SESSION

Building
Effective
Teams
Facilitator’s
Script
@ Building
Effective
2hourstotal
Teams
0 Introduction and Overview
5 minutes .. . i .
Welcome to our training session on “Building Effective Teams.”
My nameis .Irepresentthevoice of
(family, early intervention, early care and education). Facilitating with
me today are (name/voice) and
(name/voice).
C Facilitators briefly introduce themselves and describe the unique
background and experiences they bring to this session.

Today, we'regoingtodiscussworkingtogetherasteamstobest serve
infantsand toddlerswithdisabilitiesand theirfamilies. As ourtraining
team illustrates, we believe collaboration among team members is
criticaltoprovidingeffectiveservicestoinfantsandtoddlerswith
disabilities and their families. Teaming enhances the expertise available
while lessening the workload of any one individual.

Teamingrequiresthatweagreeonthenormsforourteamandspend
time planning how we will work together.
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Inearly careand education programs, therearea variety of teams
serving young children with disabilities and their families, including
teams for the individualized family service plan (IFSP) and local
community collaboration groups. That's why we asked you to come
asteamstothissession.Allteams,no matterhow neworhow
experienced, must spend time on their teaming relationship if they are
to succeed.

Time and attention are necessary to develop and maintain all
relationships. Teaming may take place onavariety of levels withina
program or across programs in a community. Everyone working with
children with disabilities and their families must work as ateam to
ensure coordinated services.

‘ Add participant introductions/openers, as needed.
Review Learning Outcomes and Agenda.

See Facilitator’s Guide.

Learning Outcomes

H Handout #1: Learning Outcomes
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The learning outcomes for this session are:

¢ Participantswilldiscussthebenefits ofteaming and collaboration
to provide services for infants and toddlers with disabilities and their
families in communityprograms.

o Participants will identify guidelines for effective teamwork in their
programs and communities.

¢ Participantswillidentifytheircontributionstotheteamandwhatthey
need from other teammemobers.

Agenda

Agree on Ground Rules
Teaming and Collaboration
« View DVD: Teaming to Make a Difference
+ Large-Group Discussion
Why Team? Brainstorm and Discussion
Team Development: Characteristics of Effective Teaming
« Individual Reflection
+ Large-Group Discussion
Team Development: Developing Team Guidelines
« Small-Group Activity
« Large-Group Share-Back
Team Development: What | Bring/ What | Need
+ Individual Reflection
« Small-Group Discussion
Wrap-Up

Reflections/Continuous Improvement
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10 minutes
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25 minutes total

~

2 minutes

o

Agree on Ground Rules

See Facilitator’s Guide.

Chart and post ground rules.

Teaming and Collaboration

View DVD: Teaming to Make a Difference

Handout #2: Acknowledgements: Teaming to Make a Difference

Handout #3: Guided Viewing: Teaming to Make a Difference

This DVD, Teaming ToMake a Difference,was produced by the Hilton/
EarlyHead StartTrainingProgramin 2001.Pleasetake outyourGuided
ViewingHandout #3 torecordyourobservations. The peopleinthis
DVDgivespecificexamplesoffourskillsnecessaryforsuccessful
teamingandintegrationofservicesforinfantsandtoddlerswith
disabilities and theirfamilies:

¢ Listening
¢ Sharing

* Supporting
¢ Creating

Start DVD: Teaming to Make a Difference (11 minutes)
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C Large-Group Discussion

13 minutes Takea couple of momentsand thinkabout whatyouwouldsayifyou

were being filmed. Think about specific examples for each one of
those skills.

‘ How would you communicate your skills as
someone who listens, shares, supports, or creates?

’ Addanyofthefollowingkeypointsnotmentioned bythegroup:
¢ Listen: be open-minded, welcome new ideas, listen to tamilies
venting concerns, reassure, let them know it’s okay, empower, get
on the samepage

o Share:workas ateam, think ofthe bestinterests of the child and
family, keep eyes open, okay to have different opinions, give back
and share with others, be confidentin sharing

o Support: learn from others, parent-to-parent and the ripple effect,
empower, family network of support, jointvisiting

¢ Create:standbehindthestaffandenvironmentyouprovide,
developthesteps, mentorand evaluate, minimize paperwork,
streamlineforfamilies, help families achieve outcomeswith
support from other agencies, work with one child and family at a
time, just start, just doit

Each child and family has unique strengths and needs. Team
membershipwillvarytoreflectthesedifferences.Tomakethemostof
ateam’sdiversity, weallneed strongskillsinteamwork. Thiswillallow
ustoprovide effective, coordinated servicestoinfantsand toddlers
with disabilities and theirfamilies.
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Why Team?
Brainstorm and Discussion

More and more infants and toddlers with disabilities are receiving
services in natural environments with typically developing peers.
Inclusionhasmanybenefitsforinfantsandtoddlersandtheirfamilies,
aswellasforprograms, butitalsobringschallenges.Inclusionrequires
planning and coordination with families, within programs, and with
community partners.Teammembers mustwork collaborativelyand
use appropriate community resources to support young children with
disabilities and theirfamilies.

Families are the core of the team, and they bring important

contributionstothegroup.Whentheyhaveinformation, resources,
and support, families can assume leadership roles for their child and
family.Inaddition,teamdecision-makingisrequiredbyIndividuals
with Disabilities Education Act (IDEA) regulations and Head Start
PerformanceStandardstoensurecollaborationamongindividuals
working with infants and toddlers with disabilities and their families.

Considerthebenefitsofteaming. We'lldiscusstheseafteryouhavea
few minutes to think.

Allow participants 2 minutes toreflect.
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What benefits of teaming have you experienced?

p Addanyofthefollowingkeypointsnotmentionedbythegroup:

® VVOUIKINIY VWILTTITITUTILS Urd LOUUIETS VILTT UISUUITILES drid Uielr

families requires a team approach—no one person can do itall.

¢ Ateamapproachismandatedbyearlyintervention,PartC, and
otherearly care and education systems, such as Head Start.

« Infants and toddlers with disabilities and their families need the
supportfromtheteam providing care and services.

¢ Teamingensuresthatfamilieshavetheservicestheyneedina
coordinated way.

¢ Learningnewskillstoimplementinyourprogramis much more
likelytoresultinsustainablechangewhenteamssupporteach
other in theimplementation.

o Teamworkisaskillthattranslatesintoavariety of situations—
family, work, social groups, etc.

Whatwe'dlikeyoutoaccomplishinthe 3 activities overthe nexthour
istoexploreaspects of teaming thatwill supportyouand yourteam
members to provide coordinated services to infants and toddlers with
disabilities and theirfamilies.

First,youwillexploresomeofthecharacteristicsof effectiveteams,

based on your collective experiences. Then you will apply these
characteristics to develop guidelines for how you want the teams
youworkontofunction.Thefinalactivityisdesignedtoassistteam
members in identifying their strengths and contributions to their team.

13
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20 minutes total

5 minutes

Itwillhelptoidentifywhatindividualteammembersneedfromone
another so that the team can function most effectively.

Thesediscussionswillassistteamsin buildingon the strengths within
their group and creating supports to enable everyone to continuously
improve his/her performance.

Team Development:
Characteristics of Effective Teaming

Individual Reflection

Handout #4: Creating an Effective Team

We work as team members in a variety of situations throughout our
lives. Thinkabout a successfulteamyou havebeena part of. It could be
abaseballteam,achurch group organizing a bakesale,ajob-related
team, oranyteamwhereyouworked with otherstoaccomplishagoal.
Itcanbeasmallactivity oralargeone.Take2 or 3 minutestothink
aboutwhatcharacteristics of theteammadeit successful. Writethose
characteristicsin the left-hand column of your handout.

Allow 2-3 minutes for participants to record their thoughts.
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C Large-Group Discussion

15 minutes

‘ What characteristics did you find that contributed
to a team’s success?

Add any of the following key points not mentioned by group:

Effective teams...
« Share acommon goal or purpose

» Feelpassionateaboutandreallywanttoachievethecommon
purpose

« Adaptindividual efforts toensurethat the group effortis on target
o Encourage, inspire, respect,and complimentfellow team members
+ Draw awide variety of strengths from team members

& Practicetogethersotheylearn to coordinate theirefforts

o Understand and follow rules and guidelines

« Communicateideas, suggestions, questions,and concerns

15
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Team Development:
Developing Team Guidelines

Small-Group Activity

Let'slookatthecharacteristicsof effectiveteamsyoujustidentified.
The purpose ofthisnextdiscussionisforyourteamtothinkthrough
how you will work together as ateam. You will have 15 minutes to
developthecharacteristicsyouwantyourteamtohaveasyouwork
withinfantsandtoddlers with disabilities and theirfamilies.

Asyouidentifywhatcharacteristicsyouwanttohaveasyouwork
together, write them in the right-hand column of your worksheet.
These may serve as guidelines for your team interactions. Select
someonetoshareoneofyourteamingguidelineswiththelargegroup
when we come backtogether.

Facilitatorsmaywanttohave examples ofteamingguidelinesasa
backup if participants need additional support. Examplesinclude:

¢ Acknowledge my own expertise and areas of weakness
¢ Trustthateachteam member is doing his/her best

Supporteachothertobalance our personal and professional lives

*

Validate each other’s efforts

4

+ Maketimeto celebrate our accomplishments
¢ Have fun; workhard

Stay on time and ontask

4
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Large-Group Share-Back

Please share one of your teaming guidelines. We have 5 minutes.

Wehopethatyouwillusetheguidelinesthatyouhavedeveloped
todaytoenhanceyourteamingwithinyourprogramsandinyour
communities. When you attend to your team process and relationships,
you facilitate coordinated services to young children and their families.

Team Development:
What | Bring/What | Need

Eachteammember bringsa unique personal style and set of
experiences that contribute to the success of the team'’s efforts.
Eachpersonneedstothinkabouthis/herpersonal contributionsand
thoseoftheotherteam members.Inaddition,teammembersneedto
know howto best supporteach otherwithintheirteam.Wemustalso
considerthebehaviors and characteristics each of usmustadoptto
become members of a collaborative team.

Individual Reflection

Handout #5: What | Bring to My Team/What | Need from My Team

Please find Handout #5 and use it to record your reflections in the
nextactivity.Intheleft-hand columnoftheworksheetcalled “What
IBringtoMy Team/WhatINeedfromMyTeam,”writethe unique
characteristics, strengths, skills, experiences, or areas of expertise you
bringtoyourteam.Takeabout5minutestoconsiderand writedown
your ideas.

17



10

S )N

15 minutes

5 minutes

Building Effective Teams

Allow 5 minutes for participants to record their thoughts.

Intheright-hand column, writetheareasin whichyoufeelyouneed
supportfromtheteamtoperformatyourbest. Takeabout5minutes
to think about and write down your ideas.

Allow 5 minutes for participants to record their thoughts.

By considering our individual strengths and needs and by sharing them
withoneanother,teammembersbecome moreawareof and sensitive
to one another, and the team becomes stronger.

Small-Group Discussion

Inyourteams, take 15 minutestodiscusswhateach of youbringsand
needs. Make sure each team member has time to share.

Wrap-Up

Today, we discussed the importance of teaming to include infants
andtoddlerswithdisabilitiesand theirfamiliesinyourprogramsand
communities. You identified the characteristics of effective teams and
thosewewanttoapply toyourteams. Youalso examined whateach
personbringstoyourteamsandwhatyouneedtobe mosteffective.
By knowing what each team member contributes, and by responding
toyourteammates’ needs, team membersare able tosupportone
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another in their common effort—the inclusion of infants and toddlers
with disabilities and their families.

Do you have any questions about today’s session?

Review Learning Outcomes.

See Facilitator’s Guide.

Reflections/Continuous Improvement

Wewould like to give you an opportunity to thinkabout how this
sessionappliestoyourworksituation.Pleasetakeafewminutesand
list 2-3 strategies you can start to use right away.

Gather Continuous Improvement feedback.

See Facilitator’s Guide.

Yoursuggestionsforimprovementshelp ustomakeoursessions
responsivetoyourneedsaslearners.We'dliketohearaboutwhat
workedforyouinthissessionand whatcould be donetofacilitate your
learning.

19
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Dividea piece of chart paperintotwo columns,asshown.
Entitle one column “What worked?” and the other column
“Suggestions for improvement.”

What worked? Suggestions for
improvement

Chart participants’ comments without rebuttal or discussion.
Facilitators can act on these suggestions, as appropriate,in
future training sessions.

What worked for you today?

What suggestions for improvement do you have?

Thank you for your participation today.

End training session
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