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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

Establishing Team Norms

i. What is a team?
A team Is a group of people who work together to complete a task.
I like the quote “All for one and one for all” (from The Three Musketeers – Alexandre Dumas) – I feel this motto is important as working within a team is about every member supporting each other.   


ii. Outline some common types of teams.
There are a huge variety of teams from business to sport. Knowing how to behave and communicate in a team depends entirely on what environment you are in for example:
Sporting teams – These are often good fun but don’t come without pressure. Belonging to a sports team can lead to long term friendships, from my experience a sports team bond is usually a lot closer and the bond of any other team, I find this as usually the social side is a big part of the team spirit. 
Business Teams – Work based team is usually a very high-pressured environment with challenges and deadlines. There is a hierarchy with managers supervisors and employees. Every team member ordinarily has their own responsibilities, but the task is completed when everyone is working together. A Business team is usually made up of people with different strengths and qualifications. (cross functional teams)
Self-directed work teams – teams of people who work usually without a supervisor towards the same purpose or goal. 


iii. What are Norms? How do norms help teams in their effective organisation?
Norms are certain ways and operations in which a team behaves for example – 
If one or more team members are taking more than the outlined breaks often other with follow
If one or more team members are late each day again other with follow suit
Team norms however do not always have a negative effect,
Norms could be meeting deadlines, being early to work, working over and above what it expected.
It is good to establish norms before the working day or week to lay out what is expected and what is and isn’t acceptable. Teams can change their norms depending on behavioural habits. 

iv. Discuss some advantages of teams. How do teams help employees to grow?
A good working team with positive relationships can have huge advantages to companies and other teams within the same environment. 
Teams are vital to the growth and learning of others, team members get the opportunity to learn from each other as well as taking responsibility to share their own knowledge. 
Good moral can help boost productivity, often when team members are happy in their work they will work harder and smarter. 
Teams are also important as it brings different skills and abilities to a company this can help when taking on new tasks and possibly new business ventures, the more knowledge shared the less time management must put into the team. Teams should be as involved as necessary with decision making this will help to shed a new light and opinion on the matter in hand and will allow the team to feel listened to and boost communication. 

v. What are the important Factors of Team Development?

Trust – Trust is important, feeling trusted will help keep the team motivated and on task, being able to trust a team and trust your team members will help keep consistency and a good work flow. 

Communication- effective communication will lead to a well-balanced happy team, having regular team meetings and 1 – 1’s will allow the team to express any concerns or problems they may be having.

Role responsibly – Team members who have clear definitions of what is expected and what their exact job role is can help keep the member on task and have a sense of responsibility.

Team morale/bond – A good team bond will help keep the morale high and help keep members producing good quality work. 

Rules/guidelines – these can include:
Having rules around communication/ being respectful and honest.
Good practise 
What is and isn’t expected of them
Being open to new work approaches

Guidelines can help team members feel they are working as a team and tasks are fair and panned. 
They will help the members feel listened to and know that they have a voice. Taking the time to speak about important factors to making the team better will allow a clear picture of what is expected.


Q:2 – Discuss the basic principles of good communication.

Good communication is key when working within a team, this helps promote trust, bonds, guidelines and honesty. 
Communication can be varied depending on the working environment. Teams may have supervisors or managers who will conduct daily weekly or monthly team meetings or 1 to 1’s.
To discuss further – 

Team meetings should be on a day where the whole team is available to sit and discuss work procedures, new ventures, concerns, things that are going well and not so well. This is a chance for management or team members to communicate and re focus on the tasks in hand and allow people to have there say. These are an important part of the week/month and should be as regular as necessary. 

1-1’s – usually done with management/supervisor and one team member on a more personal basis, they are an opportunity for feedback, rapport building, coaching and discussing matters which would otherwise be forgotten. These should also be done regularly. Here members of the team and the person holding the meeting can discuss what they wish. This maybe to do with relationships between them and the team, work load, what going well or not so well. This can include a general catch up about how the member is feeling and coping at work. 

Communication should be clear; however, it is very important to think about how and when we organize a message to team members, remembering people’s feelings and morale. Negative communication can have a huge impact on the team’s productivity, but it is essential to speak out when having concerns, this must be done in a controlled environment with constructive criticism rather than negative comments, also be sure to allow the member to respond and give feedback this will allow them to feel listened to and will have a positive effect if allowed the time to explain. 

 Basic principles of communication are to listen and to talk.
Know your audience – this is key as the way you communicate e differs to who and what you are talking about 
Have a clear structed way in which to explain or express what needs to be done or how you are feeling. 
What are your objectives to the meeting or conversation? – make sure the point you are trying to make is made and listened to ensuring you give the person time to respond. 
Communicate using different techniques such as speaking, visual or virtual this will for some be more captivating than being spoken at. 
It is key that communication is done in the correct environment for example if the message you are trying to relay is extremely important but the room you are doing it in is hot and dark this may mean the people you are talking to aren’t fully engaged. Equally if the room is to noisy your words might not be fully heard. 
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