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Team Training Session 1 – Teacher Notes 

Team work introduction 

 

Checklist: 

 

Part 1  

• Explain what is a team  

• Students discuss their own expectations of team 

member behaviour 

• Read out points with arrows 

• Get students to exchange contact details and 

sign this page 

 

Part 2  

• Explained each person has different personality 

types (eg outgoing, quiet and thoughtful etc) 

• Students discuss their personality types within their 

groups 

 

Part 3 

• Students begin a list of tasks to be completed for 

the video (encourage them to put due dates in) 

• Encourage students to use the table (list) as a 

template for team meetings 

• Get students to exchange timetables 

• Inform students of the negotiating contribution 

worksheet 

 

 

Should take about 5 minutes- 

If they get into discussion 

about what they expect then a 

bit longer is fine but don’t 

spend too much time reading 

stuff out 

 

   Should take about 5-7 minutes 

 

 

 

 

      Should take about 10 minutes 
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Part 1 Appropriate team behaviour 

This session is aimed at just informing the students about what it means to be in a team and 
what behaviour is expected of them. This may seem obvious but often the students have 
never come across this before. The information sheet that the students get will have lots of 
information but it is not important to read it all out. Just point out the following parts: 

• A group is any collection of 3 or more people while a team is a group in which each 
member relies on the strengths and contributions of the other members. 

• The members of a team all work towards a common goal (in this case their video 
assignment). 

• It doesn’t mean every person works entirely alone on a section of work which is 
incorporated into the assignment without discussion and it also doesn’t mean that 
the whole group does all the activities together. 

• Certain tasks are carried out by certain individuals (or several individuals) and then 
the whole group discusses each task and how it should be incorporated into the 
project. 

After you have explained these things discuss the behaviours that are expected of team 
members. Explain that they will be marking each other on these aspects throughout 
semester. See if the students can come up with some themselves, then perhaps point out 
the ones that are marked with the big arrows in the tutor copy below (I found it helped to 
get a different student to read out each one...means they are all listening). 

Then encourage the students to read it every now and then. 

Communication and organisation in a team 

In the past students have commented at the end of semester that they would like more 
guidance on how to be organised in a team. This page gets students to decide on how they 
would like to communicate with each other (ie by email, facebook or phone etc), to 
exchange those contact details and also to fill in at least two hours a week where everyone 
in the group is available for team meetings. This page must be signed by the tutor so that it 
is clear that there are no good excuses for not being able to get hold of a team member. 

Part 2 Personality types and group roles 

The next part of the session involves discussing different personality types. It is important to 
point out that a good team will use each member’s strengths to get the best possible 
outcome: “by acknowledging different roles that different team members tend to assume, 
the team will function more efficiently”.  It can help to inform the students that by 
divulging information about themselves they are more likely to get to do the activities 
they most want to do. 

There are a few examples in the handout but encourage the students to create their own 
words/names. For example some years a few students decided they were the “ball-roller” 
they would get things started even if they knew their suggestions were silly. It helps to give 
an example of what role you think you take in a group. 
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Part 3 Activity list for the video assignment 

This gets the students to start thinking about their assignment. They will not want to set 
dates this early in semester but it would be good to help them with a few compulsory dates 
(also in the calendar that follows). For example: 

• The background information for the video is due the week of the 29th March 

• The video is due the week of the 3rd May 

• Easter/field trips are week of the 5th April  

Encourage the students to use these sections as a template for team meetings. An example 
of a meeting minutes template is provided after the calendar and students will be expected 
to demonstrate records of their own meeting minutes (in the class notebook of Microsoft 
Teams). They can discuss progress of activities and update the table each meeting as a way 
of keeping track of each person’s contribution and what tasks have yet to be completed.  

Lastly explain that they will be expected at the end of semester to negotiate each person’s 
contribution to the video assignment. The worksheet is in their notes. 

 

The following pages are the same notes given to the students. I copied the content into 
their class notebook in Microsoft Teams and uploaded the pdfs to the files section.  
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Team Training Session 1 

Group Work: Some Food for Thought 

Why learn to work in a team? 

Employers look for this skill. Many surveys of different employers have found that 

teamwork skills (along with communication skills) are at the top of the list of attributes they 

look for in people they hire (Oakley et al. 2004). No matter what field you end up working 

in, from medicine to environmental consulting to academic research, you will be working as 

part of a team.  

This session and the follow up sessions later in semester aim to help you develop these 

skills. By having a positive team experience I also hope that you will enjoy making the 

documentary and consequently will gain higher grades. 

Are we a team or group?   

A group is any collection of 3 or more people while a team is a group in which each member 

relies on the strengths and contributions of the other members.  A team spends time 

together, gets to know each other and hence achieves group cohesiveness.  A team has a 

common objective and the members all work towards the same purpose.  Most importantly 

the team members are interdependent.  As mentioned above this means “each member 

relies on the strengths of each member to accomplish the objective” (Nazzaro and 

Strazzabosco 2003). This does not mean that each individual works entirely alone on a 

section of work which then is incorporated into the problem solution without discussion. 

Nor does it mean that the whole group does all activities together. Instead certain tasks 

are carried out by different individuals and then the whole group discusses each 

task/activity and how it relates and should be incorporated into the group solution.   

 

What makes a successful team? 

Well-functioning teams encourage participation by all members by providing a supportive 

environment and maintaining open minds. Members of good teams are also reliable and 

communicate well and of course contribute to the team project. 

 

As part of your assessment you will mark yourself and your team-

mates based on your contributions to the final product.  

Below are a series of points on these aspects of well-functioning teams that you will be 

marked on (Nazzaro and Strazzabosco 2003). 
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Encourage participation 

• Give positive comments to each other regularly and often, because it motivates 
teammates. 

• Give negative observations when necessary, but give it constructively, for example: 
“Frank, that proposal you wrote is very good, but it’s a little weak in the evaluation 
section. Joe has done a lot of evaluations, perhaps he can help.”  

• Receive negative observations from another member without becoming defensive, 
because the comments are not meant to be insulting, but are meant to help the 
team accomplish its goals. 

• Support other team members in times of crisis, for example: “Lars, I’m sorry to hear 
about your family illness. Why don’t you go home and I will finish your task.”  

• Are ambassadors of that team, and represent the team, not just themselves.  

• Remain open-minded and receptive to all ideas, however different from their own.  

• Accept every problem as a team problem, not one belonging only to one member. 

• Never say “we can’t do this,” but say “how can we do this?” 

• Encourage full participation by all members. 

Reliable and communicates well 

• Give another member time to get his idea out, and paraphrase the idea to ensure 
they understand the intended message. 

• Take turns speaking. 

• Call a time-out if they feel another member’s behaviour is disruptive. 

• Make the team meeting a priority so that attendance is consistent. 

• Begin and end meetings on time, so members can use their time most efficiently. 

• Obtain closure on topics and get a decision. 

• Summarize and clarify the meeting at the end. 

• Use consensus for major decisions, which results in finding the most acceptable 
decision for everyone, as opposed to voting, in which there are clear winners and 
losers. 

Contribution 

• Carry out tasks that are their responsibility 

• Offer help to others when their own work is completed. 

• Ask for help from other members when needed and don’t waste precious time 
struggling alone. 

• Don’t have side conversations during a discussion, because participants might miss 
something important (and because it is disrespectful of the others). 



Teacher Notes  Session 1: Group Work Information
  

 6  Dr Amanda Rasmussen 
  26 May 2020 

• Determine the action items that any decision requires, or think through how to carry 
out decisions. 

• Share failures as a team, never blaming only one or two members. 

• Look at failures as a way to improve the team functioning, because we can always 
learn something from failure.  

• Stay focused on the task on hand, and don’t engage in distracting behaviours. 

• Share all information, so that everyone is working from the same body of 
information. 

• Stay focused on the purpose of the team, which is to accomplish something 
together. 

Stages of group formation:  What to expect. 

There is a general progression that groups go through in completing the task set. It helps to 
be aware that these stages exist so that you can deal with each stage as it comes up. The 
points below are adapted from Bacon et al (1999) and Nazzaro and Strazzabosco (2003) 

• Forming (members become acquainted with each other and orient themselves to the 
task and the teams expectations 

• Storming (individual roles and personalities emerge and conflict occurs about the 
team’s mission, objectives and task 

• Norming (team conflict is resolved, members come to agree on team leadership, 
roles, and behavioural norms and team cohesiveness is established) 

• Performing (team focuses on productive interaction and problem solving) 

• Adjourning (members feel myriad of emotions as they experience the dissolution of 
the team once its mission is completed). 

 

References/Further reading 

http://www.teambuildinginc.com/tps/020c9.htm 
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Communication and Organisation in a Team  

It is very important to begin communicating and organising contact details and group 
meeting times from the very beginning of a team project. Many students comment that 
they had difficulty doing this and so we have provided space below to begin organising the 
team. 

 
Agree as a group 
on your mode of 
contact (circle): 

Phone Email 
Microsoft 

Teams 
 

      

   Name Contact details 

     
Copy down the 
contact details of 
each member of 
your group: 

Member 1:    
        

Member 2:    
         

      

  Member 3:    
          

      

  Member 4:    
          

 

Use the timetable below to agree on at least 2 hours in the working week when every member 
of your group is available. Use these allocated times for group meetings. 

 

  MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

08:00           

09:00           

10:00           

11:00           

12:00           

13:00           

14:00  Class         

15:00  Class         

16:00  Class         

17:00           

18:00           

19:00           
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Role Assignment Documentary Video 

When you sit back and watch a group you will see different patterns of behaviour.  For example, 
there will be at least one person who will tend to take control and lead conversation, there might be 
someone who remains quiet, someone who questions everything being said, someone who wants 
things to move faster.  These are just some of the roles that people often take on naturally according 
to their individual personality. Some more are listed below (Heller and Hollabaugh 1992). 

• Executive manager who designs plans for action and suggests solutions 

• The skeptic who questions premises and plans 

• The educator who takes on the role of explaining and summarizing 

• Record keeper who organizes and keeps track of results of the discussion 

• Conciliator who resolves conflicts and strives to minimize interpersonal stress. 

 

There are many different roles associated with the documentary video assignment. By 
acknowledging the different roles that different team members tend to assume the team will 
function more efficiently. This also highlights that the input from every individual is essential to the 
success of the assignment.  

Below are spaces for the team to come up with roles they tend to fill.  The name of the individual 
can be placed in the next space. Sometimes more than one individual may take on the same role. 
Feel free to add your own roles that aren’t mentioned above. 

 

Group member Strengths Role/tasks 

1. 

 

 

  

2. 

 

 

  

3. 

 

 

  

4. 
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Activity List and Calendar: Documentary Video 

There are many different tasks that will need to be done in order for the assignment to be 
completed by the deadline. The form below can be used to create an activity list with the name of 
the team member(s) that is going to do the activity and the date by which the activity will be 
completed. 

It is useful to think about the activity in relation to the role that it fits within. So for example an 
activity such as a narrator/reporter would be the job of someone who fits the role of being likely to 
voice opinions in meetings, someone outgoing, while the activity of film crew would be the job of 
someone quieter like the scribe.  

Use this table as a template for your team meetings. You can discuss progress of activities and 
update the table each meeting as a way of keeping track of each person’s contribution and what 
tasks have yet to be completed. 

 

Activity Name Date 
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Team meeting minutes template 
You can use this as a template for your meetings – you will find this in your Teams Collaboration 
space (Meeting Minutes) so you can keep all your meeting records together. 
  
Date:  
   
Format (in person/video call/chat session):  
  
  
Members present:  List whoever is present for this meeting  
  
  
Action points from last meeting: (won't be relevant for the first meeting in class!).  
  
  
  
Current discussion points:  
  
  
(first session will include agreed roles and discussion about the choice of topic)  
  
  
   
Agreed action points:  
  
This can be done in two ways:   
Action 1: research on plant sensing of soil salinity – to be done by Person 1  
Action 2: research on plant hormone responses to salinity – to be done by person 2.  
Etc  
  
OR  
  
Person 1: to find and summarise 2 papers on plant sensing of soil salinity,  
To start researching possible people to interview (to be further discussed at next meeting).  
  
Person 2: to find and summarise 2 papers on plant hormone responses to salinity,  
To look into video editing apps (to be further discussed at next meeting).  
  
Etc  
   
Agreed time and date for next meeting: Make sure everyone agrees on the meeting checking 
timetables and calendars and put the agreed time in whatever diary/calendars you each use.   
  
Location of next meeting (in person somewhere specific/ video call/chat session)   
The beauty of online collaborative software now is that meetings don't have to happen on the same 
campus or even in the same time-zone in the case of many of my science collaborations.  Just make 
sure it's clear which type of meeting you are planning so there is no confusion.   

 
 


