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	Course Objectives
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	At the completion of this training, you will be able:

· 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
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Characteristics of Effective Teams


	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

· Your Notes:
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Stages of Team Development


	Forming:  
individuals start to become a team

Storming:  
members become impatient, disillusioned, and may disagree on actions

Norming:
members accept their roles and focus on the process

Performing:
progress is being made and members are working well together

Adjourning:
as task ends, team may feel pride in its accomplishments and loss as the team dissolves
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Team Roles and the Team Leader


	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.



	Leader Skills And Characteristics


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

How does a team leader acquire these skills?



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



	Using Team Building Activities
	Read the descriptions of the team building activities on pages 5-11.

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

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

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

· Report your findings to the whole class.



	Summary
	· 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 other members of the team fill all the remaining roles.

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

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




TEAM BUILDING ACTIVITIES

Start with Art

1. Distribute one sheet of easel paper to each person.

2. Have several sets of marking pens available for all to use.

3. Ask people to divide the sheet into quadrants and label them:  



4. Ask people to draw pictures or use symbols (no words) to show their personal response to each heading. Allow 15 to 20 minutes to complete the art work.

5. Post the sheets on the wall and ask each person to share his/her picture story with the rest of the team.

Predictions

Prepare and post a list of 5 to 7 questions, work related or focused on getting to know one another better. 

Distribute packets of 3 x 5 cards to each team member so they have one card for each member of the team.  

Ask them to write the name of a team member on each card and predict how the others will answer each of the questions. 

After all team members have made their written predictions on cards, lead a discussion to share the predictions.  This discussion may lead the way to people asking “Why did you see me that way?” and open the lines of communication.

Possible Questions:  

· Where did you grow up?

· What type of music do you enjoy?

· What are your favorite leisure activities?

· How many disasters have you worked?  Where?

· What is the best thing about your job assignment?  The worst?

· What brought you to FEMA?

· What job do you want to do next?

· Questions on specific cadre issues

Accountability Chart
Draw a chart and have the team fill in the team tasks and individual assignments for accomplishing the goal.  The responsibilities and work relationships are clarified and agreed upon by all team members.  A follow-up activity could include the awarding of gold stars as tasks are accomplished.

	Task
	Team Leader
	Member 
	Member
	Member
	Outside Partner

	1. Budget 
	P
	C
	
	
	A

	2. Planning
	D
	C
	C
	P
	N

	3. Work schedule
	A
	P
	C
	C
	

	4. Purchasing 
	
	D
	D
	
	A/P

	5. Prepares Reports
	A
	C
	P
	C
	N


P = performs task

N = who must be notified

A = approves



C = will be consulted

D = decision maker

Goal Evaluation
Gather the team members together to discuss the goals of the team.  Some of these goals may be imposed from outside management or by the team leader.  Write these on an easel pad to start the discussion.

For each goal, determine if it is:

· Clearly stated

· Achievable

· Adequate for the needs

· Measurable

And develop strategies to reach the goal.

Ask team members to set additional goals.

Throughout the time the team serves together, reassess the goals, making note of achievements.

Brief Activities
The next few activities could be done in mere minutes as part of a team meeting.  They allow the team leader to check on the status of the team and evaluate its stage of development.  They may also serve as catalysts to the team process.

1. Complete the statement  

This may be done aloud or in writing for the team leader to collect and analyze on his/her own.  Ask each team member in turn to complete the statement…

It would help me in my job if you (team leader) would…

It would help me in my job if (another team member) would…

I appreciate that you…

2. Metaphoric description 

Ask each person to describe the team and the way it is currently functioning as a type of         and why they see it that way.

Car 
[e.g., Mustang, because we are sharp and speedy or Jeep, because we are dependable when there are rough spots]

Animal
[e.g., Spider, because we are industrious or Geese, because we rotate the leadership]

Meal
[Meat loaf, mashed potatoes and green beans, because we keep after the basics or Sushi and tea because we are on top of the latest trends]

3. Daily Rating Chart

· Post an easel pad on the wall with a High/Low scale drawn on it.  

· Divide the scale into numbered sections.  

· Ask individuals to mark their personal response on the chart relative to the topic.

· Each day could measure a different task or topic, such as We are a well organized work team or Everyone is carrying their share of the work or We are processing applications effectively.

· Or you could have the chart serve as a general statement of satisfaction with the team, its work, and the internal relationship.

· Monitor the change in high and low rates as a “thermometer” of the team stage of development.

The Team Machine

1. Have team members stand in a circle.

2. Tell them that they are going to participate in an experiment to see how a team functions.

3. As leader, show them a motion and a vocal sound.

4. Ask each one in turn to demonstrate their unique motion and sound.

5. Next ask all to make their motion and sound repeatedly.  Allow time for a rhythm and pattern to develop.

6. Stop the actions.

7. Ask the team:

· Did we weave ourselves into a pattern to which we all contributed?

· Is the sum more than the parts?

· Did we work together in coordination?

· Is there a group system, something more complex than each individual?

· How does this relate to what we are about to do?  Are doing?  Have completed?

Bouquets

Sometimes we send floral arrangements to people to celebrate, apologize, send thanks or congratulate.  Ask the team to engage in the practice of sending “bouquet notes” to each other through the course of their work together.  Or reserve this idea as your team leader prerogative.  For this, use note paper, not email, and hand write the notes, don’t print them on a computer.  

Genuine appreciation and support of the team members aids the team process.

Team Work Surveys
Distribute short surveys to members of the team and ask them to complete and return them to the leader.   These surveys can provide the leader with data on team efforts, and could be used as the basis for changing the direction of the team.  

The team leader could also ask members to complete a survey and bring it to a meeting for discussion.

Do not overuse surveys in an environment already laden with paper work.

 Team Communication

	
	Strongly Agree
	Agree
	Undecided
	Disagree
	Strongly Disagree

	We listen to each other
	
	
	
	
	

	We are free to be candid with each other
	
	
	
	
	

	Information is shared, not hoarded
	
	
	
	
	

	Constructive feedback is given freely
	
	
	
	
	

	We communicate well with other cadres
	
	
	
	
	


Team Problem Solving

	
	Strongly Agree
	Agree
	Undecided
	Disagree
	Strongly Disagree

	Problems are met head on, rather than avoided
	
	
	
	
	

	Problems are greeted as challenges and opportunities
	
	
	
	
	

	Everyone is involved in meeting the challenges
	
	
	
	
	

	Innovation in solving problems is encouraged
	
	
	
	
	

	All ideas are discussed openly without put-downs
	
	
	
	
	


Teamwork

	
	Strongly Agree
	Agree
	Undecided
	Disagree
	Strongly Disagree

	We work well together
	
	
	
	
	

	Goal setting is truly a team activity
	
	
	
	
	

	Conflict is managed constructively
	
	
	
	
	

	Everyone is committed to the goals
	
	
	
	
	

	I feel I am truly included as part of the team
	
	
	
	
	

	Everyone participates in the decisions that affect the group
	
	
	
	
	

	Everyone puts forth their best work
	
	
	
	
	

	I am proud to be a member of this team
	
	
	
	
	


1. After completing this course, I am better prepared to build teams within my cadre at a Disaster Field Office.

	(  Strongly Agree
	(  Agree
	(  Disagree
	(Strongly Disagree


Comments:

2. The most effective part of this course was:

3. Please add specific comments on how this course could be improved:

4. Overall, how would you rate this course:

	(  Poor
	(  Adequate
	(  Good
	(  Very Good
	(  Excellent


Comments:

List additional comments on the back of this page.

Thank You!
Strengths I bring to the team 





Ways I might hinder the team





What I need from others to do my best





Hobbies, interests, outside activities





Team Building for Supervisors


Student Manual
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