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LG 
#7 

LO#1- Describe team role and scoop 

Instruction shee 

This learning guide is developed to provide you the necessary information regarding the 

following 

 Sources of information 

 Role and objective of the team. 

 Team parameters relationships and responsibilities from 
 Team discussions 

 Appropriate external sources 

 This guide will also assist you to attain the learning outcome stated in the cover page. 

Specifically, upon completion of this Learning Guide, you will be able to – 

 The role and objectives of the team are identified from available sources of information 

 Team parameters, reporting relationships and responsibilities are identified from team discussions and 
appropriate external sources  
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Learning Instructions:  

 
1. Read the specific objectives of this Learning Guide.  

2. Follow the instructions described below .  

3. Read the information written in the information ―Sheet 1,and  Sheet 3 . 

4. Accomplish the ―Self-check   

 

Information Sheet 1 Describe team role and scope  

1.1 Identifying team role and objective 

Definition of team? :  

Two or more people working interdependently towards a common goal, getting a group of 

people together does not make a ―team.‖ A team develops products that are the result of 

the team's collective effort and involves synergy. Synergy is the property where the whole 

is greater than the sum of its parts.  

Team Building: The process of gathering the right people and getting them to work 

together for the benefit of a project. 

Working in a team is a process that allows a group of people with common objectives and 

complementary knowledge, to reach their common goals, whose responsibility or 

fulfillment is incumbent of them all. 

Team Building Objectives 

http://www.seekinusa.com/jobs/team-work.asp
http://www.seekinusa.com/jobs/how-to-write-a-good-objective.asp
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All participants will engage in a meaningful and active exploration of the issues facing the 

group and how good team and leadership skills benefit all team members. Particular 

attention will be paid to objectives set out by the client; some examples are: 

-Giving the team an opportunity to have some fun together. 

-Emphasizing leadership skills as integral to great teamwork 

-Exploring ways the team sees your organization‘s mission and values applied in their 

day-to-day work lives. 

Thus, it is important to identify the role and objective of team from available sources of 

information 

What is an ideal work environment? Answer to this question may be very subjective. 

An ideal environment of a person may not be very comfortable for others because of 

different people who come from different backgrounds, ethnic races; languages, faiths, 

political views and most importantly have different psychological behaviors. So what kind 

of environment can an employer provide to employees which doesn't make the 

environment alien for them and eventually getting the best out of employees without 

having them to leave there comfort zone. This will make employees more focused on 

work rather than the issues caused due to work environment. Development of a 

professional working environment should be an evolutionary process. It is not just about 

the bookish human recourse management methodologies rather it should be based on 

problems and concerns of employees at the organization in real terms. By doing this 

employer will be able to develop realistic, practical and employee friendly methodologies 

which may eventually lead to better work environment for the mutual benefit of the 

employer and the employee. Do you consider yourself a team player? Do you work alone 

often and very rarely seek help or give advice to others? Many people prefer working 

alone and thus they never gain any additional knowledge from the experience of others. 

When you work in a team environment you have the opportunity to learn and help others. 

Therefore you will accomplish more.  

           You do not necessarily have to work as a ''team'' in the sense that there are five 

basketball players on the court or 11 football players on each side of the ball on the field. 
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When you are applying the ''team'' concept, you can work with as little as one other 

person. No matter how many people you work with, 100 or 1, the point is that you 

collaborate with them as often as possible when needed. 

          When working in a team environment, people will have different opinions and 

ideas. You must be willing to express your own ideas while listening and accepting others 

ideas in a respectful manner. If you immediately shoot down a persons' idea because you 

feel it is a ''stupid idea'' or ''doesn't make sense'' then you are not being a team player. 

The most successful companies, regardless of which country they are located in or what 

they sell all must work as a team to achieve the ultimate goal, which is creating a 

profitable business and make it run as efficiently as possible. 

        There are different roles that those working in a team will undertake for the most 

part. When working in a team environment, one must understand what their role is. If 

everyone is doing the same job or trying to be the ''leader'' little will get accomplished. 

There are specific names for those working in a group dynamic such as the ''specialist'' - 

a team member who has the majority of the knowledge in a given subject, the ''plant'' - 

the creative innovator who strives to think of new ideas and ways to approach a situation, 

''shaper'' - a team member who seeks to get the very best out of the team and tries to 

instill enthusiasm and confidence in the team. 

Whether you are assigning your team members jobs or are doing a job yourself, it is 

important to understand what an individual can handle and what you can handle yourself. 

If you have a question then ask the question before you get started on your work. When a 

team is failing in one aspect, it may fail entirely. 

Knowing what your team members are capable of will give you the advantage in 

succeeding. Why? If you assign a job that you know that person isn't ready for yet, they 

will struggle and fail to deliver the assignment. If you assign that assignment to someone 

who has experience in that particular field, then the work will get done in a timely fashion. 

When working in a team environment, it is important to be willing to listen to people and 

be open to new ideas. There is nothing a well-organized team can't accomplish. If you 

come across someone who isn't willing to work in a team environment, you must stress 

the importance of the team concept. Use old clichés like, ''There is no I in team'' in order 

http://www.hound.com/gjsearchresult.php?q=team+members&l=&country=&js_radius=25&js_fromage=&usub=1
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to get your point across. The faster you are able to make them understand that the team 

is more important than one individual, the faster you can resume your own duties. 

What makes a team? 

 Common goal  or purpose or objectives 

 Awareness of membership and commitment 

 Common operating norms 

 A need for each other/interdependence 

 Accountability to a higher level 

 Acts in unity, almost like a single organism. 

What exactly is a team Role? 

A Dr Meredith Belbin defines a team role as "Our tendency to behave, contribute and interrelate with others 

in a particular way."   

Knowing everyone's role and being familiar with the responsibility of those roles create 

efficiency and flexibility. Ideas for clarifying roles of the team include: 

 Review team members' roles frequently.  

 Relate team member expectations to the team's overall purpose.  

 Clarify responsibilities when action planning.  

 Learn what others do on the team.  

 Figure out ways to help each other. 

 

 

1.1.1 Working activities in a team environment 

A team environment is essential to a workplace. A team is defined by its 

composition, culture, and goals. It is made up of people with complementary skills 

who have common goals.  

To find out, it is important to look at the team environment, which is the milieu in 

which the team operates. This is comprised of three elements: 

 The composition of the team 
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 The culture of the team 

 The goal of the team 

The composition of the team is the people and skills that comprise the team. 

Culture is the shared values of the team. 

Goals o f the team are the overreaching aims that the team is trying to accomplish.  

Here are five opportunities to turn everyday moments in to team building activities 

for work place performance: 

 Revel the trouble with communication  

 Wipe out cynicism for innovation 

 Strengthen relationships and collaboration  

 Unite behind the common goal 

1.1.2 Limiting discretion, initiative and judgment 

Judgment has a number of meanings, so some additional clarity is needed. To 

address our questions on judgment and decision making, we are excluding specific 

legal definitions. For our purposes, we will confine the meaning of judgment to  

 The ability, capacity or facility to make considered and effective decisions 

come to sensible conclusions, perceive and distinguish relationships, 

understand situations, and form objective opinions especially in matters that 

affect action. 
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Self-Check -1 Written Test 

 

Directions:  Answer all the questions listed below. Use the Answer sheet  

Give the short answer  

1. What is team? 

2. What exactly is a team Role? 

3.  What is the composition of the team? 

 

 

 

 

Note: Satisfactory rating -  5 points  Unsatisfactory - below 5 points  

You can ask you teacher for the copy of the correct answers 

 

 

Information Sheet 2- Identifying team parameters, reporting 
relationships and responsibilities 

2.1 Identifying team parameters, reporting relationships and responsibilities 

What are team parameters? 

No team can work ethically or efficiently without defined and consistent parameters. 

Parameters keep the team focused and provide a policy. 

1. Unassigned responsibility. Within a socio-technical system, the responsibility for some 

critical task is not assigned to any agent. This is most common in circumstances where 
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the system designers only consider what normally happens and do not think of how 

exceptions are handled. When such exceptions arise, it is not clear who should take 

responsibility for dealing with them. 

2. Duplicated responsibility. This occurs in a system when different agents believe that 

they are the holder of some responsibility and each acts to discharge that responsibility. If 

each agent interprets the responsibility in exactly the same way, then this simply results 

in inefficiency. If, however, they interpret it differently, inconsistent information may be 

created and problems may arise when one agent interprets information created by 

another. 

3. Un communicated responsibility. In this situation, there is a formal assignment of 

responsibility (typically to a role) but this is not communicated to the agent assigned to 

that role. Therefore, they are not aware that they should discharge that responsibility. 

4.Mis assigned responsibility. In this situation, the agent who is assigned the 

responsibility does not have the competence or resources to discharge the responsibility. 

Therefore, the proper discharge of the responsibility cannot be guaranteed. To reason 

about mis assigned responsibilities, you need to understand something about the nature 

of the responsibility as well as the responsibility. 

5. Responsibility overload. This vulnerability arises when the agent who is assigned a set 

of responsibilities does not have the resources to properly discharge all of these 

responsibilities. This is particularly likely to arise when an agent must handle exceptions 

that arise at the same time as other responsibilities that they must discharge. 

6. Responsibility fragility. This occurs when a critical responsibility is assigned but there is 

no backup assigned who can take over if the responsibility holder is unavailable. This is a 

particular problem for time critical responsibilities where there is not an option of simply 

delaying the responsibility discharge until the holder becomes available again. 
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 Self-Check – 2                     Written Test 

 

Directions:  Answer all the questions listed below. 

Directions:  Answer the questions listed below: 

1. What are team parameters?(15)-------------------------------(5 points) 
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LG #9 LO #2 Identify own role and responsibility within team 

Instruction sheet 
This learning guide is developed to provide you the necessary information regarding the 

following content coverage and topic– 

 Identifying individual role and responsibilities. 

 Roles and responsibility of other team members. 

 Reporting relationships within the team and external to team 
 This guide will also assist you to attain the learning outcome stated in the cover page. 
Specifically, upon completion of this Learning Guide, you will be able to – 

 Individual role and responsibilities within the team environment are identified 

 Roles and responsibility of other team members are identified and recognized 

 Reporting relationships within team and external to team are identified 

Learning Instructions:  

Note: Satisfactory rating -  5 points  Unsatisfactory - below 5 points  

You can ask you teacher for the copy of the correct answers. 
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1. Read the specific objectives of this Learning Guide.  

2. Read the information written in the ―Information Sheets 1‖. 

3. Accomplish the ―Self-check. Request the key answer / key to correction from your teacher or 
you can request your teacher to check it for you.  

4. If you earned a satisfactory evaluation proceed to ―Information Sheet 2‖.  However, if your 
rating is unsatisfactory, see your teacher for further instructions or go back to Information Sheets 
1. 

5. Read the information written in the ―Information Sheet 2‖. 

6. Accomplish the ―Self-check 2‖.  

 

Information Sheet 1- Individual role and responsibilities 

2.1 Individual role and responsibilities 

It is important that every member of a team has a full understanding of the capabilities 

and roles of individual team members. Each must know his or her role, the role of others, 

and to who they may look for resources and support. Without this knowledge, the team 

will not achieve its performance potential. If the responsibilities of team members are 

clearly defined and documented, each team member will be accountable to each other 

and to the group for the fulfilling of their responsibilities. The ground rules established in 

the formation of the group should address responsibilities and tasks and likewise identify 

remedies and protocol when individual and group responsibilities are not fulfilled. In order 

for team members to "own" their role and responsibilities, they should document their 

perceptions of their role within the team. Only when team members have fully bought 

intothe team's purpose and their role within it can they be held fully accountable. 

Naturally, it is important that the roles and responsibilities of team members complement 

one another and represent a unique and useful asset to the team. Selecting individuals to 

take part in a team requires thoughtful consideration. Depending on the size of the team 

and scope of its purpose, teams may include a core group which is fully accountable for 

the results, as well as extended or ancillary members who bring unique knowledge to the 

team. Flexibility and adaptability are necessary in new teams as their purpose and needs 

evolve. 
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The ideal way of building relationships with team members is to spend time together, 

face-to-face. As mentioned earlier, this can be difficult in virtual teams whose members 

may reside continents away. LaFasto and Larson suggest that it is even more important 

for virtual teams to connect in person on a regular basis: "For a group of regional 

managers spread across the country or around the world, ensuring adequate face time 

might mean meeting together every quarter to calibrate major activities, explore common 

challenges, and confirm relationships". 

When relationships between team members are built and confirmed on an ongoing basis, 

a culture of trust will exist even when members are working virtually with one another. 

The way a group behaves and performs affects individual members. When trust is 

present and group behavior is positive, so too will be team member's evaluation of the 

experience. An individual's positive evaluation of the team leads to greater trust and 

ongoing participation.  

 

Team leaders are expected by people outside of the team, as well as the members 

within, to manage much of the team's contacts and relationships with the rest of the 

organization. You must communicate effectively the team's purpose, goals, and approach 

to anyone who might help or hinder it. In addition, you need the courage to intercede on 

the team's behalf when obstacles that might cripple or demoralize the team get placed in 

their way. 

 

 

 

Directions:  Answer all the questions listed below.  

1. What are the roles of individual in team work?----(5points) 

Self-Check -1 Written Test 
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Note: Satisfactory rating -  5 points  Unsatisfactory - below 5 points  

You can ask you teacher for the copy of the correct answers. 

 

 

 

 

 

 

Information Sheet 2 Identifying and recognizing roles and 
responsibility of otherteam members 
 

2.2 Identifying and recognizing roles and responsibility of otherteam members 

The responsibilities of the sports team manager are many and varied and include the 

following: 

 Providing a safe environment  

 Encouraging and promoting fair play 

 Being sympathetic to the needs and concerns of team members, particularly those 

who may need additional support 



 
 

Page18 of 35 

 
Federal TVET Agency 
Author/Copyright  

TVET program title-  footwear 

production Level-II 

Version -1 

November ,2020 

 
 

 Supporting and liaising with other key ‗players‘  

 Liaising with external organizations 

 Being knowledgeable about your sport and the rules of competition 

 Providing effective and timely communication to all relevant organisations and 

individuals  

There are four main types of roles:  

 • Task roles  

  Functional roles  

 Maintenance roles  

  Dysfunctional roles 

Task roles  

The more clearly the task roles are defined, the better the chosen team member will be 

able to perform the task. If a task role is too narrowly defined, however, the team may 

miss out on the opportunity to capitalise on the skills and talents of that team member. 

When a team has the right mix of tasks that are well differentiated and integrated, group 

members develop a sense of cohesion and team spirit, and each can see where their 

particular role fits with the objectives of the group as a whole. Some of the tasks you may 

need to do include:  

 • developing an understanding of particular technical knowledge  

 • obtaining references and taking notes  

 • doing calculations  

 • analyzing data  

 • devising graphs and tables  

 • preparing designs  

 • building a prototype  

 • writing sections of reports  

 • preparing presentations  

Functional roles  
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In order for a group of people to function as a team, members must find ways to interact 

with each other beyond just performing their task roles. These 'functional' roles help the 

group to achieve its goals. Each team member can adopt one or more functional roles as 

needed.  

You may find yourself taking on such roles as:  

 Coordinator: draws together the various activities of team members.  

 Initiator: proposes solutions; suggests new ideas, a new definition of the 

problem, or new organization of the material.  

 Information seeker: asks for data; requests additional information or facts.  

 Information giver: offers facts or generalizations, relating own experience to 

illustrate points.  

 Opinion seeker: looks for options about something from the team; seeks 

ideas or suggestions.  

 Opinion giver: offers a view or belief about a suggestion, regarding its value 

or its factual base.  

 Goal setter: helps the group to set goals.  

 Deadline setter: makes sure that deadlines are set and met.  

 Progress monitor: makes sure that the group is progressing according to 

plan.  

 Evaluator: measures decisions against group goals.  

 Clarifier: tries to see how an idea might work if adopted.  

 Summarizer: restates suggestions after the group has discussed them; 

outlines related ideas or suggestions; provides a précis of the ideas.  

 Decision pusher: helps the group to come to closure; makes sure that 

decisions are ached.  

 Planner: prepares timelines and schedules; organizes.  

 Spokesperson: speaks on behalf of the group.  

 Troubleshooter: asks the 'what if?' questions.  
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 Diagnosor: determines sources of difficulty; decides where to go next; 

eliminates blocks.  

 

 

 

 

 

 

 

 

 

Directions:  Answer all the questions listed below.  

 

1. What are the four main types of roles in team work? (5point) 

 

 

 

 

 

 

 

 

Self-Check -2 Written Test 
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Note: Satisfactory rating -  5 points  Unsatisfactory - below 5 points  

You can ask you teacher for the copy of the correct answers. 

 

 

LG #9 LO #3 Work as a team member 
 

Instruction sheet 
This learning guide is developed to provide you the necessary information regarding the 

following content coverage and topic– 

 Using effective and appropriate forms of communications.  

 Undertaking interactions with team members. 

 Identifying individual competencies and workplace context. 

 Making effective and appropriate contributions to team. 

 Observing Protocols in reporting. 

 Making contribution to the development of team work plans. 

         This guide will also assist you to attain the learning outcome stated in the cover page. 
Specifically, upon completion of this Learning Guide, you will be able to – 

 Effective and appropriate forms of communications used and interactions undertaken with team members who 
contribute to known team activities and objectives 

 Effective and appropriate contributions made to complement team activities and objectives, based on 
individual skills and competencies and workplace context 

 Observed protocols in reporting using standard operating procedures 

 Contribute to the development of team work plans based on an understanding of team’s role and objectives 
and individual competencies of the members. 

Learning Instructions:  
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1. Read the specific objectives of this Learning Guide.  

2. Read the information written in the ―Information Sheets 1‖. 

3. Accomplish the ―Self-check. Request the key answer / key to correction from your teacher or 
you can request your teacher to check it for you.  

4. If you earned a satisfactory evaluation proceed to ―Information Sheet 2‖.  However, if your 
rating is unsatisfactory, see your teacher for further instructions or go back to Information Sheets 
1. 

5. Read the information written in the ―Information Sheet 2‖. 

6. Accomplish the ―Self-check 2‖. Again you can request the key answer / key to correction from 
your teacher or you can request your teacher to check it for you.  

7 If you earned a satisfactory evaluation proceed to ―Information Sheet 3‖.  However, if your rating 
is unsatisfactory, see your teacher for further instructions or go back to Information Sheet 2. 

8 Read the information written in the ―Information Sheet 3‖. 

9. Accomplish the ―Self-check 3 

 

 

Information Sheet 3- Work as a team member 

 

Using effective forms of communications for interactions 

Communication & Relationships 

"The way we communicate with others and with ourselves ultimately determines the 

quality of our lives." 

Effective Communication 

In your role of Team Manager you will need to communicate effectively with a number of 

key people including team members, the team coach, officials, administrators, 

parents/guardians, other managers, the media and others. 

Effective communication is a two way process; it‘s about giving and receiving information.  

This sounds simple, but is not always easy because we all have different thinking and 

presentation preferences.  Research undertaken by the psychologist Albert Mehrabian 

relating to face to face communication concluded that over 90% of information is 
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conveyed non-verbally i.e. without words.  The impact of your gestures, expressions, 

signals and the tone, pitch, volume and speed of your voice can be more powerful than 

the words you use, so you need to be aware of the impact your body language can have 

on the interaction. 

It takes only a few seconds to form an impression which means we are often being 

‗judged‘ by those we meet even before we have opened our mouths!  This doesn‘t mean 

that the words we use are unimportant, merely that effective communication requires 

congruence i.e. if what we say, how we say it and how we behave are aligned we are 

more likely to get the desired outcome.   

As communication is a two way process we only have control over part of the interaction.  

Whether or not a person is ‗receiving‘ what we intended depends on a variety of factors, 

some of which are out of our control.  It helps if we know something about the person or 

people we are trying to communicate with, particularly if we want to influence them.  So 

let‘s start by looking at some of the reasons people participate in and give up sport. 

Effective communication is important so that 

 team members understand and agree with team goals 

 goals and tasks can be clarified 

 team members understand how their tasks fit in with other people‘s tasks 

 problems can be sorted out before they become too serious 

 information that affects team goals can be shared 

 The team can evaluate their progress and discuss ways to improve their work. 

Communication may either be oral or written: 

 Oral communication methods may include 

 discussion: to share ideas to facilitate a job being completed on time 

 debate: when two people do not agree so put forward their point of view in order to 

convince the other person 
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 negotiation: when people discuss their differences of opinion but are willing to 

compromise with each other in order to get a job done 

 Speeches: for example, in a training session. 

 Written communication methods may include 

 instructions: to explain how a task must be completed in order to limit 

misunderstanding 

 schedules: to prioritize tasks so that the most important is completed first 

 Reports: often used as feedback or when evaluating a task/procedure 

Communicating Effectively with Others 

As part of your role as Team Manager you will be expected to liaise with a number of 

different people.  These will include Team members, parents or guardians, team coaches, 

sports centre staff, club officials, teachers, other managers, governing body 

representatives, sports development officers, the media and more. 

Communicating with Team Members 

These individuals rank alongside the coach as the people with whom you will have most 

contact.  Effective communication with this group is crucial – remember they are the 

reason you‘re there!  Maintaining a performer-centered focus will give you clarity in every 

role and responsibility you undertake.  

The following tips may help you be more effective in managing your team. 

 Be clear about what you want to say and how you will say it – write it down so you 

don‘t forget important issues 

 Set out clear parameters for the behavior and conduct you expect from your team 

– the use of a code of conduct 3 may help 

 Make sure you have the attention of everyone before you start – an initial 

announcement followed by silence can have a powerful effect on getting the 

group‘s focus 



 
 

Page25 of 35 

 
Federal TVET Agency 
Author/Copyright  

TVET program title-  footwear 

production Level-II 

Version -1 

November ,2020 

 
 

 Take notes and distribute these to those that can‘t be there so everyone gets the 

same message 

 Use the KISS principle – Keep It Short & Simple! 

 Never assume everyone understands – if your communication is successful you‘ll 

know by the response you get.  Observe reactions, ask questions and provide 

information in writing and via demonstration if possible  

 Summarize key points and circulate these in writing 

 Be patient and treat people as individuals – remember you are part of the 

communication process so if someone isn‘t clear about what you mean it may be 

that you are not explaining it in the best way for them! 

 Encourage and support  

 Listen – it‘s one of the most important skills you‘ll ever develop 

3.2 Making effective contributions 

When working you is usually part of several teams. Your organization is a team, as are 

the workers in your department and on your work shift. 

Most tasks cannot be done in isolation. It takes a number if people, working together, to 

satisfy internal and external customs. 

To work together successfully, group members must demonstrate a sense of cohesion. 

Group members exhibit the following skills:  

 Openness: Group members are willing to get to know one another, particularly those 

with different interests and backgrounds. They are open to new ideas, diverse 

viewpoints, and the variety of individuals present within the group. They listen to 

others and elicit their ideas. They know how to balance the need for cohesion within a 

group with the need for individual expression.  

 Trust and self-disclosure: Group members trust one another enough to share their 

own ideas and feelings. A sense of mutual trust develops only to the extent that 

everyone is willing to self-disclose and be honest yet respectful. Trust also grows as 
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group members demonstrate personal accountability for the tasks they have been 

assigned.  

 Support: Group members demonstrate support for one another as they accomplish 

their goals. They exemplify a sense of team loyalty and both cheer on the group as a 

whole and help members who are experiencing difficulties. They view one another not 

as competitors (which is common within a typically individualistic educational system) 

but as collaborators.  

 Respect: Group members communicate their opinions in a way that respects others, 

focusing on ―What can we learn?‖ rather than ―Who is to blame?‖ See Constructive 

Feedback in the process section for more details.  

As an instructor, you can use several strategies to encourage students to develop a 

healthy climate within their small groups:  

 Assign students into diverse groups so that they encounter others with different  

backgrounds and interests. 

 Design activities that break the ice, promote awareness of differences within the 

group, encourage reflection on the stresses of working within a group, and point out 

the demands of working in a group.  

 Have students participate in trust challenges. For example, try the Trust-Fall, in which 

individual group members fall backward off a table and are caught by their fellow 

group members. Or blindfold individual students, and have their group members guide 

them orally through an obstacle course.  

 Encourage students to participate willingly and ask questions of others. To encourage 

listening skills and ensure that everyone in the group speaks, try the ―Circle of Voices‖ 

exercise. See CTE Teaching Tip ―Group Work in the Classroom: Types of Small 

Groups.‖  

 After students have worked in their groups for a couple of weeks, have them fill in a 

―Are we a team?‖ checklist individually, then discuss their answers within their group. 

Have them repeat this exercise when they have completed their task. See Appendix B 

for an example of this checklist.  

http://cte.uwaterloo.ca/teaching_resources/tips/group_work_types_of_small_groups.html
http://cte.uwaterloo.ca/teaching_resources/tips/group_work_types_of_small_groups.html
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Skills for an Effective Group Process  

Besides knowing how to develop a healthy group climate, students also need to know 

how to function so that they are productive and accomplish their tasks effectively. An 

effective process will emerge as students‘ exhibit these skills:  

 Individual responsibility and accountability: All group members agree on what 

needs to be done and by whom. Each student then determines what he or she needs 

to do and takes responsibility to complete the task(s). They can be held accountable 

for their tasks, and they hold others accountable for theirs.  

 Constructive Feedback: Group members are able to give and receive feedback 

about group ideas. Giving constructive feedback requires focusing on ideas and 

behaviors, instead of individuals, being as positive as possible, and offering 

suggestions for improvement. Receiving feedback requires listening well, asking for 

clarification if the comment is unclear, and being open to change and other ideas.  

 Problem solving: Group members help the group to develop and use strategies 

central to their group goals. As such, they can facilitate group decision making and 

deal productively with conflict. In extreme cases, they know when to approach the 

professor for additional advice and help.  

 Management and organization: Group members know how to plan and manage a 

task, how to manage their time, and how to run a meeting. For example, they ensure 

that meeting goals are set, that an agenda is created and followed, and that everyone 

has an opportunity to participate. They stay focused on the task and help others to do 

so too.  

 Knowledge of roles: Group members know which roles can be filled within a group 

(e.g., facilitator, idea-generator, summarizer, evaluator, mediator, encourager, and 

recorder) and are aware of which role(s) they and others are best suited for. They are 

also willing to rotate roles to maximize their own and others‘ group learning 

experience.  
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3.3 Workplace context 

 

Is the process of equipping people with the tools, knowledge, and opportunities they need 

to fully develop themselves to be effective in their commitment to themselves, the 

company, and their work? 

3.3.1 Work procedures and practices 

Safe work procedures:  is a written, specific step –by-step description of how to 

complete a job safely and efficiently from start to finish. 

Is a set of guide lines or do's and do not on how to perform a specific task that may not 

always be done in the same way. 

Safe work practices: are the foundations of a safe work place. The development and 

implementation of individual safe work practices are usually a local management 

responsibility. 

 

3.3.2Work environments conditions 

Working conditions are defined as the circumstances such as working hours, stress, 

degree of safety, or danger that affect the work place. Improving the work environment 

and conditions contributes greatly to the staff's motivation, and subsequently to their 

performance. 

The work environment comprises the physical, geographical location and the immediate 

surroundings of a workplace as well as the perks and benefits associated with the 

employment. 

Factors of work environment and conditions that improved by the organization 

includes: 

 Vacation and holidays 

 Job security 

 Team work 

 Flexibility of working hours  

 Training and personal 
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 Autonomy and freedom 

3.3.3 Legislation and industrial agreements 

Agreement law and legal definition: 

Agreement is the meeting of minds or a mutual understanding between two or more 

persons about their reciprocal rights and duties regarding past or future 

performances.  

Legislation is a law which has been promulgated by a legislature or other governing 

bodies or the process of making it. 

3.3.4Standard work practice 

A standard work ensures a safe working environment, facilitates efficient use of both 

man and machine, and make sure everybody performs a task the same way. 

It is also used to preserve knowledge and skills, forms the basis for continuous 

improvement, is the communication tool for all improvements as well as the 

documentation of improvements ,it is used as training materials and it is used asa 

reference for employees. 

3.3.5 Safety, environmental, housekeeping and quality guidelines 

Housekeeping refers to the management of duties and responsibilities involved 

in the running of a household, such as cleaning, cooking, home maintenance, 

shopping, laundry and any activities performed in house. These tasks may be 

performed by any of the household members or by other persons 

hired to perform these tasks. The term is also used to refer to the money 

allocated for such use. These tasks may be performed by members of the 

household, or by other persons hired for the purpose. 

Housekeeping including house cleaning that is disposing of rubbish, cleaning 

dirty surfaces, dusting and vacuuming. 

Effective work place house keeping  
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 Can Prevent injuries and improves productivity 

 House keeping should be an ongoing procedure, not a onetime practice 

3.5 Observing reporting protocols 

A variety of published tools can assists instructors when assessing their teaching 

practices. Many such tools, including class room observation protocols and teaching 

inventories, have been utilized in science, technology, engineering and other courses, 

but are easily adaptable to other disciplines. 

In observation protocols, an observer witnesses classroom teaching or views a video 

tape of instruction. 

 

 

Contributing of team work plans development 

Contribute to the development of team work plans based on an 

understanding of team‘s role and objectives and individual competencies of 

the members. 

 

Developing a team plan sets a clear direction for the team. As part of this process you 

need to define the role that each team member will play. This shows each person how 

they can contribute to achieving the goal. In this process it is important to develop clear 

areas of responsibility, provide adequate resources and ensure that each person is 

accountable for their actions.  

There are many ways to define these roles depending on the maturity and experience of 

the team. 

1. You could let the group decide for themselves. If all members have worked together 

before and are aware of individual strengths, this could work well. 
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2. People could choose their own role. There may be issues of authority or skill that could 

impact on their effectiveness in their chosen role. 

3. You could decide who does what. If so, it‘s a good idea to explain why the roles are 

delegated as they are, so team members understand the reason for the decision 

 

 

 

 

 

 

 

 

 

 

 

 

 

Directions:  Answer all the questions listed below. Use the Answer sheet  

Give the short answer  

Directions:  Answer all the questions listed below.  

1.Why effective communication is important?---------(1point) 

2. Mention the housekeeping and quality guidelines?----(2point) 

Self-Check -3 Written Test 
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3. Write the contribution of team work plans development?---(2point) 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Satisfactory rating - 5 points  Unsatisfactory - below 5 points  

You can ask you teacher for the copy of the correct answers. 
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