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Question 1:
1) So what is a team: - A team is a collection of likeminded individuals who come together with a common goal or achievement, a group of people with a high degree of interdependence geared towards the completion of a task or common goal, this can be expended on or adapted depending the subject matter or purpose for 'a team', but in short it is a joining of forces - a get together - a collective - a collaboration

2) There are 6 primary 'common' types of teams that lead to categorising - these are:

Natural Work groups would be the 1st of the common types: - potentially the most common one as it sees people working together daily in the same location using the same process and equipment to achieve their goal, with a supervisor in charge whilst allowing other team member to take the lead where appropriate.

The 2nd common type is the Business Team: - this team is a 'X' functional team; it looks after a specific line or service.

The 3rd common type is the Management Team: - this consists of a group of managers and the person they all report to within their organisation
The 4th common type is the Self-Managed Team: - this team is a group of individuals who tend to manage themselves; no-one in the group has authority to make all or any out right decisions. 
This team is also known as the Self-Directed Work team because they all share the same authority and in turn responsibility

The 5th common type is the Product/Service Design team: - these members only come together for the specific time to work on a specific project.
Traditionally they are known as a task force or committee - usually 'X' functional assigned solely to design or redesign a product or service - no other function

The 6th and final of the primary common teams is the Remote or Virtual Team: - it's not unusual for these team members not to actually meet in person but they converse using the Web Portals, internet, phone, email etc, hence the term Virtual.
The all work together to achieve their goals but have the flexibility to manage their own schedules and workspaces, it is also possible or highly probable that they have no 'need' to get to know each other on a personal level – that been said, people in similar work and /or social group often cross paths and in turn become friends, sometimes without trying or even realising it.

3) What are Norms:- Norms are a collection of rules, regulations or guidelines discussed and agreed upon at the start of any project or team build, these measures should be put in place to protect all team members and assist with the behaviour which is expected by each team member.
This structure also provides the team with a basic to work from, it also highlights any change of behaviour, attitude or pattern which would then need to be addressed – or the structure amended to accommodate issues that didn’t arise originally to allow the team to continue working effectively.

How do norms help teams in their effective organization:- Norms are a positive and should be viewed this way by all team members, they are there to help and reinforce the basic structure, they can be built on and improved allowing the team to continuously progress forward, which in turn gives each team member and the team collectively the opportunity to be as effective as they can be - leading by this example also has an impact on fellow co-workers, they see the positivity and progression the team is making and feels inspired by their successes, impressing on their own day to day activities and others around them – all leading to a happy effective workforce/organisation. 
Positivity breeds positivity

4) To discuss some of the advantages of teams and how teams can help employees to grow, you firstly need a basic understanding of the term team and teams:- 

A Team – is a coming together to achieve a common goal, task or project
Teams – is a group of two or more individuals coming together, also known then as team members; these team member are not necessarily required to be in the same building, same location nor of the same ilk, but must all share a common goal which their believe and support the achievement of.
Any new team at the beginning must compile and agree to having team ‘norms’:- once team norms have been established and a project or goal agreed upon, then progress can begin.
Being part of a team means you are not 'going it alone', no one person can take on a project or activity effectively, team members support each other, they provide a variety of ideas, thoughts, designs, concepts and ways of achieving their common goal.
A team approach brings with it many different levels to what can be seen as a single task oriented project, if a manager has handed to you a task with no guidelines or real agenda but expects the world on a plate, that is a lot for a single person to complete fully & successfully; but as a team, your approach and achievements have the potential to be outstanding or award winning.

This ethic and ability to adapt, change, improve, and development can only aid a company's growth - a business can't support itself long term, nor can it develop and progress alone, all small businesses start someone but equally have a support network behind them - it’s just they may not be employees but friends, family etc, all people you seek approval and opinions from, even if you don't realise you are at the time.

5) What are the important factors of team development:- this is a big question with a bigger responsibility.
If a team does not develop in any way at all – no matter how small or large - its chances of failure is much higher than not.
Stagnancy is the end or demise of any project/goal/team/idea – each of us should take on the responsibility or embrace the challenge of learning and developing our own skills, doing this will enable us to progress in anything we do, being uninterested or just ‘going through the motions’ leads to failure, if your heart isn’t in it then you should really be in the team dynamic.

Self or team development doesn't need to be huge, it can be taking a refresher course just to stay in touch with modern/up to date computer programs that you may use daily at work or at home, it can be as advanced as a 3 day course away from home learning about yourself
- any development is positive and should be embraced and encouraged both by the employee and the employer.

Question 2:
In my experience the basic principles of good communication is the one element lacking in most businesses - regardless of the industry or location.
Poor communication leads to all types of errors, mistakes, poor judgment, poor decision making, inappropriate behaviour relying on 'hearsay', misconstruing situations due to the lack of communication, and sometimes things being missed or not passed on
- just leaving a clear and precise note for a fellow colleague goes a long way towards reducing this
 
In management training they discuss 7 'C's of effective communication which I relate to this module, they include:-

Completeness: - all communication should be complete; it should convey the facts required by the receiver.
Consideration must also be taken the mind set of how and who the message/communication is for and how it will be perceived.
Conciseness: - the meaning of concise is: the giving of a lot of information in few words.
Being clear and concise in your communication – no matter how big or small that communication is can be vital.
Not being concise with your wording and the information given can lead to misunderstanding or possibly confusion and no action being taken, which is what the communication intended.
Consideration: - this is a big one to ignore if you chose too.
Step into the other person’s shoes for just one moment, think about the message/communication you are considerately trying to portray – take into account the ‘other persons’ mind set, education level, background, job role within the company, and think about the responsibility you are trusting this receiver with.
A good team leader/supervisor or manager would ideally have a sound understanding of who you are communicating with – someone of a different mind-set for example may not understand your communication, they in turn could be confused by it and it may even cause a panic situation because you’re approach has been incorrect, or the person you’ve approached wasn’t the correct person for the situation in hand.
Clarity:- 
· always be clear of what you are wanting to say 
· who you are wanting to say it too 
· how that communication will be received
· what outcome you expected from your communication 
· is there a timeline for this communication 
Concreteness: - this may seems an odd one in the mix but it makes sense once explained.
It implies being particular and clear about your communication and the conviction behind it. Being fuzzy or vague about any part of the communication again leads to uncertainty, confusion a and general lack of understanding
A solid clear and concrete message can’t be misinterpreted.
Courtesy: - manners do not cost anything, nor does being polite – all communicate should be friendly, informative, clear, concise and courteous.
There is nothing wrong with being enthusiastic and/or reflective, or making your communication fun – not everything is about facts & figures, charts or statistics.
Being positive and encouraging is always a good start to any communication not matter the subject matter. 
Correctness: - this doesn’t mean – who’s right or how’s wrong in any communication, this means: make sure your message has no spelling errors, its’ true to factual as possible – nothing is gained but providing a false message or incorrect information, nothing is gained by this action.
Being grammatical correct is also beneficial – even if your receiver/s are not grammatically accurate themselves, they will still recognise and understand your words.
Make sure your communication is presented in the timely manner in which it is required – passing something to someone too late can quite often cause upset, it could have a knock effect for the following workforce/production line etc

In conclusion – be aware of who – what – when and where your communication is being given. 
Treat others with the respect and courtesy they deserve, be concise, clear and informative
All of the above are great guidelines for anyone communicating in life generally at any age; having awareness and good communication skills generally lead to success where ever used.
These skills can and are being used globally in any language – either verbally, written or in picture/diagram format
These skills are priceless and can be taught free of charge to anyone wanting to learn
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