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1.1 [bookmark: _Toc441485784][bookmark: _Toc5368692][bookmark: _Toc4164172]What is a Team?
“A group of people with a high degree of interdependence geared toward the achievement of a goal or the completion of a task.” (Paker, G, 2008) 
The above refers to team working towards a common goal, working together to achive  There are lots of organisations who have teams but are not always a team, for example some teams work independenlty and not towards a common goal, would be classed as a group. 
Differneces between Teams and groups:
Groups can sometimes be classed as teams, a group can have differnet individuals with mixed attitudes, thought proccess and varied intrests but not have a commone objective or common goal they need to achieve. 
A team must have individuals with a common objective to achieve. They should all work together and strive towards the achievement of a common goal.
1.2 [bookmark: _Toc5368700]Outline some common types of teams?

Actively disengaged 
· The team can always tell when someone isn’t focused 
· Not achieving 

Engaged
· Looks at why the project/ objective is important 
· Contributes to workload and discussion 
· Individually valued 
· Don’t get overwhelmed 
· Feel part of a team

Non – Engaged  
· Not sure on the purpose of objective 
· Quite in meeting and doesn’t contribute much 
Below shows idivdival commens learning changes they go through. Teams need to work of all steps to change how they ineract – this will help performance all round:

Becoming aware that something needs to change – Need
Understand change beliefs/ Behaviours and Mind-set change – Accountability 
Willing to make effort to change – Commitment 
Clear action plans to make change happen – Discipline













1.3 [bookmark: _Toc5368711]What are norms? How do norms help teams in their effective organisation?
Team norms are how members of a team can interact, communicate, and conduct themselves as team members. Norms helps team members agree on how they will get on with different situations and can show any issues before they emerge. Looking at Norms of different team members gives opportunities to everyone to express what’s most important to them and learn other teammate’s norms – this helps teams work more closely together. 
You could also say Team norms can look and address any aspects of the teams functioning, for example working hours, response times or meeting attendance. This can help with team moral and overall performance/ effectiveness of the team. 
Advantages/ examples of Team norms:
	Treating each other with dignity and respect

	Helps Avoid hidden agendas

	Helps Present problems in a way that promotes mutual discussion and resolution

	Helps Respect the time and convenience of others

	It's okay to not know the right answer and to admit it

	Giving support to each other; don't throw each other under the bus

	Helps present problems in a way that promotes mutual discussion and resolution



Or you can create Norms directed at meetings – this helps time keeping, agendas and managing different personalities:
· Meetings will start on time.
· A designated person will take minutes 
· Agenda sent in advance.
· Team members will hold themselves and each other accountable for commitments made to one another
Creating team norms can be flexible but is likely to work best when the method is set at the beginning, clearly defining steps, responsibilities, and time limits are specified. 
Norms won’t don’t solve every problem a team faces, however giving team members norms and showcasing these in the office norms creates daily reminders of what all team members have agreed to. It also helps if some people forget them a gently reminder, this can help change behaviours across the whole team and help teams work more collaboratively. 
1.4 Discuss some advantages of teams. How do teams help employees to grow?
Although having a team has lots of advantages it also has some disadvantages as stated below:
	Advantages 
	Disadvantages 

	· Working in teams increases collaboration and allows brainstorming. As a result, more ideas are developed and productivity improves
	· Working in a team requires many meetings and these meetings, if not managed well, can go off topic and decrease the efficiency of the team

	· More people are always better than one for solving problems, finishing off difficult tasks and increasing creativity
	· Can be some team members who sit back and let others do all the work. In these types of teams conflicts may occur and this can affect the mood of others in the team

	· Everyone is unique and has different skills, backgrounds and experiences
	· Making decisions can take longer and delays can occur

	· Teamwork encourages communication between team members. The biases that team members bring can also be helpful
	


Decsion-making helps teams grow as this can provide learning and persoal growth,  giving employees more challenages they need to think about. Particpainting in making descion also helps people make better desions. 
Teams can also increase automomy, with employyees relying less on their management and making desions on their own, bthis helps their own personal development and the managements has more time to focus on othrer things. When Leaders alow their teams to make decsions trust is created meaning employees feel more valuable and trusted as a team to succedd. This helps teams create better quailty descions and brings out knowledge pf differnty team memners. 

1.5 What are the five stages of team development?
There are 5 stages of team devlopment witch Tuckman, B (1965) identifie. Any team that stays together over a period of time will change and develop. Tuckman noted that there are three issues which determine how well teams perform: 
· content  
· process 
· feelings















Adjuring 
Celebrate successes and achievements, and then bring the team to a close. Alternatively, if this was not a successful team, the group should evaluate what went wrong, and use the lessons for later projects


2. Outline the characteristics of a good team leader?

An effective team leader has a variety of traits and characteristics that encourage team members to follow him. Good team leaders have certain qualities, such as compassion and integrity, or learn leadership skills through formal training and experience. 

Below are come exaplmes of characteristics of good leaders:
· Stimulate enthusiasm – encourage this withing the team 
· See that conflicts are resolved – always be the middle person and help resolve or chase up on resolution 
· Encourage communication and participation – treat all team members the same and give each the same opportunities 
· Keep meetings in control – Create an agenda and help keep conversations controlled. 
· Ensure the team is making progress – Always look as SLA’s/ Feedback and how the team are progressing.
· Clear Communicator – Quality verbal and written communication skills allow leaders to present expectations to team members
· Organization Skills - Organizational skills help team leaders plan objectives and strategies

Team leaders should also take the below into consideration when manging a team:
· There are no stupid questions
· Team members must feel free to express all ideas
· Team confidentiality is required
· Team members' feelings are as important as the facts 
· It takes practice to develop tactful candor




[bookmark: _Toc5368730]Appendix 

Techwell (2011) How Team Norms Can Boost Team Effectiveness [Online] Available from: https://www.techwell.com/2012/10/how-team-norms-can-boost-team-effectiveness  [Accessed 16/04/2019]
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1. Estabishing a team 


2. Building a team


3. Hanling challenges as a team 


4. Devloping a team 


5. Performing as a team 



















Forming  


1. Uncertanity around roles, looking outside for guidence


Storming


2. Condifence grows, vocieing their own opinons


Norming


3. Contuniing to encourage support and communication 


Performing


4. Team begining to mature Knowledge and skills now devloped 





Team is now caplabe of working together 


Working out diffrences 


Being more part of a team 


Often disagreement and agurmuments


Can be a differcult time 


No clear ides on what to expect


Team leaders needs to be influential  
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