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Definition of group

Groups vs teams &
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Two or more persons who are
Interacting with one another in
such a manner that each person
Influences and is influenced by
each other person.
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Definition of a team B Al iy
4 Y4 ' )

A team is defined as a group In
which members share leadership
responsibility for creating a team
Identity, achieving mutually

4l e Ga sl iy e oy
Aash o LaY salall 4 5

defined goals, and fostering s Calaa ) (§aa g 3l
Innovative thinking. das e ok IS Ladasy
Sl Sal) 3y 3e8




v '.'?95%'.5&':. Groups Vs teams & dc gazma VS doyd

Four key differences Ay ) CABMIA) day
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First, unlike group members, sl U"&’ ‘-’J:’ s
team members share leadership sbinc] aulsly Ao ganall
responsibilities. There may be 38 Balall Ll g 5ua (33 Al
one team member who has a sty gac Sla &

leadership title such as manager, Jia Gald Gal Jaay (30 pdll
vice president, or coach, but all S oty il g

team members demonstrate -
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leadership when it comes to g e (A e

defining goals, making decisions, “"—":)‘-e-“ O e L"saﬂ‘
and implementing ideas. a¥) Galaty Ladie 3oLl
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Four key differences

Groups Vs teams
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identity. They refer to their team : u:j e ;@' o g
as “us” and “we,” as opposed to e "< :J:, ‘ZS::
“the group” or “them.” ' " o ?
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What makes meeting effective? Plad plaia¥) Jray gl Le
4 Y4 )
For meetings to run effectively, a (Jlad JS5 e laia¥) a1 S
few basics must always be Uan slel ja \.A.\\J -
considered. These basics include: sl Cpaa®i iy
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« The meeting environment o
» The meeting topics gl

e The meeting participants &Ld.;‘j\ L.%A LS Ll e
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What makes meeting effective?

Conducting Meetings &
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The meeting environment is as
much a part of the
communication that occurs as
the words that are said.
Unfortunately, despite the
importance of the meeting

\_

What is a meeting environment?

environment, most people spend

0

. : . . aeilelaiay
little time thinking about it when
thgy plan their meetings. e SIS Jai L
It mcIud.eS both | slaall cd,
* The time .of the meetlng. IR ISTI
* The location of the meeting
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What makes meeting effective? Tlad £laial) Jaan Al La
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The time of the Meeting glaial¥) Cag
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ime of day, Time of week, An D ea s »

time of ea>r/ can all influence el e S5l i 0 O 2]
y O 5l g e sud) (e S8

communlcat!on. o Tl gl e 30
When selecting meeting times, be S elelaayl el Ladl v

aware of differences in team

members schedu_les. If tear_n Sl glime ] S 1) g il plimc
members work different shifts C v e .
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with different days off, meetin = & > I
: Y . g 8 ) a5 b dalidg allac
times should be varied. .
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The time of the Meeting

For

example

If half the team works from 7:00 a.m. to
3:00 p.m. and the other half from 3:00
p.m. to 11:00 p.m., holding every
meeting at 9:00 a.m. would repeatedly
Inconvenience the same half of the
team. When team members work varied
schedules, there is no ideal time to meet.
Yet alternating the meetings between
shifts shows that all team members are
valued and respected, which positively
Impacts communication interactions.
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What makes meeting effective?
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The Location of the Meeting

Location is also an important
component in creating a positive
meeting environment. In fact,
you should consider the
convenience, aesthetics, and
comfort of the location.

When selecting a meeting
location, you should also
consider aesthetics and comfort.
Many leaders get in the habit of
holding all their meetings in the

same room.
\_ Y,
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What makes meeting effective? Tlad £laial) Jaan Al La
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example

there 1s only one conference room in our

building, so a lot of meetings are held (o Baal s il jaise dd 2 e p
there. The problem is that the conference || s Glelada¥l e Sl 2ad 1) Ll
room has an extremely long and narrow Ly Dl aiall 48 e ) (8 AISAAl) (S
table. When sitting, team members can’t || o= osslall sie el i 5 4L, 5k 415U
see one another, making it very difficult 450 GAl slime ] g W (A )
to hold discussions or brainstorming R Call Ga drsg Las gl puany
sessions. Further, the room is very dull (2 Chanll Cluds ) ClEELA ¢ )
and uninspired, with no windows and s Aglall dlas 48 il 8 ey e 3 0le
poor lighting. Fortunately, there is Abgmaza delial § Bl 53 e (g gind ¥ 5 cAagla
another room two floors down that has Gl & 5 )al 48 )2 aa g cdaall ual
movable tables, excellent lighting, and a || = 3bee telal 5 4S jaie Y g Ley S
great view outside the window. .S 38Ul - la sl ﬁmab)
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Meeting Topics (Agenda) (3aiaY)) slaial) aual ga
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What is a meetm_g Agenda” o6 iy Jlesi Jgia oa La
An agenda is a guide or an s ol Jdo s Jeel
overview of the topics that will ° J jiﬁ " f:;
be covered during the meeting. | ‘”“\“’d - 12‘;\1\ \f\p e
An agenda can be simple or 058 O (R glaind] oLl el
complex.
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What makes meeting effective? Tlad £ laiay) Jaay A L

4 Meeting Topics (Agenda) 'S (31iaY) plaial) pu) ga h

Why should Agendas be distributed O all Bas S culaial) ag sl qaa 13l
several days in advance of the B  splaiayl
This will allow team members to 1) 52181 dra) el € gl A iay 5 5238 Y)
comment on the agenda items and give e a0
the leader time to revise the agenda if b Sl ¢ g 5y jall slime § il eiages
necessary. B e i i€ 13 e laiay) Jid Lladl)
It will also give team members time to oS5l of HSaYT oS bl Jaliy
think about issues in advance of the dad ucani slal & 52V i cile slaal)
meeting. If you’d like the participants to ) Gl elzacY

brainstorm ideas or share information,
the agenda is a valuable preparation tool
for team members.
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What makes meeting effective? Tlad £laial) Jaan Al La
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Why should Aqendas be distributed O ol Bas 08 culaial) Ay caay tilal
several days in advance of the ¢ LaiaY)
meeting?

Noting the allotted time for each topic || )l cile g gall aaas 3 adf 23061 ac L

also helps the leader determine which e 5 Cpme g laial ol A Lgdars (Sa
toplcs_ and how_many can be cpvered In |l 5, el Daailly ) saiaty ) 52l (i
any given meeting. Leaders with AN e 321 Y)

professional excellence prioritize
agenda items.




uMwlle(i_DRC‘leﬁ':l
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Conducting Meetings

&

Y lxd g Laia) Jaaa ng La

Meeting Agenda content

Heading: Should include date, time, and
location. May include a list of
participants.

I. Welcome/opening

The leader should always orient the
team and focus the meeting during the
opening.

Il. Approve minutes from the
previous meeting

Minutes are a written record of the
meeting.

” Meeting Topics (Agenda)
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” Meeting Topics (Agenda)

Meeting Agenda content

[11. Specific points to be discussed
The majority of the agenda will be a list
of the specific items that will be covered
during the meeting. Beside each item,
state who will lead the discussion and/or
report on this item. It is also wise to
Include the estimated time it should take
to cover each item.

V. Old business

Allow time for the team to discuss items
from previous meetings that may still be
unresolved.
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Meeting Agenda content

V. New business

Minutes are Allow time for the team to
discuss any new items that may have
come up after the agenda was finalized
or during the meeting itself.

written record of the meeting.

V1. Arrangement of the next meeting
Summarize any assignments that must
be completed by the next meeting. Also
make certain to discuss the time and
location of the next meeting.

V1. Closing

Always provide some sort of closing
statement.

” Meeting Topics (Agenda)
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” Meeting Participants )

First, who should be at this meeting?
Determining the participants in a
meeting should not be based on office
politics. Leaders with professional
excellence avoid the trap of inviting a
representative of each department in
order to be politically correct. Invite
people who can contribute to the
purpose of the meeting. Take time to
assess the meeting’s purpose, and then
determine who can best serve that
purpose.

Second, can all key members attend this
meeting at this time? If key team
members can’t be present, the meeting
should be rescheduled.
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Shared Leadership &

, )
(I'here are many designated

leadership titles (e.g., director,
manager, supervisor, vice
president, president, queen).
Regardless of your title, if you're
the designated leader, think of
yourself as a coach. A coach has a
very distinct role in meetings.
Remember, a coach does not play
the game. The coach must remain
on the sidelines.
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The coach doesn’t have to be an , 00 wall .
. OsSe O ol e iy Y
expert on everything, have all the , T . - .
do all the talki 0% Ol sl roept 08 ot L
answers, or do all the talking. Sy o o cnblall JS 4l
However, the coach does need to s el o
. Oy @y aay i g1l ) ha
call the meetings, set the agenda, i
- . . uJ\ o3 Ol el L_A.c
and then facilitate the discussion. J . ay_{ o
. . . 93 oy g dlelaiayl
A coach falelltates.t.he discussion ey AU Sy Je )
by supporting .pOSIt.Ive. tea.m roles e QYA G L) ol
and norms while eliminating s.elf- Al Alasy) ulaalls ) saY)
centered roles and unproductive 3y ) e oLl .
norms. danidl e yuladls
\_ J\_ Y.

S iad) 8ol




| Shared Leadership & S a8l

MIDOCEA
Team Norms oAl Gl e [ ulaa
4 Y4 )

What’s a norm? A norm is an 32cd & sacldll ShaclEll o L
unwritten rule of behavior. O oty Sl A oiSa ye
Although norms are unwritten, 4 Ll V) gia e aed gl
they are as powerful as (if not S al ) A il ae ) 58l Jie
more powerful than) the written Clabaidl 3 S8 (Lgia 5 g8l
rules. Think about the e e Al
organizations for which you have

worked
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Team Norms oAl Gl e [ ulaa
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Task roles: Roles that help the team carry out tasks and get the work done
Role Characteristics
Initiator Proposes solutions; suggests ideas;

introduces new approaches to
problem solving

Information giver Offers facts or generalizations;
relates one's own experience to the
problems to illustrate points

Information seeker Asks for clarification of suggestions;
requests additional information or
facts

Opinion giver States an opinion or belief

concerning a problem and suggests
solutions to that problem

Opinion seeker Looks for an expression of feelings
from group members; seeks
clarification of values, suggestions,
or ideas

\_ Py J
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Team Norms

Shared Leadership &
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Team Norms oAl Gl e [ ulaa

Coordinator Shows relationships among various
ideas or suggestions; tries to pull
together ideas and suggestions

Procedural developer Takes notes; records ideas;
distributes materials; guides group

through the agenda

Summarizer/evaluator Restates ideas and describes
relationships; details agreements and

differences

ke | CAADAA cla) YY) g ST (s Bl gl
e il 5841 o LSEY) aaa Jglan,
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Relationship roles: Roles that strengthen or maintain team relationships

. N

Role Characteristics

Supporter Expresses togetherness; encourages
others; gives praise; suggests
solidarity

Harmonizer Mediates and reconciles differences;
suggests areas of agreement between
disagreeing members; suggests
positive

ways to explore difference

Gatekeeper Asks opinions of members who are
not participating; prevents
dominance by others; facilitates
overall

interaction
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Self-centered roles: Roles that interfere with the team’s ability to complete
tasks

Role Characteristics
Blocker Gives negative responses to most
ideas; is negative about any positive
solutions; raises continuous
objections
Dominator Controls through interruptions,
superiority of tone, and length of
conversation control

-

)

Attacker Aggressive to achieve personal
status; expresses disapproval;
critical of status of others
Clown Disrupts with jokes and other
diverting behavior; brings up
tangents; refuses to take ideas
seriously

\_ 7\ Y,
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Problem solving and decision making Lead 1l AT s OIELl Ja )
are not interchangeable terms. & Al piad (il jia Cpallaias
Decision making is actually a step in the da ddee i3 shad s adlll
problem-solving process. A leading Cpl ) elalad) aal J iy g cOISEA
scholar in group communication, o o) el Jlai¥) Jaa A
decision making is “the act of choosing O O LAY Alae” ga l all
among a set of alternatives under ook Jla 8 Jiladl (e de sana
conditions that necessitate choice”. MokaaY) s sl
Problem solving involves not only DLA S OSSN Ja paaas Y g
making a choice but also coming up S e gil) Woagl ety (Js ccanend
with quality alternatives from which to et (e HUAY) (S 33 ga I Jilay
select and then working to implement o liag Al Hlal) daw e Jaall
the choice your team selects. ey b
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How can you ensure that your
team generates innovative iy B ol e KU iy Ca
alternatives and/or successfully Ay i 55 e Jilu A g
implements its choice? frlai o jLaal
five steps make up problem (o OASEL Ja Al (oS
solving: 1) ghad juad
1. Describing and analyzing the Lebilas g AL Can g 1
problem ASaal) Jolall Al g3 2
2. Generating possible solutions Jslall aren anidt 3
3. Evaluating all solutions Jall pass 4
4. Deciding on the solution Jall a1 el Japladtll) 5
5. Planning how to implement
the solution
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Decision by the Leader

Shared Leadership &
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When the decision by the leader

approach is used, members are
not truly functioning as a team.
The role of the members is to
recommend or advise the leader.
The leader then makes the
ultimate decision. As a result,
the goal is not mutually defined.
In some instances, this approach
may be the best way to make a
decision.
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For example, if an emergency
room team needs to make a a8 ZUal 1) ¢ JBal o e
quick decision about an OV B AAE) ) ) ghall 48 e
unfamiliar medical situation, the oAb Al Gldy 4y
physician in charge may ask the ) Callay 288 (44 1
advice of colleagues and/or e W (e 3 sdiall J g gasall
medical staff. Yet, due to the (lld aa gl Gkl Sl
need for a quick decision, the DA AT ) dalall ) Hlas
physician will ultimately el A bl daaai cay yus
determine the course of action. Ol e pe ) e deall s
Although this approach has o) gall 8 2 58 Al mgil) |2a
benefits in pressure situations, ol 4l Y darazall callas Al
it’s not the preferred approach B el Jaadall mgall
for building teams.
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Decision by the Leader Al e )8
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Voting

The concept of voting is another way to 1\ sl
reach a decision. With this approach, oAl 48y ey guall o sgia ax
team members cast a vote for the ezl 1aa iyl 8 ) sl
solution they find most meritorious. dall llal agil suals (3 il sliac
The solution that receives the most 285 2y g Bl SV 43 gany (53
votes is implemented. There are some Ge e ST e doasy (5301 Jall
obvious advantages to voting. daal ol L) jall ey cllia 5 ) ga]
First, all team members have equal S guatll
input in the decision. Next, it is an easy Gdl eliact aiea aiady Y f
process that often requires little more L) Gls | ) el 8 4G glude AL
than raised hands or slips of paper for g e S s Y Algs dlac
casting votes. Cusaill 35 o sV
Finally, it requires little time in ol cpe Jalal) (g s callati Y () 7pal
comparison with the compromise or glaal) ol 4 siil) et 4 )lie
consensus approaches.

\_ J\ Y,
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Downsides of voting cy gl Cllas
Because it is quick and easy, voting is o e Ge cJann s s 49 U-E-*
often used to speed up the decision- AT ulee ay o] oy gl aladid
making process and avoid any lengthy S A ghae calzilia (gl cuingy )l
discussions or conflict. Conflict is a ad 3 e ﬁ%\)@\ &l
valuable, needed resource in innovative 3y yhay Kl Ja g9 s
problem solving and team building. _éwﬂ\" gl_';j 5 i
Limiting this process can resultin quick S sas o oS Alenl) 038 A
decisions that lack innovation and t\de:;” I Ty s ) )3 AT
cause division. Voting is a win-lose 5l e b el ALY st
approach to decision making. Jaall o gud ) MAT 85 jLuall
Unfortunately, not everyone makes a 5 - s 1 juld Gadd JS
good loser—or a good winner, for that o oSy I - sl 3a 8 ol
matter—so voting can divide the group e ganall aanddi ‘_U}AJ\ e
and stop it from becoming a team. JHPE . o o L@;_.m}

\_ J\_ Y,
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Compromise sl /A gul
Team members approaching decision 33 dlee pa (30l olac Jalai
making with a “let’s compromise” Lsed" b il sy i gay )8l
positive attitude. Although it is a e Y| a.c”"_u;\_)}ﬁ I e i
commonly held belief that compromise STV cua el gl ol 5Ll
is a good thing, compromise can limit i il pad 1Y) (pa 33 38 3y gl
innovation. With compromise, all Maxiad e Gl LY s 5
parties are willing to give up something Ogmanll Jal e e 5ot o il
in order to gain something they want; aay Ml mﬁ;ﬁ %_m e
so the goal becomes narrowing sk waj} el LAl ‘.s-'-M-* Caael
options, not developing innovative 3 Sise Sl
ideas.
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4 X )
Consensus e Laal
The final approach to decision making Flaa¥l sl Aasy el zel
is consensus. Consensus occurs when a o) dem sl a3 Latie laal ians g
solution or agreement.that all team | Gl sliac pend Sy (3L RN
members can support is r.eached. ThIS. el Jall B ine Y 13 5 dac
does not mean that the final solution is ¢ s il gliac| soen 4liaiy 31 Jall
one that all team members prefer; s acdy any Jall o in s
rather, it means that the solution has 8o e alle by sl loac|
the support of all team members. In an L d:éjﬂ\ e G;:uﬁ‘ eliac (Saly
ideal world, team members might be Dbl Ll () saing 5 panl Lguny 5 4S8
able to come up with an idea that lef b oK1y e mall 45,k
everyone loves and thinks is the best BE ‘L;tm'.‘) ally um Y syl
way to go, but most times that doesn’t O J:m“d\ Al paa) dac sy s ol
occur. Thus, finding a solution that Anlany) ) sl
everyone supports has many positive
benefits.

\_ J\_ Y,
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Downsides of consensus glaa¥) cibilu
Because consensus is time-consuming. 6o Y Sush Gy 5 i &LA.A‘;?‘-JY
Many leaders and/or groups do not see dad e ganall g/ 5 530 e
the value in spending time working idee JMA (e Jeall i gl oliad
through the consensus process. ¢ Laal O o eéJj”‘ Sl gl
Although consensus is more time- O HATY 2 Okl G g 5 yiion
consuming as a decision-making P O A PEN By
approach, decisions reached using Aoy LA LS uS.u ¢ Laay) aladiuly
consensus can often be implemented eliae Y muen acay e LY Gl
quickly because they have the support D81 £ laa¥l (60 36 cllal A
of all members. As a result, consensus || 3, ) o cuy gl e i ol &g
may be less time-consuming than e dalaall Ll o Ladie dala
voting or compromise, especially when Al A agladl
the process is looked at from beginning
to end.

\_ J\ J
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N\ )
A" lgd & S8 5y AT il s
Lale 058 Of (el a5l g laial

(When was the last time you thought to
yourself, “I have a meeting today.

| hope it’s full of conflict”? e yeall
Chances are you’ve never had those A8 e el b S ) il Jaisall (e
thoughts. In fact, you may have thought Lalad uSall 8 < yS8 Loy il gl) S
the exact opposite on occasion: ““I hope O Y il s olal) oany 8
my meeting today has no conflict.” Mele ) palls Uile o gl) oo laial

Al ¢(3ual Y o (3ua

Believe it or not, . .
Lol Gl &) a2

lack of conflict
Isn’t a good thing.

JETTN
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4 . .
Lack of conflict is a strong sign

that your group has some

serious problems, such as:

Not develop innovative ideas,
and never reach ‘“team’ status.

The whole purpose for having
meetings Is to get different
people together to share a variety
of ideas and develop innovative
solutions to problems. If this is to
occur, then conflict must occur,

too.
\_

N\

§

dadle ay cile) pall il o)
r e B uhadl) JsLéial) (any

e&cj 68‘)5:\..\40)\553 Jg#e&c
Va5 il s ) J gl

sie e WS a3l

Jsla yaokaiy Y e de 5iie
e O 1) JSLal 3 Sa
Gl e dhasy o)) L i)
_Lizjt\}al\ Ehasy
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If_you replac_e the word conflict o g1l AaS g 1
V\{Ith so_methlng su_ch as eSS o sl e
discussion or sharing of ideas, il ST a0 s el
then the phrase sounds more Gl msall e laial oo of Ja”
appealing: agdl " ISV Jaly g A8l
“I hope my meeting today is full & gl all ) dall
of discussion and sharing of GSibiadi) YL ¢ Glelaial)
ideas.” To better understand the S Bl o) pall Jagut!
need for conflict in meetings and Jae JS oS Lie s (Juadl
strategies for facilitating ralill Ge 3 ja
productive conflict, let’s explore
each area in more detail.
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(Need for Conflict

As groups develop into teams,
some naive leaders think that a
positive byproduct of this
transformation will be a lack of
conflict. Nothing could be further
from the truth. If you’re part of a
group that Is not experiencing
conflict, chances are you’re part
of either a groupthink or a
meeting think situation.

4 h
glpall J dalall

(B ) Do sanall sk as
O ) 32l oany ey
Jsadl 13¢] ulasy) daid

Vg e s pe G sSha
O 2l 0% O (S e
e 12 o K 1) dgaeall
c&\J..aS\ L;\\.z_\ M A.GJAM
J:\Ss.\ Cwoe S Jaliaall uAa
Fladal S8 (el g f ESIPEN
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Groupthink Y Lelaal) il A
Groupthink is the tendency of Jie s Lelaall il
highly cohesive groups to PR i<ulaidl e ganal
suspend critical thinking and sl g gasill ,Sail) galac
make faulty decisions. Al a3
Causes of Groupthink. Slaall sl il
For groupthink to occur, several w33 gelaall )8l Saaay (S
conditions must exist. First, the ) g pliaae 5T
group must be highly cohesive. ASulaia Ao gaxal U’i L:;
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Causes of Groupthink. Slaal) sl Gilaul
(groupthink Is more likely to occur if the Y Leadl il Catny o eyl o

group functions In isolation, Is very "\L 2 "y
Y j‘ﬁ‘;dﬂumw\u&m
homogeneous, lacks norms for critically «.eJ\ Al dlatie cuils
analyzing information, and/or is dealing I e glaall Jilail e 301 utaal
with high stress threats. In addition, Sl ga Jabai CulS i/ 5 o(ga8
these groups are often headed by a Gle el ) ddlaYl aacall d3le
charismatic, directive leader. =S e ) e sanall sda (il L
A 54
Because of the strong desire to maintain le Blal) 84, 4l 4 ) Sk
the cohesiveness with leader and group, Ao sanall g pe 31 (s lulail

group members begin to self-censor. AN A8 )l 8 de genall cliac]

058 O n de sanall 8 2al Y
elac ) Jlay ¢l (dia jlaall & g

No one in the group wants to be the

v_cilce of dlssr:ent, Eo members remain PR aeal S ) i (el
silent even though they have doubts or Y
concerns.

\_ J\_ Y,
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Causes of Groupthink. Slaal) sl Gilaul

. \ )
If_ a group membe_r does v0|ce_ | e de saaall slmed aal ye 13
dlsag_reement, “rr_und guar(_js” jump in 1 Jiadl ) A" o sl 8 Al
and silence the dissent until the oy e Callad) u s sy
dissenting member begins self- 3060 A jlas & allAA) gunal
censoring. (Just as bodyguards protect Ospadidll Ll Al um LS 5) gl
the group from physical harm, mind O m Ol csamall 53V e de sanall
guards protect the group from conflict | eall (e de ganall () gany Jiall
and dissention.) (o
Since these groups often function in Qe Jaxi cle sanal oda GY 15535
isolation, they do not receive feedback Op a8 25 AB Y gl e B
from the outside. In the end, it appears AL e 5 ““L“'j\ o Ou‘
as If everyone agrees, assumptions go g:;’\ff‘f ?:i;‘ufm @d‘ o
unchallenged, and faulty decisions are i
made.

\_ J\ Y,
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Avoid Groupthink. (Slaadl psiil) iad

(The way to avoid groupthink is Y RN ETRA I h
to introd_uce conflict o1l Jas) o eleal
systematically. No_rms sho_u_ld be ARy @e—m I
developed for seeking additional Claslaa e Gl yulas
Information, testing assumptions. O (bl yiayl lial g 4dl)
Having the larger group divide & SV Ao senall apus
Into subgroups when Caanll dic doe 3 Cle gana
brainstorming and/or having the o J\SEY Al Caaa i/ 5 Al
leader withhold his or her padind ddlia) Clad) jiul oo
thoughts are additional strategies solaadl Sl (e aall
used to reduce groupthink.
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Avoid Groupthink. (Slaad) i) Gulad
4 \( )

False Empowerment. i)
False empowerment occurs when a Gy Latie il 511 oSl rmsy
leader acts as if he or she plans to b A ganall &l 3y b, 4ils  ailal)
involve the group in the decision- “O}j B sl b Lt ¢l Al wia ddee
making process when, in reality, the DBl Gmay )l 3t A s 23l
leader is going to make the decision Ae ganall (e lalaly Al GManal oo
regardless of the input received from the agil de ganall eliac atiay Ayl
group. At first, group members believe Al & S lall Al ()6l i
they are empowered to make a decision, (B 5y mnaa s 138 ol
but in the end this proves to be false. arel )l O de sanall sliac] Pl
Over time, group members learn that iy (a3 Y aa hal g3 5 0 1S
their opinions, ideas, and thoughts are Selada¥) ol Giidha o sl AN
not valued, so they remain silent during sl Sl Goles oy el Ao
meetings. As a result, critical thinking is

suspended.

\_ J\_ Y,
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MIDOCEA
Avoid Groupthink. (Slaad) i) il
(" \ )
Overload 4130 Jas
Overload occurs Whgn group members 53l 55 Latie 230 51 el Crams
have so much on their plates that they o Al (g €0 e gandll pline ]
cannot truly concentrate on and engage A< Ll g G Lele 5 il g€ Y
In the meeting at hand. Flaayl
While the meeting is occurring, group gh'ﬁ—‘ NG g laia¥) slaa) oLl
members are thinking about the 10 other A B padl pualiall (3 Ao sandl
items they have to do that day at work, poall lld (L oLl ol Cpnty (A
as well as the list of things they must ) 9‘.'»““‘%‘ Aaile u{;‘ ALaYL e &
take care of when they leave work. °JJL"“L::‘} Lf:‘f\u;z;\?ﬁ% = dﬁ:
Being overloaded may also cause ! o fzcih " iﬁyﬁ e
- . (W  ——
members to come to meetings without < T >
] Alaxiy|
preparing.
\_ J\ Y,
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Avoid Groupthink. (Slaad) i) il
4 . \ )

M— ’s & L3 o 3 0
Poorly Run Meetings s JSibs g3 131 o5 ) e LaiaY
Poorly run meetings are a third o U L) a3 e Laia )
contributor to th_e meetingthink problem. o onSal) Al Callall ol o
Poorly run meetings can be the result of Glelaia¥l o6& o) oSy lelaiay!
some or all of the factors we discussed U] m Lo S g 5la) o @5‘
earlier: b laliddl 3l Jal gall JS )
The meeting may be disorganized due to pae iy plile b plall Sy 8

13a Dlysha 5% 38 Jeel Jsan 3 5n 5

a lack of an agenda. It may be too long ;
Sle g sall (o el Gaizaly 4/

and/or include too many topics.
o e Osbotall ¢ sianiall (e 8
Overtalkers may be dominating the laayl
meeting.

\_ J\ Y,
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Avoid Groupthink.
(Peor[z Run Meetings

Poorly run meetings are a third

Poorly run meetings can be the result of
some or all of the factors we discussed
earlier:

The leader may be doing all the talking
and failing to do any facilitating.

Regardless of the reason, poorly run
meetings result in group members
disengaging, which results in poor
decision making.

\_

contributor to the meetingthink problem.

(e JSa g3 1) AT 3 e laza)

Lo JS Ll a8 ) e LaiaY)
b Sl Al il Cndl a
Glelaay) oS ol cfa e laiay)
pansl Al o SR g o5 (Al
Tl laluidl 3l Jal g2l S f

J) sl Sty Al ga M (S a8
5] e 8 Ly g )

OB el g il (azy
o S L) A e Laia )
c—LAQi :\.SJ\.&A pac L.%J;‘ q;dj}
) A ) 505 Las e sanal

'
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Productive Conflict il g1 pall

4 . Y4 h
By now, You_may be convinced s L e gl 13 J sla
that conflict is a necessary part of Sy e gl ywall o e
teams, but you still may not be e JE Y 28 el (Al e
excited about the idea of PRV RS I
engaging In conflict, especially if 3% i€ 1Y) Aald ol yual
you’ve experienced negative, zite e s Ll 2] jua Cygal s
counterproductive conflict in the el (5a8a ety | bl
past. Achieving professional Cre BalELY) (5 Al A gl
excellence in teams involves the 3 5aS iiall 5 ol g1 sl
utilization of positive, productive o
conflict as a valuable resource.
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ilall £ pall

Stages of Team Development Al gkl Ja) e
Conflict is present in three of the (o SO (8 &) pall 2 g
five stages that make up team skl JSI5 ) Gaedd) sl )
development. G2 Al

* Forming JuSiE e
* Storming idalall o
* Norming onlaall g o
* Performing A
* Adjourning de;iﬂ\ .
\_ A Y,
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Al £ uall

Stages of Team Development
During the forming stage, group
members tend to be polite and
Impersonal as they test the
waters.

Conflict appears In the second
stage, storming. During the
storming stage, members engage
In infighting and often clash with
the leader.

In the norming stage, the group
develops procedures for
organizing, giving feedback, and
\confronting ISSUES.

(B8l gl Ja) 4
Jaas el dla ye JDA
aill ) de gandll sloac]
ot i) oLl dpaal) 5 2L
Gl Al ) 8 g ) el el
a3l Caaal) dla yo o
c@.&»fﬂ\ aazll :\j;)a A
Sile) pa b eloac I b iy
&= O sedlaay Lo Lile 5 4404l
il
Dkl Oplaall i g Al e
£ 5 aalasill Cile) ja) de ganal
Lliaill Ggal s g cillaadlal)
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ilall £ pall

g Stages of Team Development

In the performing stage, the
members carry out the duties of

the group.

In the final stage, adjourning, the
group completes its work,
resolves issues, and comes to a

close.

AL sk Jal 4

s e o 5 il dlaal) 3
_{“;g_i.u“wj U_\\M:’ \ d;:\j
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(This IS not a linear process. Group
members don’t march neatly from stage
to stage. It’s normal for groups to revisit
stages and circle through the process
repeatedly. The point here is that groups
encounter conflict in the storming,
norming, and performing stages of
development.

If a group is going to become a team, it
will encounter conflict in the storming
stage, develop productive ways to
handle conflict in the norming stage, and
utilize the kind of innovative thinking in
the performing stage that can come only
through productive discussion or
conflict.

Y

\_ .,

slimef iy Y Auba Llee ol 52
A A e e alaie JSG Ao ganall
Gile ganall aad ) oxuhall a5 A
JSd bl Jsa sy dal all 305
Cle sanall Of & Lia dhadill | Sie
skl dal e A gl all 4al 5
_;\J;Y\J c@,\laﬂ\j (Adialall
(@A A Jaiin de seaall CailS 1))
Ala je b &) peall 4a) 55 (o gud
o a3 e gy cinalal
ed%ﬁ.u'jj c@gﬂ\&f&&\‘}d\
gla¥) s e s =y S g5
B EPR g R I OVR P\
aiall g pall ol A8
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Handling Conflict £l rall aa Jaladll
S . Y —
To achieve professional Sle g ¢ gl aaill (aaail
excellence, you must determine e Jalaill 43y jla Jiadl agaa
the best way to handle conflict so Lalsa) 058 dusa o) pall
that it’s both positive and Lt 4n 58 0 JS (A 1B
productive. Every time you are aal Jlial dhle sy el pa
faced with a conflict, you must 7)ol Jal (3 )k 4530

select one of three modes of

conflict resolution: Skl fog gl e
. Flight o

. Fight e -
« Unite 2 sl el o
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Handling Conflict gl mall g Jaladl)

(.. Y )
Flight occurs when you choose axe LA Ladie g gl duaay
not to engage or deal with a Jalaill ) &1 pa 3 Lol 33y
conflict. There are times when 038 Lgud () oS5 5l Alia ans
this is the appropriate strategy. oAy Asddall ) Sl A
Some issues are not worth the 5 Gl Eaiud Y Lladl

time or the energy. However, if s 2ol 1) s gas AL
there is a problem that must be — sl LGL‘ “—‘:4 ‘USM
solved or a behavior that must be g U“fj‘ ‘{JJ@ML‘{ :ﬁs’;
- - ‘ !' “! 4..\.\.& . ‘\_\ -

changed, flight is not the AT

: AlSGal) J8las )Y a5
appropriate response and T
avoidance only makes the
problem worse.

\_ A Y,
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(Fight IS another alternative for pn Jalaill AT Joay g JUY
handling conflict. Using the fight | Jull caslul alasind o) &) uall
approach will require you to L g 55 8 ol A3V e allay
engage in some type of Cslad) 138 iy Al sall (e
confrontation. This approach is a3 jldlly 55l o gbuly Liayl
also known as a win-lose S
approach to problem solving.

A Y,

\




Handling Conflict

IIIIIIII

Conflict in Team Meetings & o)l Oleloiz! 3¢l all

£ pall ga Jalail

-

Both parties face off as opponents, and
one party will come out the winner,
while the other party will come out the
loser. Clearly, this approach can have
some negative consequences. In fact, the
losing party often holds a grudge, which
can damage relationships in the long
run. However, there are times when an
Issue is important enough to warrant the
fight approach. If handled properly, even
conflicts that are solved using the fight
approach can be positive.

Y )

a7 A s (a i old hll 4 gy
DAY Gl a0 Laiy o 33y yal)
3 il 34 o poal sl (e s
Al Gl gall (s ) 50
Al Caslall Jasy Lo Wlle <l
8 gl llia (el g ) 2V
2] (88 Lay dage dpail) Lgd () S5
IS Lgme Jalaill o3 13) | QU g
OS5 o Sy JUl g alasinly
dlayl
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Handling Conflict £l rall aa Jaladl)
4 ] Y )

The third mode for conflict resolution is

the unite approach, which requires s eyl Jad llEl Ll o)
team members to move away from slac] (o callaiy (Al g cda gal) gl
stating positions to exploring interests. () ) gl st e ) saaiy ) G 4
The unite approach defines team 2 sall el 23ngy pellaall LIS
members as joint problem solvers rather OB e liely Gy A sliae]
than as adversaries. Instead of Yy Lagad | gl y JSLEAN (S yida
approaching the conflict as team ot I pae o el g5 e dalail)
member against team member, it g Gl A AL sme 2 3 8

. . a8 gall g AISal) da fania (5 dl
becomes the team united against the A el 2 haate 5 4

o ) '.l SS kS ” . . .. n
problem. A position is a demand that ' e | )L Jij‘; chu" J\L\.‘;
) ; : & 2 ¢ g ! 3
includes each person’s solution to the US 48 jaad il g JS s o 0 o

problem. Under the unite approach, Slalia¥ s alladls adiad
team members look beneath the surface usﬁ dS o)) 35 ) o gladll

of each position to see all the interests.
Interests are the needs and concerns

\underlying each position. A y
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Invite Cooperation Goaill 3 ge 0
4 _ Y R
For example, you might say,
“How can we solve this problem " (Jo8 8 (JUa) Jas e

together?” By listening, you and (o " ASSA 028 s LSy

the other team members will gain ‘j"‘.‘ < ‘&‘fhy‘ S
a better understanding of Lgd 0583 Gl slimel

AlSEA apead) G saatl Juzadl

everyone’s perceptions of the

. e Al le ol i s o 13

. . SSENPUPA | [ ol WENR L Y PR
If your team is not familiar with el JDE il eloac

this approach, you may need to
guide team members through the
process.

\_ A Y,
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Invite Cooperation Oyl 5 ge 0
4 Y )
Prior to addressing any issues, talk ;
to the team about the benefits of Caal (DS (g) dallea J8
using the unite approach. Have the | @& plaiul 218 Jsa & 8l e
team imagine themselves on one Al A% Bl dral L3 il

3aie dlglhall ula ol e

side of the table, united against ] il ;
L i, 5l 4l o)

whatever issue or problem arises.
Emphasize that the unite approach

| ive listeni Ak 2 gl md o e
requires effective listening and Al ua ¢l s Ol (e

O Alladll AS Ll 5 £ LainsY)

participation from all team Al slime | auas
members. AS il 5 g laia] y phal
To develop listening and (6] A ey A B ES

participating as a norm, incorporate
the round robin technique.

\_ ., Y,
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thiﬂ 3 ¢S

After you’ve raised the issue and
Invited cooperation, go around the
circle and allow everyone to share
his or her perceptions of the issue.
The round robin technique requires
members to listen and not interrupt
while other team members are
speaking.

Team members may ask one
another clarification guestions to
Improve understanding, but they
can’t argue for or against positions.

4 Y )

\_ ., J

<liged g duzidll ~ jha 2ey

il Jsa Jsailly o8 ¢ slaill
A8 iy areall a5

e i) sliac Y1 (e (5 5l
Gl o] dadaliall ae
panll agazy o i g
Obaion ¥ aeiS cagdll Gl
i) gall an gl llal Jlaad)
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