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The Team Tools Cook Book is a collection of
ways to work creatively with socio-emotional
competencies in teams and organisations.

By creatively combining “tools, triggers and
transfers”, you can facilitate (nearly) endless
ways of planning and executing engaging
workshops and learning situations.

The cook book has been developed as part
of Nordic Entrepreneurship Hubs; an Interreg
project focusing on giving startups the right
tools to make their team blossom and grow.






The purpose of this manual is to create a framework for creating
engaging, meaningful and effective workshops that enhance and develop
soft skills and socio-emotional competencies. Socio-emotional skills include
- Self-Awareness
- Self-Management
« Responsible Decision Making
- Social Awareness
« Relationship Skills
In other words; communication, teamwork, and self-regulation skills
that are essential to personal and academic growth

Soft skills are often the hardest to learn

If you want to learn to swim; you have to get into the water.
If you want to learn to ride a bike, you must get on the bike.
If you want to learn to play the guitar, you must pick it up

- and it won't sound good the first couple of months...

Soft skills must be trained by being with other people. Training by
experimenting, by failing and succeeding, by feeling vulnerable and
empowered, by sharing, caring and developing soft skills must be learned
together.

The target audience for this cookbook is people and professionals
who work with developing teams or individuals. This may be in educational
settings, in incubators and start-ups where teams meet ongoing growth
demands, in organisations and companies, in leader-groups and board
rooms and in any setting where relations between humans are present. We
hope that this manual will inspire you to be creative in your own workshop
design and help you invent and facilitate processes that help humans grow.







Step 1: Choose tool There is no shortage of methods, tools, theories
and concepts regarding “soft skills” team-building, socio-emotional skills,
leadership development and the like. Do a quick search on the internet,
and you will have material for a year of daily workshops.

We do notin any way propose that the tools presented here are the most
important or the most effective - these are the ones we have worked with,
and they are included here as an inspiration for your work.

Feel free to choose any other tool or method as needed!

Step 2. Choose trigger A trigger embodies the tool you have
chosen. A trigger may be a visual, auditive or kinesthetic input that will a
cognitive experience into a “whole-body” experience. Even smells and
tastes can be used. A sweet feeling? Or a salty thought?

Aesthetic affective experiences help us use our “extended minds” and
create memorable moments.

Feel free to choose or invent other triggers as needed!

Step 3: Choose transfer A transfer promotes future changes in
behaviour, thought patterns, feelings, collaboration forms, relations and
work styles.

“Experience alone does not create knowledge.” (Kurt Lewin)

A transfer lets the participants reflect upon what has been most helpful
and identify their own way of implementing what they have learned.

Feel free to choose any other transfer method as needed!
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Forming, Storming, Norming, Performing

Often shortened FSNP, Tuckman’s phases provides a solid framework for
understanding the necessity of working with soft skills:

In order to FORM you must be able to be curious, create trust and build
relations. A healthy STORM demands that each individual thinks and acts
constructively in conflicts. Without an agreed NORM the standard of the
teams work will suffer, and it will not be able to PERFORM.

The framework also offers insights on what leadership skills are most
beneficial in the different phases.
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Set up the Room

Example:

This is the north wall, here we look at the concept with a cool gaze.

This is the eastern wall; here we look at the rising possibilities.

This is the southern wall; here we sense what is warm and passionate
about the idea.

This is the western wall; here we look at what parts of the concept the sun
is setting on - and say goodbye to them.

Be creative. Make up something. People will join when you lead!
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Work the WOOP

Ask participants to note their Wish in 3-6 words.

Ask participants to note their best Outcome in 3-6 words:
Imagine....

Ask participants to note their main inner Obstacle in 3-6 words:
Imagine...

Ask participants to note their action plan or thought in 3-6 words:
Fill in the blanks: If...... (your obstacle) , then I will...... (your action or
thought to overcome obstacle)

Imagine once more:
If...... (obstacle), then I'will...... (action).
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Six Thinking Hats training

Train the Hats in groups of 4-6 people. Let participants suggest 2-3
controversial topics for discussion, then let each group choose the subject
they want to discuss when training “the hats”. Even better, let the teams
work with hot topics from their daily (work)life!

Build method muscle by having more than one meeting round, starting
with blue, white and red hat, then adding black and yellow hat, and finally
diving deep in to green hat.

More info on Six Thinking Hats:
https://www.mindtools.com/pages/article/newTED_07.htm

**************X

Example

Working with feedback, first create a scenario with bad, inefficient or even
harmful (but possibly humoristic) feedback.

Let all participants experience and reflect on how this feels and what the
outcomes are.

Ask if they're willing to try another way.
Then present the alternative way or method.

**************)%*

Example

Ask participants to find someone in the room they have only spoken very
little with today.

Give each couple 15-20 minutes to discuss what they found most valuable
in the concept.

You may ask them to summarise by having each dyad write 4 sticky notes;
3 benefits and 1 caveat.




Change Management According to Rick Maurer's book
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Through the Wall of Resistance

Resistance levels:
1. Idon't getit.
2.l don't like it.
3. I don't like you.

Support levels: What we usually need is

1. for people to get it (or understand what we are talking about)
2. like it (get excited, engaged, committed to the change)

3. have trust and confidence in the people leading the change

**************X

Example

What part of this concept will require you to stretch your thinking?
How will you exercise your new habits?

Which parts needs to be held together - by what?

Have participants identify crucial learning points for changed

behaviour and symbolise it by building and presenting a
human sculpture connected (or held together) by rubber bands.

**************)%*

Example

What is the smallest thing that we (or ) can do
now that will have the biggest effect?
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XYZ APPROACH

When you did ... X)
It made me feel ... (Y)
And I'd rather you did .......... 2)

- Say what the problem is
- Say how that made you feel or how it affects the team or the atmosphere
- Suggest what could be changed

This is just an example. There’s an ample supply of feedback methods on
the net.

**************X

Example

Grab one red scarf each, discuss in pairs:

“If you were to make sure you failed, what would you have to do?”

Have each participant mention what action would lead to failure and tie
their scarf to the next persons scarf. Pull the long red rope leading to
failure.

Grab one green scarf each, discuss in pairs:

“If you were to make sure you succeed, what would you have to do?”
Have each participant mention what action would lead to success and tie
their scarf to the next persons scarf. Now pull the long green rope leading

1O success.

Tips & Tricks

Print instruction cards with talking points, guestions or challenges to work
with on the Walk’'n'Talk. Postcard size is handy.

Make a signpost halfway through the walk with a new set of questions.

Bringing food, snacks and/or hot and cold beverages as a surprise on
longer walks may enhance the mood.

Expect participants to need time to get ready for next activity when they
return.
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The 3 domains

A subjective space where
we reflect upon the views of
others, our own experience
and the way we create
meaning.

Domain of
Reflection

Rules, routines,
guidelines, procedures
and tasks. Specific “right”
ways of doing things.

Determined by participants’
values, morals, and ethics.
The participants can not
remain neutral, but take a
personal position based
on what they consider
good practice.

****************X

O ircle
O . . Q O—ouerc

O O
o O ©
nn?er circle O

Domain of
Productivity

Personal
Domain

****************)%*

Example

Put blue painters tape on floor, the longer the better.

Mark tape with time indications - first hour, second hour etc.

Have participants walk along the tape in pairs, reiterating what they worked
on.

After having walked the length of the tape and talked the workshop through,
have them each write their initials and a “plus” where their greatest aha
moment was - and their initials and a “minus” where they zoned out.

If applicable, you may ask if their outcome matched their engagement.
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Thomas-Kilmann

» get ahead

competing collaborating

compromising

avoiding accommodating

» getalong

- ********)%

Example: Thomas-Kilman conflict modes

“Place yourself where you most often go in discussions. Share with a
person close to you (in this field) why you feel comfortable here.

Move to where you most rarely go in discussions, and share with a new
person close to you why you feel uncomfortable here.

Now move to the place where you think your team would most likely
benefit from your conflict style. Share with the person closest to you why
this would be a good idea.

What mindset, habit or attitude would you need to do this? Share..”

» get ahead

» getalong

***************)%*

Example questions

Tell me more about that.

Help me understand.

What is challenging about it?

What will you do, try, or consider?

How will you prepare for that?

Who will be affected - positively or negatively - by these potential changes?
Who could offer you feedback or support?

Where or when do you feel most challenged or reactive?

Where might you experience resistance from others?
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Checklist

O Shut down internal dialogue
O Be open, neutral and patient
O Make eye contact

O Don'tinterrupt

O Nod your head, say “mmm”
O Watch nonverbal behaviour
O Withhold judgment

O Paraphrase what's been said
O Ask open-ended questions

**************X

Example

We're gonna work with this method by using music.

In groups of four, choose a song or a piece of music that exemplifies how
and why this method is important/why it works/now it works.

Play the song in plenary, and discuss your findings.

**************)%*

Example

Have teams or individuals draw and fill out the Goal Grid.

no dowehaveit? . eq

. Large papers and lots of colours may
enhance the experience.

- Or map it out on the floor, having | ochieve preserve
participants moving in the grid.

« Or just use sticky notes and the good ol
whiteboard.

yes

do we want it?

avoid eliminate

no




The Five Dysfunctions of a Team

ower Briefing
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Facts, Feelings, Findings, Future




Root causes of poor teamwork

Inattention to results
Avoidance of accountability
Lack of commitment
Fear of conflict
Absance of trust

****************X

Example

Working with “The Five Dysfunctions of a Team”, ask the participants:

You: Starting at the top, what do you need to do as at team?

Participants: Reach our goals. Deliver. Create results.

You: Exactly! See, you know this stuff already! When do you create results?
Participants: When we do as we promise. When we live up to our
agreements. When we hold each other accountable.

You: Precisely! Good work! We call this accountability. | knew you know!

- continue until the concept has been grasped. Back up with handouts later.

****************)%*

Example

In groups of four, review this workshop by discussing:

¢ Facts: An objective account of what happened

¥ Feelings: The emotional reaction to the situation

# Findings: The concrete learning that you can take away from the situation
% Fyture: Structuring your learning such that you can use it in the future

https://www.ed.ac.uk/reflection/reflectors-toolkit/reflecting-on-experience/four-f




Roles, Rewards, Responsibilities

Picture Cards
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Feelings as medicine

When working with the roles, rewards and responsibilities within the team,
feelings will be present. Don't push the feelings away when they occur.
Instead of viewing feelings as a problem, view them as a resource.

Ask

« What's going on?

« How does it make you feel?
« What are you gonna do?

**************X

Example

“Pick one picture as a metaphor for how the team works now, and one
picture for how you would like the team to work in the near future.”

“Pick a picture that says something about the challenges this method poses,
and one picture for what succesful outcomes the process could bring.”

>

Examples (permission slips written by participants)

‘I hereby give myself permission to be bold
and honest”

Signature

“The next 6 weeks, | have permission to
be more creative, even if that includes
saying dumb things and making people laugh”

Signature

‘I am permitted to show my feelings, to
be vulnerable and to be silent”

Signature
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The Compass of Shame

Withdrawal:
Isolating oneself, running and hiding Withdrawal
Avoidance:

Denial, abusing drugs and alcohaol,
distraction through thrill seeking
Attack Other:

“Turning the tables” blaming the victim,
lashing out verbally or physically
Attack Self:

Self putdown, masochism

**************X

Example

Attack
Self
12410
Yoeny

Avoidance

Working with The Compass of Shame, tell the participants...

“We have laid out the compass of shame on the floor with ropes.

This is the attack axis, and this is the withdrawal axis.

Please think of a recent experience where you either attacked yourself or
others, or withdrew from yourself or others.

Move about in the cross of shame in silence, and take note of the different
feelings that occur.

Afterwards you will share your experience in dyads.”

**************)%*

Activation Plan

Clear and reachable goals are:

- Specific (simple, sensible, significant).

« Measurable (meaningful, motivating).

- Achievable (agreed, attainable).

« Relevant (reasonable, realistic and resourced, results-based).

« Time bound (time-based, time limited, time/cost limited, timely, time-sensitive).




(fill in your favourite)

Trigger (fill in your favourite)

@ Transfer (fill in your favourite)




Example/description

****************X

Example/description
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Example/description




(fill in your favourite)

Trigger (fill in your favourite)

@ Transfer (fill in your favourite)




Example/description

Example/description

Example/description




Tool (fill in your favourite)

Trigger (fill in your favourite)

<
@ Transfer (fill in your favourite)




Example/description

Example/description

Example/description
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Participant preparation

To prepare for workshops, the participants may be encouraged to think
about recent unresolved issues in teams they are part of, as well as
situations where they would like to give positive or corrective feedback to
specific persons, but haven't done it yet

Consider activating participants 1-4 weeks before the workshop by sending
out a couple of questions to raise awareness on the subject (tool) you are
going to work with.

Requirements

This is @ manual about workshops. When we work, we need ample and
undisturbed space to move about and use our “extended brains”.

We also need food, oxygen and breaks - usually more than planned for.
For many, working with Soft Skills (however touchy-feely it may sound) is
actually taxing work. We are often more used to working with our cognitive
and physical power than with our socio-emotional muscles.

Plan for taking time when you go deep.

Participants may feel vulnerable and debriefing may be needed.

Where’s the power and what’s the point?

Humans have a tendency to grasp concepts in the same tempo as it takes
for a person to write it down. PowerPoints may be powerful and have good
points, but use them wisely: not for text, but for images.

Consider using flipovers or whiteboards instead - you need to note the
opinions, experiences and insights of participants, and they may be hard to
know ahead of time.

The largest amount of participants we've had was 125 persons, but more
would be possible.

Due to group dynamics itis preferable to have minimum of 16 participants.




Personal profiles

The “Big Five” Domains
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@ Compound Skills (from working with “The Big Five”




Popcorn #1

By working with experiental learning and with case stories provided by the
participants, we ensure the content is relevant and engaging.

When you make popcorn, it takes a while before the first one pops.

Then they pop more and more often and sometimes in big waves of
simultaneous popping.

And inthe end, there’s still corn in the bottom of the pot that never popped.
It may even be burned.

Popcorn #2

Workshop participants can be like popcorn.

Some will get it quickly, and the knowledge they gained may be used in or
immediately after the workshop.

Others pop a little later.

After the workshop, they may need more training, but will still know more
about socio-emotional competencies, as well as having gained insight into
personal patterns, triggers and responses in different situations.

Popcorn #3

And some may be lying un-popped at the bottom of the workshop pot.
They may require extra attention during or after the workshop.

Be prepared to give it to them; we're here to help each other.
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Personal notes

© 2022
Compilation, words: Asger Steenholdt
Concept inspiration: Marianne Skovgaard Hansen







