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Evaluate Your History:

Build an Effective Team

It is always helpful to review your teamwork—how you’ve worked together so far—before starting a new project. Look over this list, give yourselves a report card, and plan for any needed improvements.

Grades:  A = great   B = very good   C = passable

D = need lots of improvement   F = need total change
	Activity/situation
	Grade
	Lessons learned
	Positive changes to make



	MEETINGS


	
	
	

	Everyone scheduled attends


	
	
	

	Begin and end on time


	
	
	

	Stick to the agenda


	
	
	

	Accomplish agenda items (effectiveness)

	
	
	

	Identify next steps


	
	
	

	Everyone’s voice gets heard


	
	
	

	Everyone’s opinion is respected


	
	
	

	DIVISION OF LABOR
	
	
	

	Make sure task ownership is clear


	
	
	

	Avoid “lopsided” work distribution


	
	
	

	Track documents so most current version can be easily identified


	
	
	

	ACCOUNTABILITY


	
	
	

	Complete meeting follow-up items according to schedule


	
	
	

	Share communication in a timely way


	
	
	

	Let others know when you need help 


	
	
	

	MANAGEMENT
	
	
	

	Helps each person be clear about their role


	
	
	

	Designs well-planned meeting agenda


	
	
	

	Makes sure everyone gets their say at meetings and other work related situations


	
	
	

	Has realistic expectations of staff; helps them avoid burn out. 


	
	
	

	Helps staff resolve conflicts and avoid lingering resentments


	
	
	

	TELECONFERENCING


	
	
	

	Use to keep part time staff and out-of-agency partners active on the team


	
	
	

	Distribute agenda in advance with date, time, topics, dial in number, pin code, and time zone considerations


	
	
	

	Each person identifies before talking


	
	
	

	Make it easy to hear (don’t shuffle papers, etc.)


	
	
	

	Begin and end on time
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