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ABSTRACT

This instructor's manual for workplace trainers contains the
materials required to conduct a course on working in teams. The course
includes six lessons for workers, two lessons for supervisors, and strategies
for helping workers continue to develop the skills taught in the course. The
following materials are provided for each course: lesson plan, learning
activities based on real-life situations, handouts, assessments (including
pretests and posttests), and transparencies. Each lesson plan contains
objectives, a list of materials needed, classroom setup information, and
detailed instructions for conducting all activities. Lessons cover the
following topics: learning to speak up at meetings; building teams; defining
roles on workplace teams; listening actively; understanding body language;
and understanding the concept of synergism and using it in work teams. (MN)
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Name Date

/

Pretest/Posttest

Circle the letter that represents the correct answer.

1. The Gatekeeper is:
a. someone who decides who is on the team.
b. someone who makes sure that each person participates on the team.
c. someone who makes sure that team members know they are appreciated.

2. One of the techniques for being a good listener is:
a. Asking questions.
b.. using clear words.
c. trying to figure out what the other person is saying while they are speaking.

3. Nonverbal communication is:
a. speaking out loud
b. body language and tone of voice.
¢ being a good listener.

. 4. Synergy is:

a. a scientific term.
b. what happens when team members don't get along.
¢ what happens when a team works well together.

How well do you agree or disagree with the questions below? Using the following scale, clrcle the number that
best represents your answer:

1 2 3 4
“strongly agree” “"Agree” "Disagree”  “Strongly disagree”

5. Tunderstand everyone's role on our team.

1 2 3 4
6. 1understand how important nonverbal communication is in communication.

1 2 3 4
7. 1think I am a good listener.

1 2 3 4
8. Iam an effective member of my team

1 2 o3 4
9. 1 participate in team meetings.

1 2 3 4
10. I make eye contact when I am listening.

1 2 3 4
11. I send positive nonverbal messages.

. 1 2 3 4

12. 1 ask questions in team meetings.

1 2 3 4 187
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Together

Other: (Please specify)

1. Name:

C. . Date form complgtéd;'- /]

2. Address:

3. Phone Number: ( )

4. Social Security Number:

5. Age:

6. Were you born in the United States?
O Yes O No

7. Sex: O Male O Female

8. Race: (Mark One Box)

White

Black (African American)

Asian or Pacific Islander

American Indian or Alaskan Native
Hispanic

Other (Please specify):

000000

)
E lk\l‘c‘ng Together

IToxt Provided by ERI

10.

1.

12.

Read English
Understand English
Speak English

Write in English

Work as part of a team
Use math

Solve problems/use reasoning O

13.

JobLink

Is English the language that is spoken most
often in your home?

O Yes O No

How many years of school have you
completed?

Of these, how many in the U.S.?
In any other country?

Are you a union member?
QO Yes- What is the name of your union?

O No

Please rate your ability to perform each of
the following activities.

(Please mark one response for every activity)

Poor Fair Good Excellent

oooo0dQ
o000 000O
o000 000O
o000 00O0

Do you have a job?

Q Yes, employed $
Yes, on temporary layoff page

a
Q No, retired
Q No, not employed

BEST COPY AVAILABLE

Thank you. You have completed this form.
Please return it to your instructor.

168
Copyright ©1996 by C%)a(sst ommunity College District

Page 1
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Please answer questions 14-18 for the job that 20. Atyour job, do you need to do any of the
allows you to take this course. following?
14. Name of company or employer: (Mark one for each line)
Yes No
Read instructions Q Q
15. Job Title: Receive spoken
instructions in English Q Q
Speak English Q Q
16.  On average, how many hours per week do Work as part of a team ~ Q Q
you work on this job? Write in English Q Q
H K Use math Q Q
3 ours per wee Solve problems/use
reasoning Q Q

17. How much do you earn at this job?

(Write amount and mark one box) 21. Do you work at more than one job?

$____ Q Perhour Q  Per year Q Yes Q No

18. Do you get any of the following benefits at
this job?

(Mark one for each line)

. Yes No

Paﬁd vacation Q Q Thank you. You have completed this
Paid sick leave Q Q form. Please return it to your instructor.
Paid holidays Q Q
Health insurance Q Q

19. How long have you worked at this job?

- and -
years months

® 169
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1. Name:

2. Address:

‘.&. Phone Number: ()

4. Social Security Number:

5. In the future, do you plan to take any of the following courses?
(Mark one for each line)

Plan to Take Do Not Plan to Take

A basic skills course in reading, writing, or math. . ....... Q... Q
A course in using English (such as ESL). ............... Q... Q
A computer COUrSE. .. ... ....vr e Q.. Q
A GED course or the GED exam. ..................... Q.. Q
Courses to get an occupational certificate. .. ............ Q... Q
Ajob trainingcourse. . ........ ... 0 Q
Courses leading to a 2-year or 4-year college degree. . . . .. Q.. Q
Ahome-study course . ........... ... it Q... Q
() BEST COPY AlialbauLE
170
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.. Since this course began, have you:

(Mark one for each line)

YES NO
Learned what you wanted to learn in this course?. . ................ Q........... Q
Changed your educational or career goals? ....................... Q........... Q
Had more responsibility added to your job? ...................... Q........... Q
Moved to a shift you prefer?. ............ ... Q... ... Q
Switched from part-time to full-time?. ....................... ... Q........... Q
Received @ pay FaiSE? . .. ...t Q... Q
Been promoted? . . . ... ... Q... Q
Received an award, bonus, or other special recognition on your job? .. Q........... Q
Received your GED?. ... ... ... 0 Q
Applied foranew job?. . ......... ..o Q... Q
Started a new job at another company?............... ... Q........... Q
Been laid off? . .. ... ... 0 Q
Left your job for any other reason? (Please Specify). ................ Q... Q

7. Please rate your ability to perform each of the following activities.

(Please mark one response for every activity)

Poor Fair Good Excellent
Read English Q Q Q Q
Understand English Q Q Q Q
Speak English Q Q Q Q
Write in English Q Q Q Q
Work as part of a team Q Q Q Q
Use math Q Q Q Q
Solve problems/use reasoning Q Q Q Q

Thank you. You have completed this form.
Please return it to your instructor.

® 171
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Getting To Know You

(Place picture here)

O

172
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Name: Date:

My Team at Work

It is important to learn the names of your co-workers. It is important to call them by their
names. When you take the time and effort to learn someone’s name, you give them the message
that you care about him or her and think he or she is important.

Fill in the chart below. In the first column, write down the names of the members of your
team. In the second column, write their jobs. Then, during the week, take a picture of your
team. (Be sure to include your lead and supervisor) Attach your picture to this paper.

Name of Team Member His or Her Team Job

My Team Members

(Paste team picture here.)

173
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Patterns of Teacup Origami

1. Take a square piece of paper and fold it in half to make a triangle (Figure 1)

FIGURE 1 /\

2. Fold the left corner of the triangle to the middle of the opposite side (Figure 2).
Do the same thing with the right corner (Figure 3).

FIGURE 2 FIGURE 3

3. Fold down the front flap (Figure 4). Do the same thing with the back flap (Figure 5).

FIGURE 4 FIGURE 5
‘ PURPLE COWS & POTATO CHIPS, ©1987 by Alemany Press, Hayward, CA

Permission granted to reproduce for dassroom use.

Q esson 2- Teambuilding Copyright ©1996 by Coast Community College District Handout 3
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Rating Today’s Team

My Team strongly agree  Strongly disagree
Had dear goals 5 4 3 2 1
Made progress toward our goals 5 4 3 2 1
Stayed on task 5 4 3 2 1
Made decisions based on all views 5 4 3 2 1

My Teammates
Listened well to each other 5 4 3 2 1
Helped each other by asking useful questions 5 4 3 2 1
Were respectful of all points of view 5 4 3 2 1

' All participated 5 4 3 2 1

My suggestions for improvement:

175
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Characteristics of an Effective Team Member

1. Treats team members with respect
2. Expresses opinions freely
3. Provides open, honest, and accurate information
4.  Acts in a positive and constructive manner
‘ 5.  Provides feedback
6. Understands individual and team roles
7. Participates in team meetings
8. Has good attendance
9. Is willing to try new things

10. Encourages others to express opinions

® 176
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Taskmaster:

Recorder:

Cheerleader:

. Timekeeper:

Gatekeeper:

O

EKC

Aruitoxt provided by Eic:

Lesson 3- Who's Who?

J Working Together ¥ ’
(\s\/d Le?sronl:gWhgo s Vs:o? JabLI”k

The Jobs for Today

Makes sure that the group stays on task.
says: “What do we need to do first?" “Let's talk about the
weekend later. We need to keep working on this”

Records team members’ ideas and suggestions for the ad.
Says: ‘Repeat that so I can write that down’

Makes sure that teammates know they are appreciated.
Says: ‘That’s a great idea!” “It really is terrific when everyone
contributes like this’

Makes sure the team finishes the job in the time allowed. About
every 10 minutes or so he or she reminds the team how much
time is left.

says: “We only have 10 minutes to finish this, so we better
concentrate and get it finished”

Makes sure that each person participates and that no one
individual dominates the group.

says: “What do you think, Juan?” “Do you agree with that, Tania?
We would like to know what you think!

177
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Our Roles at Work

Today you are learning about roles people play on work teams. Roles have different names in
different companies. Below are some role names and their descriptions. What are the names of
these roles in your company? Do you have other roles in your company? If so, please add them
to the bottom of this chart.

The Gatekeeper makes sure that each person participates and that no one individual
dominates the group. Says: “What do you think, Juan?” “Do you agree with that, Tania? We would
like to know what you think’

The Cheerleader makes sure that the contributions of each member and the team as a whole
are apprediated. Says: “You deserve a pat on the back! “Our team is doing a great job!"

‘ The Taskmaster or Facilitator keeps the group on task and tries to make sure that each
person contributes. He or she guides the group and makes sure the group discusses the
important information. “I'd like to hear about your fun weekend, but right now, we need to
work on this’

The Secretary, Scribe, or Recorder takes notes to record the team information about the
meeting. He or she may also be the team spokesperson and report to the lead or supervisor.

The Timekeeper makes sure that the team members stay on time. Every 10 or 15 minutes, he
or she notifies the members of how much time is left, so the team can finish the project without
running out of time.

Team Roles in Your Company

Name of Team Role Job Description (Duties)

178
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Article A
Are You Coping With Stress?

Demanding bosses, coworkers who don't pull their weight, not enough hours in the day to get
everything done...job stress is becoming a worldwide epidemic.

That's the gist of a recent Associated Press story on a report by the International Labor
Organization, titled “Job Stress: The 20th Century Disease” The report says that claims for stress related
injuries on the job “have climbed from 5 percent of all occupational disease claims in 1980 to 15 percent
a decade later”

The ILO, an arm of the United Nations, estimates “the cost of job stress in the U.S. alone at $200
billion annually”

According to the report, the cost stems from “compensation claims, reduced productivity,
absenteeism, added health insurance costs and direct medical expenses for related diseases such as ulcers,
high blood pressure and heart attacks”

One cause of stress is the constant monitoring of employees to check "how quickly they perform a
task and the frequency and length of breaks” Unfortunately, companies are contributing to stress by
doing little to help employees cope with it, notes the report.

. Here are some ways management might help to reduce employee stress:

«  Understand that employee helplessness and uncertainty are two major causes of stress. Empower
employees to make decisions in the areas they know best, trust them to do their jobs correctly,
and let them know where they stand.

« Increase employee self-esteern. One way: Let people know they are valued.

Here are some ways employees can cope with workplace stress:

«  Realize that stress is based on your perception of something that you feel threatens you-and that
you have the power to change that perception. Step back and ask yourself what about the
situation threatens you-and how you can see it differently. One suggestion: Find something in
the situation you can control-and do so.

«  Develop a commitment toward your job. Determine what it is about your job that makes a
difference-and see it as a mission. In this way, you'll react to your own pressures.

« Develop additional job skills. Take courses, read books, learn a new computer program. The more
competent you feel, the more you'll feel in control of your career.

«  Gain control of as many aspects of your life as you can. If the job situation seems out of hand,
concentrate on those things in your private life that you can direct and regulate.

. Avoid trying to be a perfectionist. Just strive to do the best you can under the circumstances.

. Source: Adapted from Communication Briefings, Volume XIV, Number 1

178
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Name Date

Quiz on Article A
“Are You Coping With Stress?”

Answer the following questions True (T) or False (F)

1. According to the article, job stress is becoming a worldwide epidemic.
Stress related injuries are a huge percentage of occupational disease claims.

3. The ILO estimates that the cost of job stress in the U.S. alone is at $200 billion dollars
annually.

4. Fortunately, companies are doing a lot to help employees cope with stress.
5. There is nothing you can do to cope with stress.

Write in the correct answer:

According to the article, the cost of job stress comes partly from reduced

One cause of stress is the constant monitoring of employees to check how quickly
they

N

Stress is based on your that something is threatening you.
To cope with stress you should find something in the situation you can
Another tip for coping with stress is to develop your
You should also avoid trying to be a

AN

control perception
productivity perfectionist
job skills perform a task

Answer the following question:

L. How does gaining control over other parts of your life help you to cope with stress?

180
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Article B
Memory Problems?

We've all probably known people who tie strings to their fingers in order to better
remember something, then can’t remember what they string is supposed to represent. We've
also known people who write important information in the palms of their hands, only to forget
about it and wash it off.

From time to time each of us experiences a certain amount of forgetfulness. Card shops
exhibit almost as many “I'm sorry, I'm late” birthday cards as they do the routine variety. We
forget to send Thank You notes. We forget anniversaries. We forget to stop by the store on the
way home from the office. We forget a great many things, but that doesn't necessarily mean we
are thoughtless and don't care. It often simply means that we are busy and that our memories
simply need a jump start.

Listed below are a few suggestions for improving your memory.
«  Make “To Do" lists. In addition to helping you get things done, these lists are visible
indications of accomplishments. As such, they help build self-esteem.

« Maintain a calendar. Transfer regular events (birthdays, anniversaries, etc) from one
year to the next. Add other appointments and engagements as they develop. The best
calendars are those that show a month (as opposed to each day) at a glance. This
type of calendar allows you to prepare (shop for gifts and so on) for upcoming
events. Keep the calendar in a location where it can be easily viewed on a daily basis.

« Make it meaningful. We are much more likely to remember information that is
important to us. The trick is making it important.

«  Work at it. People who claim they “can’t remember anything" probably won't.

«  Make associations. If you meet someone named David, you are more likely to
remember his name if you visualize a David that you already know.

«  Be a doer. There's an old saying that people remember 90% of what they do, 75% of
what they see, and 20% of what they hear.

«  Talk about what you need to remember. Sometimes the act of saying it (to yourself
or to someone else) will help to better imprint items on your memory.

- Get enough rest. Nothing is easy when we are tired, including remembering things.

- Stop worrying. Worrying about memory loss, as is the case with wWorry In General
Only Makes Matters worse.

Lesson 4- Tell Me a Story Copyright ©1996 by Coast Community College District Handout 9a
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Date

Quiz on Article B
“Memory Problems?”

Answer the following questions True (T) or Faise (F)

1. Forgetting usually means we are thoughtless or don't care.
2. Being busy can cause us to forget.

3. “To Do lists can help us build self-esteem.

4.  Monthly calendars work better than daily calendars.

5. The best way to remember is to hear something.

Write in the correct answer:

1. “To Do" lists are visible indications of .
. 2. Make it is one of the tips that will help us remember.

3. Sometimes just helps us remember.

4. Get enough . It only makes matters worse.

5. People remember 90% of what they
rest meaningful
worrying talking
accomplishments do

Answer the following question:

1. How do you maintain a calendar?

¢ 182
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Listening Skills

A. consider the following listening tips:
To be an active listener you should:
1. Make eye contact: Listen with your eyes as well as your ears.
2. Repeat in your own words what you hear others say.
3. Ask questions.

B. Keeping these tips in mind, answer the following questions. Be sure to bring the
completed worksheet with you next week, so we can discuss the answers in class.

1. Can you name one example when you applied each of the above techniques recently?

2. Do you listen with your eyes and ears?

3. How do you listen with your eyes?

4. What does “reading between the lines” mean?

5. In the year 2 B.C, Zeno of Citium said, “The reason we have two ears but one mouth is so we
might listen more and talk less” Do you agree? Why?

6. Is listening important on your job? Why?

7. On your job, do any noises, machinery, or people make listening difficult?

8. If you don't understand what someone says, what do you do? What do you say?

9. On a scale of 1 (low) to 5 (high), how do you rate yourself as a listener?

10. How do you rate your supervisor as a listener?

11. How do you rate each team member as a listener?

12. Would your team be more effective if everyone listened better? Why?

183
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Nonverbal Communication

Nonverbal communication expresses meaning or feeling without words. Much of what we do or
feel is expressed not with words but with our body language.

One study [Mehrabian] showed that 93% of a message is transmitted by the speaker’s tone of
voice and facial expressions. Only 7% of the message was communicated by the speaker’s words!

What kind of body signals do you send?

This week | will observe nonverbal communications around me. | will watch people on
the job, at the market, and in my home. | will become aware of body signals.

On the job some of the positive nonverbal signals 1 saw:

On the job some of the negative nonverbal signals 1 saw:

184
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Working Together (C-1)
Thumbs Up
sign Charades Cards
Wworking Together (C-1)
Thumbs Down
Sign Charades Cards
working Together (C-1
Shrug Shoulders
sign Charades Cards
working Together (C-1)

Thumb & Index Finger

Form Circle
(3 Other Fingers Up)

Sign Charades Cards
Working Together (c1
Left Hand
(Horizontal)

Touching Top Of Right Hand
(Vertical)

Sign Charades Cards

Wworking Together (C-1

Index Finger To Lips

Sign Charades Cards

Working Together (C-1

Index Finger Moved
Across Throat

Sign Charades Cards

Working Together (C-1

Palms Up-
Shoulders Shrugged

Sign Charades Cards

working Together (C-1)

Moving Index Finger

Or
Back Of Hand Toward & Away

Sign Charades Cards

Working Together (C-1

Point To Ear

Sign Charades Cards



Working Together (c-1

(Shhh)
Be Quiet

Meaning Charades Cards

working Together (C-1

“Cut”
(Stop)

Meaning Charades Cards

working Together (C-1

“What Can | Do?"
(Helpless)
Not My Responsibility

Meaning Charades Cards

Working Together (C-1

(That's)
Good!

Meaning Charades Cards

Working Together (C-1

Listen

Meaning Charades Cards

working Together -1

(That's)
Good!

Meaning Charades Cards

Working Together (C-1)

(That'’s)
Bad!

Meaning Charades Cards

Working Together (o );

| Don't Know

Meaning Charades Cards

Working Together (C-1

(I1t’s) Ok

Meaning Charades Cards

Working Together (C-1)

Sstop
Time Out
Break Time

Meaning Charades Cards

186



working Together (C-1)
Cupping Hand To Ear
sign Charades Cards
Wworking Together (C-1

Throw Hands Up In The Air

Sign

Working Together

Charades Cards

(C-1

Hand Extended Palm To Floor
Move Back & Forth

(Horizontally)

Sign

working Together

Sign

Working Together

Sign

Charades Cards

(C-1)

Charades Cards

(C-1

Charades Cards

working Together

(C-1

Arm & Hand Up In The Air

Sign

Working Together

Charades Cards

(C-1

Rubbing Index Fingers
Across Each Other

Sign

Working Together

sign

Working Together

Sign

Working Together

Sign

187
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Working Together (C-1)

| Surrender

Working Together (C-1n

| Can’t Hear You
Speak Louder, Please

Meaning Charades Cards
Working Together (C-1)
Shame
On You (it)

Meaning Charades Cards
Wworking Together (-1
Meaning Charades Cards
working Together -1
Meaning Charades Cards
working Together (-1
Meaning Charades Cards

Meaning Charades Cards
working Together (X))
| Give Up
Meaning Charades Cards
working Together (-1
No More...

Stop
Meaning Charades Cards
working Together (-1
Meaning Charades Cards
working Together (-1
Meaning Charades Cards
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Getting To Know You

(Place picture here)

O
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Name: Date:

My Team at Work

It is important to learn the names of your co-workers. It is important to call them by their
names. When you take the time and effort to learn someone’s name, you give them the message
that you care about him or her and think he or she is important.

Fill In the chart below. In the first column, write down the names of the members of your
team. In the second column, write their jobs. Then, during the week, take a picture of your
team. (Be sure to include your lead and supervisor) Attach your picture to this paper.

Name of Team Member His or Her Team Job

My Team Members

(Paste team picture here.)

Q
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Rating Today’s Team

My Team Strongly agree  Strongly disagree
Had clear goals 5 4 3 2 1
Made progress toward our goals 5 4 3 2 1
Stayed on task 5 4 3 2 1
Made decisions based on all views 5 4 3 2 1

My Teammates
Listened well to each other 5 4 3 2 1
Helped each other by asking useful questions 5 4 3 2 1
Were respectful of all points of view 5 4 3 2 1

. All participated 5 4 3 2 1
My suggestions for improvement:
191
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The Jobs for Today

Taskmaster: Makes sure that the group stays on task.
says: “What do we need to do first?”” “Let’s talk about the
weekend later. We need to keep working on this’

Recorder: Records team members' ideas and suggestions for the ad.
Says: ‘Repeat that so I can write that down!

Cheerleader: Makes sure that teammates know they are appreciated.
Says: ‘That's a great idea!” ‘It really is terrific when everyone
contributes like this”

Timekeeper: Makes sure the team finishes the job in the time allowed. About
every 10 minutes or so he or she reminds the team how much
time is left.

Says: “We only have 10 minutes to finish this, so we better
concentrate and get it finished”

Gatekeeper: Makes sure that each person participates and that no one
individual dominates the group.
Says: “What do you think, Juan?” “Do you agree with that, Tania?
We would like to know what you think”
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Rating Today’s Team

My Team Strongly agree Strongly disagree
Had dear goals 5 4 3 2 1
Made progress toward our goals 5 4 3 2 1
Stayed on task 5 4 3 2 1
Made decisions based on all views 5 4 3 2 1

My Teammates
Listened well to each other 5 4 3 2 1
Helped each other by asking useful questions 5 4 3 2 1
Were respectful of all points of view 5 4 3 2 1
All participated 5 4 3 2 1

My suggestions for improvement:
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Charades Instructions

1. One person on the starting team picks a card. On the front of each
card is a gesture or sign; on the back is its meaning.

2. The person who picked the card becomes an “actor” and must now
act out the gesture or sign on the card to his or her teammates.

3. The actor cannot speak or show the card to teammates.

4. While the actor silently moves and gestures, his or her teammates
guess at the meaning the actor is conveying.

5. The actor and his or her team “win” a round when the team
o successfully names the gesture or sign on the card.

6. The actor and his or her team “lose” a round when the team does
not name the gesture or sign on the card.

7. Whether the actor wins or loses, a player on the next team follows,
picking a card from his or her team's stack. The game continues in
this way until each player on every team has had a turn.
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Pass The Picture Questions

1. Where is this team working? Using complete sentences, name the city, state,
or country.

2. What job is this team doing?

3. Who is the leader of this team?

4. Do the members of this team like each other? How can you tell?

5. What is this team’s secret problem? What is its secret joy?

6. What will this team be doing in the future?

@
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j Workdng Together * JoblLink

Characteristics of an Effective Team Member

1.  Treats team members with respect
2. Expresses opinions freely
3. Provides open, honest, and accurate information
4.  Acts in a positive and constructive manner
. 5. Provides feedback
6. Understands individual and team roles
7. Participates in team meetings
8. Has good attendance
9. Is willing to try new things

10. Encourages others to express opinions

o Supervisor Lesson 1 Copyright ©1996 by Coast Community College District Supervisor Handout 1
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Objectives

At the end of the class your employees will be able to:

Identify their role and responsibilities on various work place teams.

«  Identify and practice effective team behaviors such as positive interdependence and
individual accountability.

«  Measure their own behaviors as effective team members.
‘ «  Increase verbal contributions during team meetings.
«  Practice active listening skills.

»  Recognize typical positive and negative non-verbal communications and the
importance of sending positive messages in team settings.

@ 243
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supervisor’'s Role in Training

Lesson 1: Getting Comfortable on the workpiace Team

What to watch for: Employees will learn about the importance of getting to know their
teammates.

Questions to ask: Do you know everyone on the team? How can I help you get to know each
other better?

Discussion Topics: How does knowing everyone help the group work more effectively together?

Lesson 2: What Makes an Effective wWorkplace Team

What to watch for: Employees will learn about the importance of communication on the
workplace team, and characteristics of effective team members.
Questions to ask: How do we communicate with each other on our team? Do we do a good

job of communicating on our team? How could be better at communicating
on our team? What do we do well on our team? What could we do better?

Discussion Topics: Improving communication. How do we match up with the list of
Characteristics of an Effective Teasm Member.

. Lesson 3: Defining Roles on the wWorkplace Team

What to watch for: Employees will learn about important roles on the team.

Questions to ask: Do we have each of these roles on our team? In team meetings: Do we need
to assign roles for today’s meeting?

Discussion Topics: Who plays which role.

Lesson 4: Tell Me a Story

What to watch for: Employees will learn about the importance of being a good listener and the
importance of giving accurate information.

Questions to ask: What questions do you have? (Instead of “Do you have any questions?’)
“Could you repeat what I said in your own words?’

Discussion Topics: How can we make sure the information we give and receive is accurate.

o 244
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supervisor’s Role in Training
(continued)

Lesson 5: Body Language

What to watch for: Employees will learn about the importance of using body language in
effective communication and the effect body language has on the team.

Questions to ask: How does your body language impact other team members?

Discussion Topics: What messages do we send on our team with our body language. How
knowing each other helps interpret the non-verbal messages we send.

Lesson 6: Please Pass the Picture

What to watch for: Employees will learn about working together by using all the skills learned
in the last 5 Lessons.

Questions to ask: Does our team have synergy? Why or why not? How do we work together
as a team?
Discussion Topics: How can the workplace team work together more effectively using the skills

learned in dass.

' 245
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S orking Together - _JobLink

Increasing Your Chance of Success

. Know the skills your employees are learning,
«  Be an example.
. Set goals.
‘ . Give the support they need to use their new skills.

. Give positive reinforcement and recognize results.

() 245
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Objectives

At the end of the class your employees will be able to:

«  Identify their role and responsibilities on various work place teams.

« Identify and practice effective team behaviors such as positive
interdependence and individual accountability.

«  Measure their own behaviors as effective team members.

« Increase verbal contributions during team meetings.

Practice active listening skills.

«  Recognize typical positive and negative non-verbal communications
and the importance of sending positive messages in team settings.

® 247
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supervisor’s Role in Training

Lesson 1: Getting Comfortable on the Workplace Team

What to watch for: Employees will learn about the importance of getting to know their

teammates.

Questions to ask: Do you know everyone on the team? How can [ help you get to know each
other better?

Discussion Topics: How does knowing everyone help the group work more effectively together?

Lesson 2: What Makes an Effective Workplace Team

What to watch for: Employees will learn about the importance of communication on the
workplace team, and characteristics of effective team members.
Questions to ask: How do we communicate with each other on our team? Do we do a good

job of communicating on our team? How could be better at communicating
on our team? What do we do well on our team? What could we do better?

Discussion Topics: Improving communication. How do we match up with the list of
Characteristics of an Effective Team Member.

Lesson 3: Defining Roles on the Workplace Team

What to watch for: Employees will learn about important roles on the team.

Questions to ask: Do we have each of these roles on our team? In team meetings: Do we need
to assign roles for today’s meeting?

Discussion Topics: Who plays which role.

Lesson 4: Tell Me a Story

What to watch for: Employees will learn about the importance of being a good listener and the
importance of giving accurate information.

Questions to ask: What questions do you have? (Instead of “Do you have any questions?’)
“Could you repeat what I said in your own words?”

Discussion Topics: How can we make sure the information we give and receive is accurate.
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supervisor’s Role in Training
(continued)

Lesson 5: Body Language

What to watch for: Employees will learn about the importance of using body language in
effective communication and the effect body language has on the team.

Questions to ask: How does your body language impact other team members?

Discussion Topics: What messages do we send on our team with our body language. How
knowing each other helps interpret the non-verbal messages we send.

Lesson 6: Please Pass the Picture

What to watch for: Employees will learn about working together by using all the skills learned
in the last 5 Lessons.

Questions to ask: Does our team have synergy? Why or why not? How do we work together
' as a team?
Discussion Topics: How can the workplace team work together more eﬂ‘echvely using the skills

‘ learned in class.
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Supervisor Lesson 2

Increasing Your Chance of Success

Know the skills your employees are learning.

Be an example.

Set goals.

Give the support they need to use their new skills.

Give positive reinforcement and recognize results.
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