



2.	Record other students’ suggestions on your handout.
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Activity:  Helping Teams Work Together

1.	You will be given one stage of the team development model.

2.	List three actions a team member could suggest to encourage team development during this stage.

3.	You have 10 minutes.
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Stage 3—Norming

Feelings of . . .

		Safety and security

		Acceptance 



	



		Relief

		Renewed energy
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Stage 4—Performing

Feelings of . . .

		Satisfaction

		Pride

		Excitement  



	




























_948727816.ppt


Stage 2—Storming

Typical team behaviors include . . .

		Arguing.

		Competing and being defensive.

		Choosing sides or factions.

		Questioning the wisdom of others.

		Establishing unrealistic goals.

		Expressing hostility.
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Stage 1—Forming

		Excitement

		Suspicion	

		Anticipation



		Fear 

		Optimism

		Anxiety 



	

		Tentativeness



Feelings of . . .
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Stage 1—Forming

Typical team behaviors include . . .

		Defining the team’s tasks.

		Discussing concepts and issues.

		Discussing symptoms and problems.

		Complaining.

		Being overly polite.
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Stages of Team Development





1.  Forming

2.  Storming

4.  Performing

































































5.  Adjourning



3.  Norming
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Course Objectives

		Describe the characteristics of effective and ineffective teams.

		Identify the different stages of team development.

		Identify the roles you play as a member of a team.



By the end of this course, you should be able to:
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Five Characteristics of Effective Teams

Team members . . .

4.	Are supportive of one another.

5.	Have a good “coach” or 

leader who provides 

direction and guidance.
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Five Characteristics of Ineffective Teams

1.	Team goals are unclear or not shared by all team members.

2.	There is a lack of commitment by team members.  They feel they would be more productive working by themselves.

3.	The team is dominated by 

one or more team members.  

There is an in-group and 

an out-group.
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Five Characteristics of Effective Teams

Team members . . .

1.	Share the same goal.  The team works together to accomplish a common aim.

2.	Believe they are more productive working together than by themselves.

3.	Each feel that he or she has an important contribution to make to the team.
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The Power of Teams
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The Power of Teams
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