SEEERS Guides

To support you throughout the second year
tutorial system there is a series of SEEERS
(School of Electrical and Electronic Engineering
Resource Supplements) Guides. These are
designed tfo provide timely information and
advice. This is the third such guide.

SEEERS Guides to:

. Second Year Tutorials

. Manchester Steps

. Small Group and Team Work
. Searching for Information

. Project Planning

. Group Presentations

. The Marking Scheme

Useful website:

www.humanities.manchester.ac.uk/studyskills/
groups
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10 Pieces of Advice

These ten pieces of advice for groups engaged
in teamwork are based, as much of this guide is,
on:

Gibbs, G. (1995) Learning in teams: A student
guide. Oxford: Oxonian Rewley Press.

1.  Beclear what the project is about.

2. Get to know your feam members.

3. Take the trouble to build a real team.
4

Decide how you would like it to be,
establish ground rules.

o

Make sure someone is doing it.
Divide up the project and share it out,

7. Have proper meetings and not disorganised
chats.

8. Discuss how it is going.
9. Give each other feedback—gently.

10. Plan your team presentation carefully.
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The Experiential
Learning Cycle

Team work involves a multitude of related skills.
Developing these skills takes time and practice,
however practice by itself is not sufficient.
Reflection and developing your own ‘informal
theory' of what works and what doesn't are also
important. Use the experiential learning cycle
to develop those skills.

Principles

Doing: using team working skills,

Reflecting: discussing how it went, thinking back
Forming Principles: summarising ideas, reading,
Planning: preparing for team work.

Kolb, DA (1984) Experiential Learning,
Prentice—Hall.
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Introduction

Make sure you do not belong to this group ...

A team of students had four members called
Everybody, Somebody, Anybody and Nobody.
There was an important job to be done.
Everybody was sure that Somebody would do it.
Anybody could have done it, but Nobody did it.
Somebody got angry about that because it was
Everybody's job.  Everybody thought that
Anybody could do it but Nobody realised that
Everybody wouldn't do it. It ended up that
Everybody blamed Somebody when Nobody did
what Anyone could have done.

From Gibbs, 6. (1995) Learning in teams: A
student guide. Oxford: Oxonian Rewley Press.
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Communication:
Contact

Successtul teams keep in contact.

Today there are many communication
technologies that allow you to keep in contact:
phones, mobile phones, text messaging, e-mails
and instant messaging. You need to decide what
method is going to work for you.

Which forms of communication do you prefer to
use and use frequently?

Make sure that all the team members have your
contact details and agree how they are fo be
used.

Synchronous Communication

Sometimes you may need to interact and discuss
things for this you will need to use phone calls
or instant messaging.

Asynchronous Communication
Sometimes leaving a message is sufficient, such
as using voicemail, text messaging or e-mail.

Make sure that you can be reached: switch on
your phone, check your messages and e-mails.
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Receiving Feedback
« Listen to the feedback.

o Consider it careful, dont reject it
immediately.

o  Express your thoughts about the feedback.

o Tell the person whether you intend to
change and how.

o Tell the person how they could support you.
e Thank them for the feedback.

Giving Feedback

o  Bedescriptive rather than judgemental.

o  Use "I" language, say what effect it has on
you.

«  Be specific rather than general.

. Give feedback on behaviour that can be
controlled and changed.

e Check the accuracy of your feedback with
other group members.

o  Give feedback at the earliest opportunity.

e Check that you have given the feedback
clearly, ask the person to rephrase it.
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Feedback

Giving and receiving feedback are important
skills, especially in working as a team and solving
problems. This needs to be done sensitively and
skilfully to be effective and avoid generating
bad feeling.

Eliciting Feedback

People are more likely to listen to you if you can
demonstrate that you are listening to them.
The easiest way to give feedback is to build it
seamlessly into the process of gathering
feedback. There is a three stage model for
feedback:

1. What's gone well?

If you start with something positive you gain

interest and people are less likely to be

defensive.

2. What could be improved?

Look forward not back. "Should have's” induce

feelings of guilt and sap energy.

3. What specifically could we do differently
in the future?

Produce an action plan, identify next steps.

Agree in detail who will do what differently.
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Communication:
Meeting

Meet Face to Face

Meeting face to face is vital for a team to work:

. There are more modes of communication:
voice, expression, body language and
gesture,

e You can communicate through talking,
writing, drawing, even miming and model
building if need be,

. It is easier to have team discussions and
make team decisions,

. You can share resources such as notes,
textbooks and magazine articles, which
may be difficult to share electronically.

Arrange regular team meetings, agree times and
places that are convenient. It is easier tfo
cancel a regular meeting than it is arrange a new
one when you need it.

Use the empty tutorial slot and agree another
time during the week that you can all make.
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Communication:
Sharing Information

Exchanging Files and Resources

When working on a project it is likely that you
will want to share information and exchange
files, these may be electronic resources that
you have found. When working on reports and
presentations or other electronic based
applications, you may want to exchange and
share files.

For this you will need some electronic based
communication with file storage space
associated.

This could be your e-mail account, some groups
have used gmail (www.google.com/accounts) and
smart groups (www.smartgroups.com) to do
this.

When sharing files you may need fo agree how
they are accessed and changed. Agreeing
policies on version control and how contributions
are going to be combined may be useful.

Remember to back up your files!
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Team Interactions

Teams have two basic objectives: to complete
the task and to maintain a functioning team.
Working on the task can create tensions
between team members, these can be relieved
through positive social and emotional
interactions. How does your team interact?

Bales created an instrument (below) for
observing these interactions.

Bales R.F. (1950) Interaction Process Analysis:
A Method for the Study of Small Groups. USA,
Addison-Wesley.

Socio-emotional fl. Shows solidarity
Area: = 2. Shows fension release
Positive >3. Shows agreement
4. Gives suggestions
5. Gives opinions
Task Area: < 6. Gives information
Neutral 7.  Asks for information
8.  Asks for opinion
9. Asks for suggestions
Socio-emotional 10. Disagrees
Area: = 11.  Shows tension
Negative __12.  Shows antagonism
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You and your team mates may take up these
roles. However, your team may not be balanced
and you may need to review your collective
strengths, preferences and weaknesses to
ensure all the roles are being covered.

Belbin R.M.(1981) Management Teams. Heinmann

Cerebral Roles

Plant
Produces ideas, imaginative, unorthodox,
radical, clever, uninhibited.

Can be over-sensitive, prickly. May need careful
handling.

Monitor-Evaluator
Careful, makes intelligent judgements, tests
out ideas, evaluates proposals, helps the team
to avoid mistakes.

Can become isolated and aloof, pessimistic or
over-critical.

Specialist
Single-minded, self-starting, dedicated.
Provides knowledge and skills in rare supply.

Contributes only on a narrow front. Dwells on
technicalities.
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Team Development

Groups go through five developmental stages:
Forming: There is a period of uncertainty as
members try to determine their place in the
group and how it operates.

Storming: Conflicts begin to rise as differences
in values come to the surface and are
contested.

Norming: The group establishes cohesiveness
and commitment, discovering ways of working
together, setting up norms of appropriate
behaviour.

Performing: The group now works efficiently on
the tasks assigned and becomes more flexible in
the ways of working together.

Adjourning: The group has completed its task,
reflects on and shares its good practice.
Relationships established may extend beyond
the life-time of the team.

Your team may go through these stages, so be
prepared. Some teams regress fo the storming
stage when they meet a crisis.

Tuckman, BW., & Jensen, M.A.C. (1977).
'Stages of small group development revisited',
Group and Organizational Studies, 2, 419- 427.
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Team Roles

As well as the roles of chair, scribe, observer
and time-keeper team members may take one
or a humber of distinct personality roles within
the team.

Action-orientated roles:

Shaper
Energetic, drives everyone along, needs to
succeed, makes things happen.

Can be disruptive and argumentative, impatient
and a problem if things don't go their way.

Implementer

Methodical, hard-working, reliable, orthodox,
turns ideas into plans which are feasible and
gets down to the tasks which need doing.

Can be inflexible and uninspiring.

Completer-Finisher

Painstakingly conscientious, follows through and
works hard to finish things properly. Meets
deadlines and pays attention to detail.

Can be over-anxious and perfectionist.

Belbin (1981), observing over 200 teams
identified these nine distinct types of
behaviour.

It is important to achieve a balance of these
roles within a feam. Often people take on a mix
of these roles.
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People-orientated roles:

Co-ordinator

Self-confident, commands respect, good
speaker, thinks positively, good at guiding the
team.

Can be domineering and bossy.

Team Worker
Sympathetic, understanding, sensitive, shows
strong concern for social interaction, leads
from behind.

May be indecisive.

Resource Investigator

Finds things out, always knows some who ...,
brings information back tfo the team,
enthusiastic, gregarious.

Can be lazy and complacent.

SEEERS Guide to Small Group and Team Work — Page-7




