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INSTRUCTOR GUIDE

	BEFORE THE SESSION

	PROGRAM BACKGROUND

As a Lion you are often called on to work as part of a team.  As a Lions leader you are frequently the team leader as well.  This session is designed to familiarize you with the characteristics of teams and how effective teams develop.  It addresses

· The characteristics of effective teams 

· How teams develop

· How to move your team to a level of high performance

SESSION MATERIALS 
· PowerPoint Slides 

· Slide 1:  Team Definition

· Slide 2:  Session Objectives

· Slide 3:  Characteristics of Effective Teams

· Slide 4:  Stages of Team Development

· Slide 5:  Forming

· Slide 6:  Storming

· Slide 7:  Norming

· Slide 8:  Performing

· Slide 9:  Session Objectives

· Slide 10:  Our Team

ACTIVITY MATERIALS
· (Option 1)Rope Activity 

· A long rope (Figure the length by calculating about a yard or meter per participant.)

· Blindfolds for all participants

· (Option 2) In or Out?

· Approximately 200 feet or 60 meters of rope cut into varying lengths between 3 1/2 feet (100 cm) to 15 feet (450 cm) for each participant  (It is important to cut the rope into a variety of lengths.)

AUDIO VISUAL REQUIREMENTS

· Projector with screen
· Flipchart and Markers


	METHOD ICONS
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	Lecture/Explain


	Participant Centered Activity
	Slide
	Flipchart
	Handout/

Participant Page
	


	SESSION TIMELINE (Suggested)

	SECTION
	TIME

(In Minutes)
	METHOD
	MATERIALS

	Introduction
	5
	Presentation: Session Overview


	Slide 1:  Team Definition

Slide 2: Session Objectives



	Module 1:  Team Characteristics


	10
	Presentation/Discussion: Team Characteristics
	Participant Manual: p.1

Slide 3: Characteristics of Effective Teams



	Module 2:  Stages of Team Development 


	85
	Activity: Rope Activity or In or Out Activity

Presentation/Discussion: Tuckman’s Stages of Team Development

Activity: Strategies for Moving team to next level


	Slide 4: Stages of Team Development

Participant Manual: p.2-3

Slide 5: Forming

Slide 6: Storming

Slide 7: Norming

Slide 8: Performing

	Conclusion
	20
	Presentation: Review Objectives

Activity: Learning Group Teams  


	Slide 9: Session Objectives

Slide 10: Our Team

Participant Manual: p.4

	TOTAL TIME
	120
	
	


	INTRODUCTION

	TIME
	METHOD
	CONTENT

	Total Time:

5 minutes
	
	

	5 minutes
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Slide 1
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Slide 2
	PRESENTATION:  Session Overview
1. Display Slide 1:  Team Definition
2. Read the definition of a team to the group before beginning the activity.  Explain that this is only one definition, and that it does not define a “good” team or a “bad” team – just a team in general.

3. State that we are all members of Lions clubs, and as such are part of a team.  Within each club, committees and projects require the formation of smaller teams.  Some are permanent and some are temporary to achieve a short-term goal.  
4. Display Slide 2: Session Objectives
By the end of this session, you will be able to

· Identify the four characteristics of effective teams

· Recognize the four stages of team development

· Utilize a variety of strategies to move your team to a level of high performance

5. Transition to Module 1 by stating that we should first examine some of the qualities that are shared by all effective teams.




	MODULE 1:  Team Characteristics 

	APPROX TIME
	METHOD
	CONTENT

	10 Minutes Total
	
	

	10 minutes
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Slide 3
	PRESENTATION/DISCUSSION:  Characteristics of Effective Teams

1. Refer participants to page 1 in the Participant Manual.

2. Display Slide 3:  Characteristics of Effective Teams
3. Ask selected individuals to describe how one of the characteristics is important to teams they are a part of in their clubs.  Responses may include: 

· Interaction is important to the team when one role “supports” the other.  Without interaction, other members might not know when they should be performing their own role

· Accountability is important since team members can’t expect others to be responsible for making sure that tasks that they don’t perform themselves are completed.   

· Commitment to goals is important because it ensures that individual team members are in agreement on desired outcomes and are not attempting to complete their roles at the expense of the rest of the team.

· Shared planning and decision-making helps create the most logical and effective ways of achieving team goals, and keeps the “team spirit” alive by recognizing the skills and ideas of each team member  

4. Ask participants to think for a few seconds about their Lions clubs and whether the four characteristics apply to the teams within the club.

5. Transition to the next module by stating that we will focus on our own clubs in greater detail after we examine the stages the teams go through as they develop.




	MODULE 2: Stages of Team Development

	APPROX TIME
	METHOD
	CONTENT

	90 Minutes Total
	
	

	
	
	Leader Note:  You may choose from either of the two following activities that are designed to illustrate team dynamics and the events that occur as teams develop. You will need a group of 25 to 30 participants. Do not attempt either exercise with less than 15 participants because you will not have the proper group dynamics emerge. If your group is greater than 35 participants, consider dividing into two separate groups. 

Both  exercises are easy to conduct, but  require a large space for the participants to move about. Inside, this could be a classroom where all the chairs have been removed. Outside, you will need a clear, grass-covered level field or an empty parking lot. If you plan to go outside, be sure to announce this the day before so people can dress more informally. 



	45 minutes
	[image: image15.wmf]

	ACTIVITY:  (Option 1) Rope Activity
Facilitate the activity as follows:

1. Assemble all the participants in one area. They should be clustered tightly, facing different directions. Show them the rope and distribute the blindfolds.

2. Instruct the participants to put on their blindfolds. 

3. As they do so, inform them that you will be giving each person a section of the rope to hold on to. Explain that when you give the signal, their task will be to begin moving about in order to create a square with the rope.

4. Inform them that they may talk with each other, but they cannot remove their blindfolds, nor can they let go of the rope.

5. Ask the participants if they have all understood the objective and rules of the exercise. Clarify any issues or questions that the participants may have. 

6. Now go through the group, uncoiling the rope and handing each participant a section of the rope, placing it in their outstretched hands.

Instructor Note:  It is important that you snake the rope from one participant to the next in a random way, BUT DO NOT CROSS ONE PART OF THE ROPE OVER THE OTHER—IF YOU DO SO THINGS WILL BECOME TOO TANGLED. You might want to start with one section of the group, then turn sharply to the left or right, then to the far side, back to the center, to the other corner, and so forth. Make sure everyone is holding on to a piece of the rope with two hands.

7. When everyone is ready, give the signal to begin. Remind them that they can talk but they cannot try to see what they are doing. 

Instructor Note:  As the facilitator, watch that none of the participants is in danger of being hurt (walking into plants, over tables or chairs, into other objects, being harmed by the rope or other participants.) You might assign other instructors or observers to stand guard around the participants.

8. Monitor the group to determine when they feel they have finished the exercise. The exercise is complete when the group has formed a square (or thinks it has formed a square). Allow no more than 20 minutes to complete the exercise.

9. Call a stop to the activity and ask participants to remove their blindfolds.

10. Debrief  the activity by asking some or all of the following questions to determine how the participants perceived the team function:

· What emotions did you feel at the beginning of the activity?  The middle?  The end?

· How well did the team perform at the beginning of the activity?  The middle? The end?

· What role did you play in accomplishing your team’s goal?  Did your role change?  Did you observe others playing different roles?  Did one or more leaders emerge?

· Were any group decisions made?  How?  Who made the decisions?

· Did any conflicts arise?  Were they resolved?  How?

· Was your team successful?  Did you enjoy the experience?



	45 minutes
	
	ACTIVITY: (Option 2) In or Out?

Facilitate the activity as follows:

1. Assign two participants to serve as observers who will provide feedback on what they observe

2. Direct the rest of the participants to form a circle.

3. Place one section of rope for each participant in a bundle in the center of the circle.  

4. Direct the participants to:

·  Each take one rope and return to the circle

· Tie the loose ends of the rope in a knot. 

· Place the knotted ropes on the floor making a circle out of each rope and then assembling all of the ropes inside the large circle

5. Announce that each participant should step into one of the rope circles with both feet inside the rope circle.

6. After all participants have completed this step, direct them to move to another rope circle.  (Make the “move to another circle” command three times)

7. On the fourth command, remove one of the ropes from the circle.

Leader Note: Watch the group and individual dynamics as one participant is left out of a circle.  With each succeeding direction to move to another circle, remove another rope.  Watch for: 

· Period of time during which group does not work together as a teamto solve problem

· Confusion and/or disagreement with competing solution ideas 

· Who emerges as a group leader

· How participants accept or reject solutions and individual roles

· How long it takes to begin performing positively toward solving problem

8. Continue directing participants to move and remove ropes until the group realizes that it must tie all of the ropes together to form one circle for the entire group, or until it becomes obvious that the group cannot come up with a solution.

9. Debrief:  

· Ask for feedback on the group process from the observers

· Ask for feedback from participants on personal feelings throughout, degree of conflict, emergence of a team leader, acceptance of roles, perception of teamwork 

9. Transition to the presentation of the stages of team development by stating that what the participants observed was an example of many of the things that must happen in groups before they become effective teams.  We will look at the stages that take place in team development now.



	15 minutes
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Slide 4
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Slide 5-8
	PRESENTATION/DISCUSSION: Stages of Team Development

1. Display Slide 4: Stages of Team Development

2. Refer participants to pages 2-3 in the Participant Manual.

3. Ask participants to take a few minutes to read about the four stages of team development.

4. State that not every team goes through every stage, and that sometimes teams go backward rather then forward.  In general however, most teams will experience this cycle of development.

5. Display Slides 5-8: Forming, Storming, Norming, Performing.

6. Explain the following as you go through each stage:

· In the forming stage, team members are getting acquainted, becoming aware of the nature of their task, and setting goals.  Awareness is the general theme of this phase

· In the storming stage, personal beliefs and needs are sometimes challenged.  Conflict is the general theme, and teams must learn to see each other’s points of view and negotiate to move beyond this phase.

· In the norming stage, team members begin to understand their roles and responsibilities.  Cooperation is the theme, and members are able to share ideas and emotions more freely.

· In the performing stage, the team has come together to achieve a common goal.  Productivity is the theme.  Some teams never reach this stage.

7. Transition to the activity by asking participants to think about their own clubs and consider the stage of development of one of the teams of which they are a part.

	25 minutes
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	ACTIVITY: Strategies for Moving Teams to the Next Stage

1. Ask participants to identify the stage of development they observe their own club to be in.  Direct participants to separate into groups according to the stage of development they have identified.

Leader Note:  Do not be concerned if the groups are not evenly divided, but ask for volunteers to switch groups if any groups are too large or too small to function.

2. Inform each group that their task is to:

· Take five minutes to identify strategies they would like to use to move their club from its current stage of development to the next stage.  (Those who believe they are already at the performing stage should identify strategies to ensure the club remains at this stage)

· List their ideas on a flipchart

· Be prepared to share their ideas with the entire group

3. Debrief the activity:

· Allow groups to share their ideas 

· Post the flipcharts for others to examine

· Encourage participants to review these strategies to help their own Lions teams




	CONCLUSION

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

20 minutes
	
	

	5 minutes
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Slide 9
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	PRESENTATION: Review Objectives

1. Display Slide 9:  Session Objectives.
2. Ask, “Did we meet session objectives?”

3. Challenge participants to apply the ideas they’ve learned today to their own clubs.

4. Ask for ideas of what they’ll apply and how they’ll apply it when they return home to their clubs or districts.

5. Ask participants to turn to page 4 in the Participant Manual, and ask them to review the Eleven Commandments for Effective Teams when they return home.

6. Transition to the post-session activity by saying that they will get a chance to practice teamwork while they are here at this training program.


	30 minutes

(This activity does not fit into the allotted timeframe for this session and may be completed either during the session or as part of the learning group sessions)
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Slide 10
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	ACTIVITY: Learning Group Teams

Leader Note: It is necessary that learning groups have been selected previously in order to conduct this activity.  If your training schedule does not reflect this need, you can preview the activity and inform the participants that they will be practicing a teamwork activity in their learning groups at the end of the day.

This activity may be performed during the session or after the session in learning groups as time allows.  You may also allow the participants to start the exercise here and then finish it in their learning groups.  

1. Ask participants to join the other members of their learning group for this activity.

2. Display Slide 10:  Our Team 
3. State that this activity is designed to help them consider the teamwork information we discussed during the session and also to allow them to work with the other members of their learning group as a team.

4. Explain that each group will have fifteen minutes to:

· Create a name for your team

· Determine one goal for the team to achieve during the time they are here training. (Not a goal like “be a better leader”, but something collectively that you feel your team can accomplish before the entire training program is completed)

· Decide how your team will go about achieving that goal

· Determine any individual roles and responsibilities

· Record all of the information on a flipchart and be prepared to share it with the rest of the groups at dinner this evening

Leader Note:  Encourage participants to be creative and have some fun with this activity.  The goal does not need to involve the training curriculum, but could be anything they think that collectively they can accomplish during the time they are together.  Some suggestions might be:

· To increase team spirit 

· To act as a smile/hug patrol 

· Raise money for a special cause 

· Recognize other participants for “special” things they do

5. Explain further that each group will have an opportunity to report on how they did or did not achieve their goal at the closing dinner on the final day or evening of the training program.

6. Debrief the activity by allowing each group to explain the nature of its “team”.  If not provided, ask:

· What is your goal?

· Do members have different roles to achieve the goal?

· How will you go about achieving the goal?

7. Reinforce the common elements of each team by mentioning that:

· Each team has a unique goal

· Each team has people serving different roles

· The goals of the teams cannot be met unless all of the team members perform 

· If too many people do not cooperate, the team will probably not meet its goals

8. State that this activity was just for this training program, but the principles of teams apply no matter what the situation.  




SLIDES

· Slide 1:  Team Definition

· Slide 2:  Session Objectives

· Slide 3:  Characteristics of Effective Teams

· Slide 4:  Stages of Team Development

· Slide 5:  Forming

· Slide 6:  Storming

· Slide 7:  Norming

· Slide 8:  Performing

· Slide 9:  Session Objectives

· Slide 10:  Our Team
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