Team-Building Tips
Revised and retyped directly from:  Team-Building in the Child Care Work Place 

By Carol Wagg

Posted originally by: The Canadian Child Care Federation, September 1996

Strategies for recognizing that team members are people with different backgrounds, skills, and strengths:

· Include staff members in interviewing and selecting their future co-workers

· Include in job descriptions and performance evaluations items related to working as effective team members; develop a written policy about avoiding negative attitudes, malicious gossip, and lack of support for colleagues (this type of information is included in codes of ethical conduct such as that published through NAEYC)

· At staff meetings recognize reasonable risk taking…attempts at innovations…even the ones that don’t quite work!  This can be a time to brainstorm ideas to make them work.  You may even consider the “Ooops Awards” for innovations tried but not yet successful!

· Post a sign in the teacher’s lounge that says, “When we all think alike, no one is thinking very much!” 

· Help everyone understand that some conflicts within a team are perfectly normal.  Don’t avoid them.  Accept conflicts as opportunities to clarify problems and work on them.   

· Identify each team member’s strengths and weaknesses; this can be done through self perception as well as by having team members identify what they perceive as other’s strengths and weaknesses.

· Each team member needs to list and act on their own personal goals as a team member.  For example, “One thing I’d like to do more of is…;” and one thing I’d like to do less of is…”

· Help staff get to know their teammates; everyone is unique.  Have each person write three important traits about themselves; put the unsigned list in a container.  At each meeting, select one to read.  Everyone can try to guess who the traits belong to!    

Strategies to help a team share a common goal:

· Ask staff to write and share what they each perceive to be the team’s mission or goal.  This will help you see if everyone is in agreement with the purpose of the team.

· It may be helpful to develop a mission statement that clearly delineates the goal.  A good mission statement is:

· Brief (short enough to put on letterhead or business cards)

· Inspiring (this is the team’s reason for being!)

· Clear (it clarifies what you do and whom you serve).  For example, if your mission is to utilize current research-based practices then staff members refusing to do so are contradicting the team goal.

· Dream!  Brainstorm a long term vision for your program.  What would you like to see happen next month?  Next year?

· Create a shooting target for monthly team goals.  For example, post the monthly team goal in a circular sign in the middle of the dart board (example: an innovative early childhood open house for school personnel). Team members can write on paper arrows what they plan to do to help achieve the goal.  This is a great visual statement of the team goal along with each member’s commitment to support it.  This also helps team members see how their actions are connected.   

Strategies to help a team work together to achieve the common goal once it’s been identified:

· Post or distribute the meeting agenda in advance and ask for input for additions or deletions

· Ask team members to take turns leading part or all of the meetings

· Share problem-solving by brainstorming ideas to solve concerns or problems

· Share the glory by recognizing team members for efforts and achievements;  use newsletters and public recognition

· Share the load by making and posting a “monthly action plan” (M.A.P.);  here’s an example:


Strategies to encourage good communication skills: 
· Make attendance at meeting a mandatory part of job descriptions

· Make sure meetings are regularly scheduled, well organized, move quickly through the agenda, and include time for fun, food and camaraderie

· Establish a staff communication board or personal teacher mailboxes to make sure important messages are not missed

· Place a wipe-off  board somewhere central where so staff can informally write jokes, funny anecdotes, positive quotes and comments

· Teach everyone about active listening skills, problem-solving, and conflict resolution

· Smile!  Non-verbal communication is very important

Strategies to help a team celebrate!

· Have Fabulous Food Fridays in a staff lounge

· Create a team chant or cheer

· Post fun and interesting “Gotcha” photos showing staff on the job

· Start a gift fund for purchasing small gifts to celebrate births, birthdays, engagements, anniversaries, etc.

· Establish something special for staff birthdays such as a shorter work day or longer lunch

· Have surprise celebrations for no particular reason

· Plan an after work activity just for the people on your team

Staff Meeting Checklist( :

(
Meetings need to be held regularly and often; set dates for the year if possible

(
Attendance is mandatory

(
Agenda is posted or distributed prior to meetings

(
Items can be added to the agenda by team members; the meeting leader contacts those people who have added items ahead of time to determine if and how they can be included

(
Rotate the responsibility for leading part of or the entire meeting

(
Start and stop meetings according to the predetermined time; do not allow discussions to drag on

(
Some professional development information is part of each meeting

(
Some fun and camaraderie are part of each meeting   

(
Notes from each meeting are posted or distributed as soon as possible

Six Steps to a Staff Meeting:

  Step 1: Start on a positive note and use the 3R’s – reward, recognition & recreation
· Recognize specific team accomplishments since the last meeting

· Ask, “What has happened since our last meeting that you are most proud of or regret?

· Thank people for extra time and work

· Recognize anyone who has experienced change (new staff, promotion, course work, etc)

· Give the mistake of the month award to encourage risk-taking

· Provide food

· Have fun—plan an icebreaker—for example, give each person a small paper bag prior to the meeting and have them put a personal item in it…redistribute them at the beginning of the meeting and each person can open one and try to guess who the item belongs to!

Step 2: Create continuity from one meeting to the next

· Review the decisions and action plans from the last meeting and get a progress report including, what got done?  What concerns do you have?

Step 3: Create a new action plan

· Identify new tasks—what needs to be done, by whom, and when? Write these out with clear responsibilities and time frames.

· Identify any problems that need to be solved—this is not complaining; the goal is to identify the problem and focus on solutions and actions.  Brainstorming is helpful here.

Step 4: Include professional development activities

· Even five minutes worth is valuable so that team members feel like the meeting is a good investment of their time

· Play a few minutes of a related DVD or video which can be made available to the staff to view at their convenience

· Share (or ask fellow staff to share) handouts or brief summaries from recent workshops, articles, courses, etc.

· Arrange for a guest speaker

· Point out new materials or books that have been added to the school’s professional resources

Step 5: Share general announcements

· Provide these in written form and be brief—list key information only

Step 6: End the meeting very positively!

· End on time—even if you don’t get to everything

· Avoid shouting reminders to people as they are going out the door

· End with a joke, a song, or a humorous or heartwarming experience you have observed at the school

· Thank everyone for their time 
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