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Establishing Team Norms
Assignment 1 by Mandy Day

i. What is a team – A team is a group of people that may have different skills, varying levels of knowledge in different areas, but combine their resources/efforts towards a common goal or completion of tasks.
ii. Outline some common types of teams

Self-Managed Teams

A group of people who work together to achieve a common goal.  This type of group manages themselves, there is no manager or authority figure.  Responsibility/authority is shared between the group, on making decisions, problem solving and rule making.

Management Teams
This is a group of managers within a single organisation who are responsible for managing other people and also key business functions.  Management teams can be at different tiers of the management structure e.g. Middle Management.  The management team will have one person that they are all reporting to.
Virtual Teams

This is team where the members work in different locations, rarely meet and can communicate/collaborate via email, telephone, web portals etc. to allow the team members to complete their goals together.
Natural Work Teams
This is a group of people who work together each day on a common purpose, using the same equipment and processes.  The group will be answerable to a team leader/supervisor.
Product/Service Design Teams

This is a group of people brought together to work on a special project or task.  The team members will have different specialities to bring to the table to complete the objective (product/service design or redesign).  There is a time scale put on the completion of this task and so the team is not a permanent one.

iii. What are norms? How do norms help teams in their effective organisation?
Team norms are developed over time.  The way team members interact with each other over time, becomes the normal expected behaviour. A team norm can be a low or high-performance norm.  E.g. bullying rather than supporting.  
If team norms are positive, i.e. being supportive, treating each other with respect, being on time, being efficient: will make the team more confident, effective, productive and progressive

iv. Discuss some advantages of teams. How do teams help employees to grow?
· Different people have different ideas at any level. New ideas and approaches if listened to can be adopted if improving the current way of completing a task.  

· Group input can help management make a more informed decision on whether to implement a change or not. Team decision making can make use of varied knowledge and experience, thereby making better decisions

· If team communication is good, people will feel informed by the team leader, less resistant to changes, especially if they have had a chance to their say.  If people consider that they have been involved in decision making, the commitment and cooperation to the change will be much more positive.

How do teams help employees to grow?
· Team commitment may stimulate performance and attendance

· Greater Autonomy, accepting responsibility for making own decisions instead of referring to a manager, can give more confidence to an individual.

· Having an opinion matter can stimulate a person’s worth within the team and organisation. If involved with decision making, it can give the chance to someone to consider options available, gather facts to get to a decision.  Being able to make decisions and make them well is a good character quality for a person’s growth within an organisation.
· Team members can learn from each other, and cross-training.
v. What are the important factors of team development?
· Communication – Good communication within a group can mean a good exchange of information required for all to do a more efficient job.  Communication can also allow people to build bonds with colleagues and have the information to make informed decisions.
· Trust – A team works better if they are aware that they can rely on other members to assist when required.
· Purpose – A team Vision helps to allow people to work to a standard, and allows people to understand their role/remit within an organisation
· Commitment – It is important that the commitment within a team is for the team’s sake and for the overall aim of the service provided by the team.
· Role Identity/Involvement – Even within a team striving for the same objective, there can be many facets to this.  Different people with have different strengths and weaknesses, but each member whatever their role should still be committed to the aim and team members.
· Process implementation – Having defined processes can guide a group together, if laid down. Gives a little stability to how to act in certain circumstances.  E.g. having a process for conflict resolution is a good idea. The Processes required could be many or few depending on the service provided and can also save time if already agreed and available.  Examples could include, what to do in case of a major incident, and how to resolve/implement methods.
Q 2: Discuss the basic principles of good communication.

Active listening is important for good communication. Many people are not listening to understand, instead are listening to respond. I have been to many meetings where people have asked questions that have already been answered in the speech or have even asked the same question that someone already has.  If the speaker then picks up that people are not fully engaged, then this can affect their thought process and how they come across. If not fully listening, then the point could be missed and lead to misunderstandings further down the line.  People can be thinking about other things or hear what they want to hear and not what is said, as well as thinking they know where the conversation is going before hearing someone out. This meaning that people can leave the same room, with varying ideas of what has been said or no idea if they have not listened at all.  If everyone does listen actively to what is being said then hopefully this will help with team cohesion, and head in the same direction.  Despite if you don’t like the person, do not want to hear what is said, if you are there in a room to listen, then respect should be shown to the talker. Some people like to talk a lot, and interrupt (sometimes on a different subject), but attention should be on what is said and at a time indicated, questions can be asked for clarification.  
Clarity/Content
If people are talking, then what is said should make sense and be meaningful. Missing information or information that is not understood, will make it hard for the best Active listener to take the information in.  Information should also be to the point; some people like to “go all round the houses”.  There is a higher chance that people listening may have stopped by the time the point has been made.

Non-Verbal Communication 

Whatever may be being said if the non-verbal communication is not in sync with the words, this can cause mixed signals.  “Most often the receiver will choose the non-verbal aspects” (Stiff et al 1990).  This can lead the Receiver to mistrust the person talking and lose interest with what is being said. People can feel that they are being lied to, and this impression can be a lasting one.  It is therefore important that people are aware of their body language and the signals being given.  Eye contact indicates engagement from the sender and receiver, no eye contact indicates not engaging, not telling the full story. The way someone is sitting/standing, position of their limbs can also give signals.  Standing up straight, shoulders back gives a positive aura as opposed to slouching.  It is important for people to understand what their own body language may signal, but also read the body languages of others, if they are speaking.  Does the Audience look engaged and as if they understand what is being said?  If a speaker can read the audience is not being attentive, hopefully this could be addressed at the time, a tweak to the content/delivery.  Communication any kind should be positive, and convey what is required, not just in what is said.  
The phrase “It wasn’t what was said, but how it was said” I have heard a few times, people can be very offended in how something is said.  The tone and pitch of Voice is also important when communicating. The tone can also change for the occasion, an upbeat tone for light heartedness /soft, non-aggressive for more serious occasions.  

There are other factors that give signs, impressions to people: how someone is dressed, how close they are standing to others. As we make judgement of others, they do too of us.  So as in communication it is a two-way activity, so both sender and receiver should try and consider what non-verbal signals they may be giving off.
It is always good to Gauge the setting.  It should be remembered that different cultures may find different behaviours offensive.
FEEDBACK  
Giving feedback is required for either someone to know that all is going well, and they know they are doing a good job, or if certain aspects could be better.  Giving the latter can be harder to do.  Feedback however should be honest, and if improvement is required and if not fed-back a person’s full potential will not be achieved. Negative or Critical Feedback, will not be received in the same way as positive feedback.  Negative feedback can cause tensions in the workplace, may not be accepted, and can cause a defensive response.  It is therefore important in the manner that the feedback is delivered. Feedback should be based on truth and not assumptions, and not be communicated in a threatening way which could lead people to be tense, uptight and worried. If a change is required in performance, help should be offered if required to allow the change to manifest.  Feedback should be about an action, not the person and an aspect that can be changed. If an issue is described correctly, you should still check that it is understood and accepted, if not accepted allow the person to explain their thoughts/actions. The amount of feedback should be considered, too much may be overwhelming and hinder the effectiveness of what has been said, so regular feedback sessions would aid in preventing this.
Feedback should offer recommendations and solutions for improvement, be done face to face, be specific (having an example to hand may help), and be done in an encouraging, sensitive manner. 
If feedback is delivered in a positive, honest way, the receiver may be grateful for being told if they were unware of the issue; and realise that they could be doing something better. 
Questioning Skills

For good communication, the subject matter needs to be understood.  One way to expediate this is to ask appropriate questions. The same question can be asked in different ways and get different results. It is therefore important to know the different type of questions to be able to get the best response. For full clarification an open question would be best, for a yes/no answer a closed question would be used. Often to get a response, closed questions may be used more, and perhaps more than they should be. 
A certain answer to a question may also require further clarification, or the questioner may want to know more information on what has was responded. Lots of questions to one person over a short period of time, with no respite could start to make a person feel uncomfortable.  This could be eased by using reflective questions, where part of the response is returned often changed slightly, with a question after that. A reflective question can also show that the responses are being listened to. 
To gauge how someone may act (good for interviews), given a set of circumstances, Hypothetical questions can be used. Getting a person to give you a direct answer, a direct question can be used, this especially useful when trying to get information that you do require to have.
Giving Presentations
Many people will go through life never having to perform such an event. Whether in education or a role that has been chosen, some people may have to at some point give a presentation.  Some people will have a career where presenting is their main job/earner e.g. life coach.  These inspirational people can be a pleasure to watch and listen to, and make it look natural and easy.  In most part though, it can be a worry and a fear too many to have to do.  It doesn’t seem to matter as much to say and do the wrong thing in-front of one person than many people. The worry/fear can lead to nervousness, this can then lead to not being so coherent and disjointed sentences.
Aids to giving a good presentation

· Prepare and know the subject matter and the purpose of the presentation to be discussed, this will help confidence and give foundation to be able to answer questions.

· Practice the presentation in your own company.

· Use notes/visual aids that you are familiar with and understand

· Be familiar with the venue, facilities etc.  Who the audience may consist of and what they want to learn/know. 

· If you cannot run from it, then believe and visualise it being done well.

· Try to relax before the presentation, using a technique you know works for you. E.g. Meditation to clear the mind (not of the content of the presentation but the nerves).  Walking in the venue with as much positivity as possible, will help to get you to the end still be able to talk at all. If really nervous, you may not be able to give enough attention or control to the behaviour of your body language.
CONTENT
Like any written report, there should be a format in place that flows. Introduction/purpose, followed by the main content of what you want to get across. Ending with a conclusion (summary)/recommendations of what has been said.  Unlike a written report a presentation can be interactive, so be prepared to be asked questions and offer people to ask questions when you have reached a conclusion.
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