TEAM BUILDING CHECKLIST

Establishing Purpose

The old axiom "if you don't know where you are going, any road will get you there" is very true.  The clarity you gain from these questions will get you moving in the "right" direction. Reaching a common understanding of the team's purpose gives a team a firm foundation.  It helps everyone understand what the team is supposed to do and why.

TIP:  Make the purpose visible.  Make a big chart and post it on the wall.

	
	YES
	NO
	Notes

	We have agreed on a PURPOSE and written a purpose statement?
	
	
	

	We have identified the people inside and outside the company who can influence or who will be affected by our work (the stakeholders)?
	
	
	

	We have identified the limits and expectations for the teams work?
	
	
	

	We have agreed on the team roles (who will have which responsibilities)?
	
	
	

	We have agreed on ground rules (norms)?
	
	
	

	We have decided on logistics for when and where we will meet?
	
	
	


PURPOSE.  A good purpose statement:

· describes a specific focus

· describes realistic goals

· is clear, understandable, and brief

· is energizing and inspirational

STAKEHOLDERS.  You need to understand who the stakeholders are.  They will affect your work.  Knowing who they are, and involving them as you go, helps you:

· understand what is important about your work

· identify better solutions to problems and create more buy-in of solutions your team proposes

· plan how to include them when your team will be making important decisions

· avoid pitfalls and identify limits

· know where to get performance information that will influence your team's work

LIMITATIONS.  No team gets a blank check to do as much work as it wants anywhere in the organization.  Knowing what limits there are and what expectations others have can help your team:

· meet your organization's business goals

· address all the important aspects of the work

· minimize conflict or confusion

· balance the expectations of different stakeholders

Some of the limitations are:

· Money/budget

· Time/deadlines

· Workload and priorities

· People on the team

· Other people who can be used as resources

· Training

· Decision-making authority

· Access to information

· Process boundaries

· Products or areas that will and won't be included

TEAM RESPONSIBILITIES.  For any team to function well, its members need to know what is expected of them.  

	TEAM LEADER
	TEAM MEMBER

	Educate team members 
	Focus on the purpose of the team

	Track goals and achievements
	Think in terms of the team's goals, not yours

	Anticipate and respond to changes
	Work to develop an atmosphere of trust and respect

	Help team members develop their skills
	Listen more than you talk

	Communicate with management
	Communicate clearly

	Communicate with the rest of organization
	Participate fully

	Remove barriers
	Make realistic commitments and keep them

	Resolve conflict
	

	Take care of logistics
	


GROUND RULES.  Ground rules are guidelines (Norms) for how the team will function.  Having ground rules can:

· Improve the team's effectiveness and efficiency

· Minimize confusion, disruptions, and conflicts that take away from the real work

Some examples of ground rules are:

· Decision-making - Decisions are made by consensus

· Data - Decisions are based on data whenever possible

· Confidentiality - What is done on the team, stays with the team

· Assignments - Get them done on time, or get with the team leader

· Participation - Everyone will get an opportunity to voice their opinion 

· Meetings - Be there with what you need, be on-time, start on-time, use an agenda, stop and evaluate how you are conducting your meetings

LOGISTICS.  You need supplies, equipment, and time to conduct your business efficiently and effectively.  

· Know where and when the team is meeting

· Identify and obtain adequate supplies

· Will you need computers, land LAN drops, phone lines?

TEAM WORK METHODS

Working on a team is different from working on your own.  It requires techniques that help teams maintain focus and develop a common understanding of issues.

	How often does your team…
	RARELY
	SOMETIMES
	OFTEN
	Notes

	Create work plans?
	
	
	
	

	Have productive meetings?
	
	
	
	

	Use data?
	
	
	
	

	Make good decisions?
	
	
	
	

	Evaluate potential solutions?
	
	
	
	

	Implement changes?
	
	
	
	

	Check progress?
	
	
	
	

	Document its work?
	
	
	
	


PLANS.  You need plans to conduct your team's business in an efficient manner. A plan:

· Helps coordinate the efforts of all team members

· Identifies targets and deadlines 

· Makes sure key tasks and steps are taken

· Helps track progress

· Helps identify conflicts in schedules

· Helps identify needed resources

The steps in the planning process are"

· Identify what you want to accomplish

· Identify the main activities

· Estimate how much time and the resources are required

· Identify measures of progress

· Create a document that shows the basic elements of the plan

You might use a planning grid:

	Step #
	Desired Outcome
	Who
	Dates

    Plan      Actual
	Time/$$$ Limits
	Comments

	1.
	Obtain computers
	Philips
	Start 3/15

End  3/25
	3/16

3/27
	2 weeks

$25K
	Delivery dates not met

	2.
	
	
	
	
	
	


MEETINGS.  You will spend a lot of time in meetings.  Here is method you might use to conduct effect meetings:

Plan:  

· Clarify meeting purpose and outcomes

· Identify participants

· Select methods to meet the purpose

· Develop and distribute agendas

· Set up the room

Start:
· Be on time

· Review ground rules

· Clarify roles

Conduct:
· Cover one item at a time

· Manage discussions

· Maintain focus and pace

Close:  

· Summarize decisions

· Review action items

· Solicit agenda items for next meeting

· Review time and place for next meeting

· Evaluate the meeting

· Thanks participants
Follow-up:
· Distribute or post meeting notes promptly

· File agendas, notes, and other documents

· Do assignments

USE DATA.  Using data effectively can help your team:

· Identify issues to work on and develop focus

· Make better decisions

· Understand the nature and extent of problems

· Resolve conflicts and differences of opinions

Here are links that will take you to a site containing a variety of tools that will provide you methods for managing your data:

Brainstorming:  http://www.mindtools.com/brainstm.html

Paretto:  http://www.mindtools.com/pages/main/newMN_TED.htm

Decision Trees:  http://www.mindtools.com/pages/main/newMN_TED.htm

Force Field Analysis:  http://www.mindtools.com/pages/main/newMN_TED.htm

Cost Benefit Analysis:  http://www.mindtools.com/pages/main/newMN_TED.htm
MAKING DECISIONS.  Good decisions don't just happen.  Pay attention to how different decisions get made.  You should:

· Help to clarify what decision is being made

· Help outline pros and cons of the choices

· Help choose a decision method

· Check for agreement

You will employ two types of decision methods:

· Consensus

· Voting

EVALUATING POTENTIAL SOLUTIONS

Many teams rush to implement the first solution that comes to mind.  However, it is better to evaluate a number of possible solutions.  You can:

· Generate criteria against which you can evaluate a solution

· Brainstorm for possible solutions

· Evaluate solutions against the criteria

You may create a solution checklist.  Here is an example:

	Solution
	Cost
	Benefits
	How Hard of Easy
	Potential Problems

	Do it in house
	35K
	Build and sustain over the long term 
	Hard
	Time to hire person.

Labor costs



	Contract
	150K
	No long term labor cost

No equipment costs

No additional office space
	Easy
	"Owning" the product

Sustaining and incorporating change


IMPLEMENTING CHANGES.  Now that you know what you are going to do, implementing your solution will require planning, follow-through, and cooperation.  At this point, you do not want to waste the effort invested thus far.  You should:

· Develop a plan

· Try the change on a small scale

· Implement the changes full-scale

· Periodically check on how well things are working

CHECK RESULTS AND PROGRESS
Just because you have implemented a change, don't think that your are through.  You must check the progress of the solution or change that is implemented.  You should:

· Help your team understand the current situation

· Help to identify measures of progress

· different

· increased

· eliminated

· improved

· reduced

· After the changes, collect new data
KEEPING RECORDS.  Accurate records of what your team does and accomplishes helps maintain forward momentum and prevent rework.  You can:

· Keep accurate and complete records

· Use computer technology

· Create document files

· Create digital data that you can store easily

ENDING YOUR WORK AS A TEAM

Sooner or later, every team has to complete its work.  Project teams, for example, may be finishing their work while ongoing teams may just be completing a particular effort.  The question is how you want to end.  Letting achievements go unrecognized can be disheartening. 

	
	YES
	NO

	We accomplished our purpose?
	
	

	We took steps to maintain the gains?
	
	

	We completed the documentation?
	
	

	We completed the documentation of our actions, results, and ideas for future improvements?
	
	

	We evaluated our work (how we worked together, and what we accomplished)?
	
	

	We shared results with others?
	
	

	We recognized everyone's contributions and celebrated our achievements
	
	


To end on a positive note:

· Evaluate and document

· Maintain the gains

· Share results

· Recognize and celebrate

You should evaluate your work:

· Start with a general evaluation

· Review the team's achievements

· Compile a list of key learnings

· List ideas for how future efforts could be improved

Share your results through:

· Formal presentations

· Newsletters

· Web sites
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