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TEAMWORK

X Sample Two-Day nda
Overview
‘The times listed belorw are approximate and should be used only a5 a basic guideline. If's more
Teamwock is 2 program that provides individuals and teams with the touls and skills to important to allow the participants o spend time in the exercises that benefit hem the most. You
create and maimtain exceptional. high performance tams. can easily modify these times. Try Dot to let the clock run your workshop. Observe the partici-

pants and make your tme decisions accordingly.
‘This prozram encourazes tsams to clos how they curreniy function and to
Lhmlabm(uufsmmmnmslvmpﬂm‘emmsﬂv\s Tt also encourages team members Opening the Workshop 20 mimares 8:30- 50

to utilize a varisty of kills, and uiling tools ta ,
achisve optizm parformance Wesking in Teams 15 mimares B:30- 905
Teamwork is dasiznead for you o actively participate with your peers in the wraming. Stzssina Team's Growth 30 mimates 005~ 935

workshop. This training program encourages you to improve your knowledge and skills

by integrating yous work-related situations info the workshop. Key Leadership Roles 40 mimates 9:35-10:15
Course Objectives Brak 15 mimites 10:15 - 10:30

wmﬁmm il oo b o sy e Commumicating SinuionSkill Practice 30 mimites 10:30- 11:00
focusing on the s L Dasitive Reinforcemeny/Skil Practice 30 mimares 11:00- 11:30

» Undersianding the Development of Teams Listening Acknowledzments 10 mimares 11:30- 11:40

w Using Listening and Communication Skills
ﬁﬁm}iﬁé";"ﬂiﬂ’;’m Yaues Listening Responses Exerciss 10 mimares 11:40- 11:50
 Managing Mestings More Effectively 2 s
u Crearnely Bramsiarmmg Improved Listenmz Responses 20 mamtes
w Evaluating Team Ideas and Suggestions .
» Collecting Information Lunch 60 mimates

Personal Objectives

) Skill Practice 30 mimites 130- 200
In this section of your workbook., writz out one ar o personal objectives you would like ,
o accomglish by the end of Teamwork. Use these objectives as your measwming tools to Five Levels of Empowerment 20 mimites - 220
help you determine where to focus your energies during the workshop. Try to limit your
initial objective to about 10 to L5 words and maybe one or two bullets. As you get it the Break 15 mimites 20 233
exercises and falk to other participants, you can modify your objecives.

V Listening Skills Exercise 20 mimtes L10- 130

Applying Empowerment to Taur Team 15 mimares 235- 250
Applying Empowerment Infividually 45 mimures 250- 333
Skill Practice 45 minutes 335- 420

TEAURORK

Five Levels of Empowerment /“i /

Thare are five levels of ampowerment for you to consider in your feams. As you examime
each lvsl, thirk about the definition and how it applies to your wark-related simuations.
¥ou'll see a5 you look at the five levels. that the five levels go through different siages. How
¥ouuse ach staze and with whom. should vary. For example. just because two people hold
the sams job description doesn’t mean each person must b af the same level of anmpowermant
for simillr rasks.

Applving Empowerment Individually

1) State the following and direct participant: to page 36,

“Tihis exercise is a continuation of the previous page and is divided into two activities. In
this first activity, each person in your small group i to identify the work-related sitmations
where they believe they are empawered at some level. After identifying the work-elated
situation, defermine the level of empowerment. Finally, write down the tzam members who
are empowered by the situation yon just identified.

Level 1 You are uot empowered.

Level 2 - You are mvited to provide recommendations. However, all actions you take
‘must receive some level of approval in advance from your manager, feam,
or organization.

‘The second activity on the followinz pace is for your small sroup to identify the work-
related situations where you believe you are nof

Remember, the exercise on paze 36is for the sitations where you belisve you are empow-
ered, and the exsrcise on page 37 are for situafions whers you are not empowersd. Talk:
ont-loud in your small group to Eain everyons’s insizh.

Level 3- You are given specific guidelines and limits from which to fake action.

Level 4- Von take the inifiative and report to your manager, team, or organization

about any actions taken after the fact. Does anvons have any questions?
Level - Total empowerment. Answer any questions.
Walk asound and assist a5 nesded.

Empowerment Exercise

Under each of the five levels, idenrify work.-gelated si that fir witk cription.
The descriptinns ae only a puideline. This is 2 small group exercise, 5o discuss each level
before writing your responses in the spaces provided.

1) State the following to debrief the exercize.

T'd like to get from each group some of the work-related mmplum:mupm pages
36 and 37 Make sure you listen to the responses from the other gros

Level 1 - You are not empowered.
Gain responses from each group. Yo may waat o use the ip chart

- The team. or the arganization Telizve would be
100 nezarive. For example, inappropriate decisions might prove too costly [um Addamy personal insight
‘Tesources, money, safery, qualiry, etc.), you may loss crifical customers, ar
might be lezal considenations o imphicagons, I e 3) State the following and direct the participants to pages 38 to 40,

T'm going to walk you through three pages of exercises that you will take each work related
situstion through This is still a falk out-lond exercise among your group.

‘The next phase of this exercise is to take the work-related situations yon wrote down under

o “are empowered” and defermine the “range of acceptability.* The range of acceptabiity is
defined as the guidelines and limits that are established for the situation and the persam or
feam being empowered. Somedimes the range is well established. Other fimes, it's not.

1 important for ll e meimbers o wndersiand what scceptable and vt not. [
critical fo remove the gray areas s mach as possible for yourself and team members.
mslmnummmnmum.-mmmhnhm

Microsoft WORD ”
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Sample Workbook Pages

TEAMPORK

Overview

Teamwork is a program that provides individnals and teams with the tools and =kills to
craate and mamtain exceptional, hish-performance teams.

This program encourazes teams to closely examine how they curently functon and to
think abont ways to confinnensly mprove themsalves. I also encoutages team members
to urilize a varieny of leadership roles, commuumication skills, and team-boilding toels to
achieve optinmm performance.

Teamwork is designed for you to actvely participate with your peers in the maming
workshop. This training propram encoumgss you to improve your knowledee and skills
by integradng your wark-related sitnations into the workshap.

Short-Term Meetings

b I g

Course Objectives

COrur goal is to build greater personal skill and confidence in your abiity to create teamwork Skill P
Ty focusing on the ansas listed below. Skill Practice

n Undersianding the Developmens of Teams

n [sing Listening and Communication Skily

u Applving the Five Levels of Empowerment

n Developimg Team Charters and Team Valnes
n Managing Meetings Wore Effectvely

u Crearively Braomstorming

l Evaluating Team Ideas and Sugpestions
n Collecting.

Informasion —
Personal Objectives )zf/ Skill Practice Conchine
In thiz section of your workbook, writs out ons or two personal abjectives vou would like
to accomplish by the end of Teanwark. Use these objectives as your measuring teols to
belp you determine whers to focus your energies during the wedkshop. Try to limit your . . . =,
initial objective to about 10 to 15 words and mayba one ar two bullats. As you get into the Skill Practice Coaching Checklist

exarcises and falk to other participants, you can modify your objectives.

an Effective Leader Exercise #

What Went Well?

What Could Use [mprovement?
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TEAMWORK
Stages in a Team’s Growth fli/

Teamweork is 2 program th Teams zo through many different phases and stages. Personnel changes, different leadsrship
craate and mamtain excep styles, organizational goals and objectives, types of projects, natare of work, etc., all play an X

mpartant role. Ideally, everyone would like to honestly say they re eally part of a “team ™ Short-Term Meetings
This program encoarages Too often. it doesn't happen. The first part of this exercize is to understand the different
think abeout warys to comntin) stages. Condition yourself to look for indicators that can help you determine the different
to urilize a variery of lzadd stagEs.

As you dizcuss each stage in your small group, use work-related examples Som the past or
Teamwork &= desiened for| present. The key point is to be able to distinguish between stages with acrual sinatons.
workshop. This training of
ry imtezrating your wark-] Stage 1) Test Membership - Accept PeopleReject People

- When a team is first formed or when you join an existing team, the mmmber-one
1szue is Team Membership. Team members test whether they really want to be
members of the team and whether they’Il be accepted by other team members.
People tend to be on their “best™ behawvior during this stage. Skill Practice

A Identify waork-related examples for this stage.

&kill Practice Coachine
Tona acticiac o E— Teaia

Stage I) Establish Working Relationships - Develop AlliesForm Chques

Iﬂmmﬁﬁ{:ﬁ”ﬁ - There is a feeling of being close to ans or more people on the feam. Usually

H» 2CCOMPHIST by . several different pairs of small zroups of fiends form. The danger is that thess —
belp you determing whers tarn imto i : - - )
imifial ohjectve to 1 EFOUPS Can Imto Cliques. Skill Practice Coaching Checklist y
emercises and falk o oher| ) Ientify wark-Telated examples for this stage.

What Could Use [mprovement?
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Teamwork is a program thy
create and mamtain excepd

This program encourazes
think abent ways to conti)
o urilize a variety of leadd
achieve optinmm performy

Teamwork i designed for,
workshop. This training of
bry intezradng your wark-y

In thiz section of your war
o accomplish by the end 4
belp you determing whers
initial ohjective to abouat 1
exercises and alk to other|

St
Teams zo through many di
styles, orzanizational goaly
mmpartant rols. Ideally, ev|
Too often. it doesn't happe
stages. Condition yourself]
stages.

As you dizcuss each stage
present. The key point is ¢

Stage 1) Test Membed
- When a team is fis
15302 is Team Mem)
members of the tea
People tend 1o be of

A Tdentify work-Te

Stage I) Establizh W
- There is a feeling

several different pal
ETOURS £a0 turm int

A) Tentify work-Te

TEAMPORE

Five Levels of Empowerment Qi, j

There are five levels of empowenment for vou to consider in your teams. As you examine
each level, think abaout the definition and how it applies te your work-related sitnations.
You'll see as you look at the five levels, that the five levels go through different sages. How
vonuse each sage and with whom, should vary. For example, jost becaunss two people hald
the same job description doesn’t mean each person must be at the same level of empowsmment
for similar tasks

Level 1 - Yon are not empowered.

Level 2 - Yon are nvited to provide recommendations. However, all actions you take
must receive some level of approval in advance from your manager, team,
Or organization.

Level 3 - Yon are given specific guidelines and limits from which to tale action.

Level 4 - Von take the inifiative and report o your manager, team, or organization
abont amy actions taken after the fact.

Level £ - Total empowerment.
werment Exercise

Under sach of the five levels, identify work-related sinmvfions that fit within the description
I'hedﬁmpmnsuembjagmd&]me This iz a small group exarcise, so discuss each level

befors writing your respenses in the spaces provided.
Lewel 1 - You are not empowered.

- The team. management, or the arzanization belisve the consequences would be
too negative. For example, mappropriate decisions might prove foo costly (Hme.
TesguICes, money, safery, gualiy, etc.), you may lose itical customers, or thers
might be lezal considerations or implicatons.

1 Practice

nctice Coaching
rr— Teaia

ce Coaching Checklist
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Teamwork is a program thy
create and mamtain excepd

This program encourazes
think abent ways to conti)
o urilize a variety of leadd
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Teamwork i designed for,
workshop. This training of
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Teams zo through many di
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Too often. it doesn't happe
stages. Condition yourself]
stages.

As you dizcuss each stage
present. The key point is ¢

Stage 1) Test Membed
- When a team is fis
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People tend 1o be of
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each level, think about the
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Level 1-You are not ey
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must receive 5f
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Level 3 - Yon are given

Level 4 - Vo take the if
abont amy act]
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Under sach of the five lawy
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TEAMPORK

Four Common Tvpes of Difficult Behaviors ”-';. j

Crutlined below and on the following page are four commean types of reublesoms team
mambers with some suggested actions. In your small group, talk out-loud and try to come
up with some of your own soggested actions. Write your ideas in the spaces provided

1) Non-Participant

m This person will not fresly participate in disoassions. The reason might be fear,
indifference, confision about the fsswes ar process, ar a feeling of superority.

Mesting Leader’s Actions

- Be pagani

= Llse @ simpie warm-up exercise ar dizcussion rapic - you may give this person a
roig in an @aercse where you kmow he or the has expariite.

=~ dssiem there peopie a5 tubsroup leaders.

1) Team Member Dominates Discussion

m This individual comments toe frequently and tends to dominate discuzsions. He
of she also tends to be the first to speak on each issue.

Meeting Leader’s Actions

= Establizh procedures to limit kit or her discuzsion - "Each of you only have three
mimues gf remarks on this it "

= Target questions to ather team members By name. (Make mure these feam mem-
bers are camfortabie being put an the spor by name. )

* Lse nan-verbal sigmals - no divect @ye contact, foous on anather part of the room,
waik foward arodher DeTIoN, §ic.

= Do nat assign subgroup leadership roler to this perzon.
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Sample Two-Dav Agenda
The times listed below are approximate and should be used only as a basic guidsline. If's more
impartant to allow the participants to spend time in the exercizes that benefit them the mest. You
can easily modify these tmes. Try pot w0 let the clock ron vour workshop. Observe the partici- Short-Term Meetings
pants and make your fime decisions accordingly.
Openinz the Warkshop 20 minates 8:30- B:50
Working in Teams 15 minutes B:30- 9:03
Stages in a Team's Growth 3 minates 05 - 233
Eey Leadership Roles 40 minutes 0:35-10:15 - - -
Break 15 minutes 1015 - 10:30
Communirating Siruations Skill Practice 30 minutes 10:30 - 11:00 Skill Practice
Positive Feinforcement Skill Practice 30 minutes 11:00 - 11:30
Listening Acknowledgments 10 minutes 11:30-11:40
Listening Fesponses Exercise 10 minutes 11:40 - 11:50
Improved Listening Respanses 20 minates 11:50 - 12:10
] Lunch 6 minutes 12:10- 1:10
Listening 5kills Exercise 20 minutes 1:10- 1:30 11l Practice Conchine
Skill Practice 30 minutes 1:30- 2:00 o I S
Fiwe Levels of Empowerment 2} minutes 2:00- 2:20 —
Skill Practice Coaching Checklist b,/f)
Break 15 minntes M- 235
Applynz Empowerment to Your Team 15 minutes 2:35- 250
Applying Empowerment Indivicually 45 minates 2:30- 333
Skill Practice 45 mizares 335- 520 kills of an Effective Leader Exercise _,f) What Went Well?
Wihat Could Use [mprovement?
]
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Working in Teams: - Continued

I'm going to assign yon 3 different letter of the alphabet. Your letter for the sronp exer-
cise is “5.7 Get started.

The times listed below ar
important to allow the pal Write the letter 5 on the flip chart undar the letter C.
can easily modify thasa Short-Term Meetings
pants and make yeour tim Evervone stop. Let's melflim]saﬂlﬁuuceuﬂnlmhumfmrdsﬂepm Eemer-
ated versns working individoally.
Opening the Workshop
Go around o each group and note on the fip chart the mumber of words each group generated.
Working i Teams

Stages in a Team's Grow)

Eey Leadership Roles -
In small groups of three people, tallk abont the difference between the two ezercises. May-
Break be there was 1 difference in the energy level the quantity of ddeas, the preference of one
o o exercise over the other, etc. After vou disonss the two exercises, answer the five questions
Communizatng Simuatag ontlined on pages three and four. Use the spaces provided to write your answers. Skill Practice
Positive Reinforcement. Does anvone have any questions?
Listeninz Acknowladzmg Answer any questions.
Listenmg Responses Exel 3) State the following to debrief the exercize.
Improved Listenmg Besp Let's zo around the room and see how vou answered each cne.
Lunch (Gain responses from each groap.
Listening 3kills Exercise There are many great reasons for having teams. Productivity and morale tend to be
. ) higher. Symergy is created. Individual talents are better ntilired and developed. R
Skill Practice Individuals avd erganizations tend to achieve stated goals and objectives more often. The
§ working environment is generally more enjovable and personally rewarding and
Five Levels of Emponery gratifving. Relationships and rapport are many times created in teams where they mizht
not have existed before.

Bireak

i | Think abont your reasons and keep these in mind as yon work through this program and
Applymg Empawarment apply what vou learn back on the job.
Applying Empowerment Add any personal fnsight
Skill Practice 4) Draw concluzions.

Add any personal msight
1) State the following to direct partcipants to begin the exercize on page 3.

What Could Use [mprovement?
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The times listed below ag
impartant to allow the pa)
can easily modify thess o
pants and make your tim
Openimz the Workshop
Working in Teams
Stages in a Team's Grow)
Eay Leadership Roles
Break
Communicatng Siruatiog
Puositive Feinforcement
Listening Acknowladzmj
Listening Fesponses Exegl
Improved Listening Resg
Lunch

Listening 5kills Exercise
Skill Practice

Fiwe Levels of Empowern)
Break
Applying Empowerment |
Applying Empowermsnt
5kill Practice

I'm going to assign yon
cise is “5.7 Get started |

Wite the letter 5 on the {

Evervone stop. Let’s s
ated versus worling ind

Go around o each group)
Add any personal msight
1) State the following to dif
In small groups of thred
be there was a differen
exercise over the other,
ontlined on pages three
Does anvone have any g
Answer any questions.
3) State the following to d4
Let's go aronnd the roof
(Gain responses from sac
There are many great r
higher. Symergy is cres)

Individmals and orgami
working environment iy

Think abont your rease|
apply what von learm by

Add any personal insighi|
4) Draw concluzions.

Applving Empowerment Individually

1} State the following and direct participants to page 36,

This exercise is a continmation of the previows page and is divided into two actvities. In
this first activity, each person in your small group is to identify the work-related situations
where they believe they are empowered at some level After identifying the work-related
situation, determine the level of empowerment. Finallv, write down the team members who
are empowered by the sitwation yon just identified.

The second activity on the following page is for yoar small group o identify the work-
related situations where you believe von are not empowered.

Femember, the exercize on page 36 is for the simmations where yon believe yon are empaow-
ered and the exercize on page 37 are for situations where vou are not empowered. Talk
ont-lond in your small sroup fo gain evervome's msight.

Dioes anvone have any question:?

Answer any questions.

Walk around and assist as nesded.

1) State the following to debrief the exercize.

I'd like to get from each group some of the work-related examples you came up for pages
36 and 37. Afake sore youm listen to the responses from the other gromps.

Gain responses from sach sroup. You may want to use the flip chart.
Add any persomal insight.

3) State the following and direct the participant: to pages 35 to 40,

I'm going to walk yoo throngh three pazes of exercizes that you will take each work-related
situation through This is stll a talk out-loud exercise among Four sronp.

The next phase of this exercise is to take the worl-related sifwations you wrote down under

“are empowered” and determine the “range of acceptability.” The range of acceptability is

defined as the goidelines and limits that are established for the situation and the persom ar

team being empowered. Sometimes the range is well established. Other times, it's not.

It's important for all team members to understand what is acceptable and what is nul. Il’
members. I

critical fo remove the gray areas as mach as possible for yourself and team
iﬂpslmsmdhnmmhﬁsﬁmﬁenuu‘pﬁnmﬂnhshndam

k5]

Skill Practice

[l Practice Conching
rr— Teaia

actice Coaching Checklist




R eransor
'/

DyRaies

Sample Leader’s Guide Pages

I'm going to assign yon
cise is “5.7 Get started |

Evaluating Team Ideas and Suggestions

1) State the following and direct participant: to page 76,

The times hgel-‘]iw“:: o ) 1) State the following and
E;ﬁ?:ma : meseP: Write the letter S on the § . L : Evaluating is the process of determining where the team should focus their energies. It's a

12 and mak ; o E Let" This exercise is a contim parrowing down process that can at times be painful simply becaunse ideas that were of-
pam & Yo veryone stop. Let’s g this first activity, each fered in the bramstorming process are now quickly discarded.

e e Workeho ated versns working ind where thev believe thet .
Opening ¥ Go around 1o each sroup sitwation, determine the The evaluation method you are going o wse is the Criteria Method. The criteria you select
Working in Teams are empowered by the in vour groups will be nsed to reduce your brainstormed lists. Many of the arguments and
Add any persenal fnsizhy . dizagreements that happen in teams during brainstorming come from the fact that team

Smges in 2 Team's Grow) g:;"“ 't_:..‘;ﬂ:_.“:m members don't know what fo do and personalize this part of the process.

1) State the following to dif

Ky Leadership Roles . Outlined on page 76 are the three steps to evaluating that von're going to use in the con-
: Remember, the exercise tinmation of the brainstorming skill practice.
Break In small groups of thred ered, and the exercise on|
z?;:;’;ﬂm cut-loud in your small g Now that you and vour team has generated a list of issues, canses, solutions, etc., you'll
Comemmic ating Simuatiod thined ; want o begin selecting which omes to work on 50 yon can develop an action plan. As yon
£ o ou pages fhres Does amyone have any qy work throngh the evaluation process in your team. {rv to gain consensus af each step.
Paositive Feinforcement S Does anyone have any g Answer any questions.

Listeninz Acknowladzmg

Answer any questions.

Walk around and assist as

These are the three steps vou will follow in the continuation of your skill practice. Some-
one on the team who did not practice in the previons exercise should stand at the flip chart
and lead this exercice unti the feam gets to the action plan phase. Then you can rotate the

Listzning Responses Exel . . person practicing. The person who is going to practice the evalnation phase selects the list
3) State the following to dg 1) State the following to de of brainstormed ideas to carry throngh this exercise. You can also let the team decide
Improved Listeningz Besy 2 ) which of the several lists to choose from. Only work on one list at a time. Once yon fimish
Lef's go around the roo I"d like fo get from each carrying the evaluation phase imto the action plan phase, vou can go back and start another
Lunch Gain I —— 36 and 37. Aiake sore yo Rist.
Listening 3kills Exarcise There are many great 1 Gain responses fram each First, gemerate your criteria. Go to page 77 and select 3 or 4 criteria to use in the skill prac-
m,_mﬁm L tice. Dmee your team members agree on the 2 to 4 criteria, write down the criteria on the
5kill Practice Individoals avd erganiy Add any persomal imsight flip chart and post this page to the wall for easy reference.
i working environment iy . o . - .
Fiwe Levels of Empowers gratifving. Relationchiy 3) State the following and d Second, apply vour criteria. G0 to your selected brainstormed lists and start applving the
not bave eristed before. criteria. If what is written on the list doesn’t meet your criteria, then you can cross it off.
Bireak I'm going to walk you thy Omly keep the ones that meet all your criteria.
) Think abent your reasy sitnation through This
Applymg Empowsrment| apply what you learn b4 And third, reduce your list to five or less. Work af reducing your lst to this number. If
) ) : The mext phase of this ex necessary, modify vour criteria or add more criteria to reduoce your list to this somber.
Applyinz Empowsrment Add any personal insighi “are empowered” and dg Otherwise, it may become nnmanageable when you get to the action plan.
) . h - defined as the guidelines
Skill Practice 4) Draw conclusions. team being empowered. After you have snccessfully reduced your list to five or less, you will g0 to your action plan.

It's important for all teaf
critical fo remove the gr3
helps teams and team m4

A feams increase in size, the lileBbood als increases that the most you can do is gain
consensns, and not get total agreement. One of the ways to gain consensus is to identify the

n
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