Training Project
Purpose: Before you begin working with a community partner, you will complete a team-based project designed to help you build essential collaboration skills, clarify roles, and establish effective communication within your group. This project provides a lower-stakes environment to practice teamwork, problem-solving, and project management; skills that are critical for success in real-world, community-engaged work. It also gives you the opportunity to reflect on your team dynamics and make adjustments before engaging with external stakeholders.
Assignment: Your team will complete a research and analysis project taking a deep dive into your partner organization, the industries they serve, and the communication strategies that will help you contribute effectively to their goals.
(Add info about community partner and project here if desired.)
Working in teams you will create a PPT presentation that contains the following information:
1. Research Your Community Partner:
a. Understand their mission, values, operations, and stakeholders
b. Identify their current communication strategies and areas for growth
c. Explain the economic and employment landscape of the organization’s city/state location(s)
d. What does the company structure look like in terms of hierarchy and partnerships?
2. Audit Benchmarks
a. Who is their competition? What makes this organization different from others?
b. What information can you find that provides insights into worker’s experiences at the organization and the organizational culture? At their benchmarks?
3. Apply Course Readings
a. Use concepts from our textbook to reflect on how theory connects to practice in organizational and small group settings.
End Products: At the end of this project, you will turn in:
1. Team Contract: provided below (Copy/Paste Goals 1-3 into our Learning Platform. These should be well-thought-out answers, written in complete sentences (bulleted lists can be incorporated). Remember, I was not in your team discussions, be sure I can understand your ideas. Submit one contract per team.

2. Meeting Agendas/Summaries: You will submit all team agendas/summarizes on our Learning Platform at the end of your project. Share with each other throughout the project. Submit one file of agendas/summaries per team.
a. Your team will craft an agenda for each team meeting (except the first one) and summaries for all meetings (including the first one). 
i. Agenda: Things to include: date/time/location, meeting goal, planned topics to discuss, estimated time needed for each item, topic discussion leader, any supplementary documents for review (for example, a draft of a paragraph or PPT). Be sure to share these with your team before the meeting.
ii. Summary notes: Things to include: who attended, summary of each topic discussed, decisions made, action items (who is in charge of doing what next), time/date/location of next meeting. Be sure to share these with your team after the meeting.

3. PPT Presentation:  Create a visually focused PPT presentation explaining your findings. Think of this as a way to inform other teams in the class about what you found related to the four items noted at the beginning of this assignment. This way we learn from each other. Every team member should have equitable speaking parts. Be sure to include references. You do not need to discuss your team contracts in the presentation, focus on explaining your research findings. Submit one PPT per team.

4. Reflection & Team Evaluations: This is an individual assignment. Each team member will evaluate their own performance as well as their teammates' performance. Your teammates will not see your evaluations. Copy/paste Goal 4 into our Learning Platform for this portion of the assignment.


Team Contract: 
Goal 1: Forming: Get to know each other
1. Complete the first three “Strategies of Your First Meeting” in Chapter 4 of your text: Icebreaker, Sharing Contact Information, & Advocate for Yourself. You only need to turn in your contact information. The rest can be discussion based.

	Team Member’s Name
	Primary Mode of Contact
	Secondary Mode of Contact
	Primary Team Role(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



2. What “primary tensions” do you have related to a team-based project this semester?



Goal 2: Storming & Norming
Part 1: Using Strategy 4 in your textbook, discuss your team norms, strengths, and goals and complete the questions below.
1. Discuss “norms” you would like to see in your team this semester. Please be clear and specific. For example, saying “good communication” is vague and abstract. Guidelines such as “respond to group texts within 12 hours” or “no contact after 6 pm” are clear and specific. (Remember that you may develop additional norms as you begin working. Add and adjust as you go. It is up to your team to be aware of norms and discuss any that you are uncomfortable with or would like to change to increase team cohesion.)
a. Categorize norms as “task” or “social” dimensions.

2. How might you handle norm “violations” as a team? Who will be in charge of handling any difficult conversations? What if that person is the one violating the norms? At what point might you alert your supervisor that there is an issue? (Again, be specific and clear in your responses.)

3. How, where, and when can your team meet to work on this project?

4. What does equity look like for your team?

Part 2: Using Strategy 5 in Chapter 4 of your textbook, start setting goals and assigning tasks. Microsoft Planner is a good tool for this if you have access. Goblin tool’s Magic ToDo can also help you divide big goals into manageable chunks.

5. Outline your group’s goals. What do you need to achieve?

6. How will each team member’s personal/educational/experiential background aid in helping you achieve these goals?

7. What biases from your personal/educational/experiential background might impact this project? How can you overcome them?

8. Complete Activity 1 in Chapter 4 found under “Activities to Strengthen Teamwork Skills.” List all your “bad ideas” followed by “good ideas” for the project below.
	Bad Ideas
	Good Ideas

	
	



9. What steps will you take to achieve your goals (think of this as a task list that you will build on as you complete the project.) This is just a starting point! What are some things you know need to be done? Who will oversee that part of the project? How will your team lead, organize, track, edit, check the work? This will help you start developing meeting agendas.

	Due Date
	Task
	Team Member(s) Responsible for this Task
	Other Info

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



10. Craft a list of questions you’d like to ask our community partner at the first meeting. This will likely evolve as you begin your research.

Goal 3: Performing
Complete your tasks! Remember to set agendas and make summary notes for each meeting. Adjust your norms, goals, structure, and assigned tasks as needed to create equity in your team. Nothing needs to be completed on this form for this stage of the project unless you update previous sections of your contract.


Reflection & Evaluation:
Goal 4: Adjourning
As you wrap up your project, reflect on how things went. Remember, this is an individual assignment. Each team member will complete this assignment independently. These should be well-thought-out answers, written in complete sentences (bulleted lists can be incorporated as needed). Remember, I was not on your teams. Be sure to provide context and examples so I can understand your ideas.

1. How did your group handle the distribution of work assignments, feedback, and project timelines to ensure equity?

2. What group roles did you adopt and how did this affect your working relationships with different team members?

3. Using concepts and vocabulary from class, provide feedback on one thing you did really well, and offer constructive criticism for one area in which your group could improve organizational communication strategies.

4. Review your team contract (Goals 1-3). What expectations did you hold in preparing for this project? To what extent did they prove true? How did you handle any discrepancies? Knowing what you know now, how would you handle situations differently?

5. Use the rubric below to evaluate YOURSELF and each of your teammates. Be honest and constructive. Copy the form as many times as needed for your group. Your feedback helps ensure that everyone is accountable and recognized for their contributions.
Ratings based on a scale of 1 to 5, where:
5 = Always / Exceptionally well
4 = Often / Above expectations
3 = Sometimes / Met expectations
2 = Rarely / Below expectations
1 = Never / Significantly below expectations

Name: 
	Category
	Description
	1
	2
	3
	4
	5

	Active Listening & Inclusion
	Paid attention in meetings, listened with intention, encouraged others, and helped teammates feel included.
	☐
	☐
	☐
	☐
	☐

	Idea Contribution
	Shared thoughtful ideas, participated in planning, and contributed to group discussions.
	☐
	☐
	☐
	☐
	☐

	Timeliness
	Turned in assigned components on or before deadlines.
	☐
	☐
	☐
	☐
	☐

	Quality of Work
	Submitted work that was complete, thoughtful, and met the standards expected by the team.
	☐
	☐
	☐
	☐
	☐

	Adherence to Team Norms
	Followed group-agreed norms (e.g., meeting times, communication practices, shared expectations).
	☐
	☐
	☐
	☐
	☐

	Equitable Engagement
	Took on a fair share of the workload and supported group progress without dominating or withdrawing.
	☐
	☐
	☐
	☐
	☐

	Fulfilled Assigned Role(s)
	Took responsibility for and followed through on their assigned team role(s) consistently.
	☐
	☐
	☐
	☐
	☐



In a written paragraph explain: (be sure to provide examples and context in your answer)
1. What’s one thing this teammate did well?

2. What’s one way this teammate could grow in future team projects?
