Session 33 — Being a good team member

Session 33

Thank you, Honor able Chair person —
Being a good team member

WHOSE FUTURE GOAL 23: You will learn what it takes to be a good team

member.

And abright, cheery good day
toyou! Glad you'reback! Last session
we talked about how to plan for a
successful meseting. Y ou've dready figured
out that you will be having a decision
meking mesting.

Decision-making meetings are only
successtul if the people at the meeting are
good team members and if the meeting has
an effective leader.

WEe ve dready taked about the fact that
you are the most important team member a
your planning meeting. After dl...without
you there wouldn't be a planning meeting
about you, right?

So, you will be ateam member at dl your

N
planning mestings You might
even have a chance to lead your mesting.

Y ou should know what to do to make sure
that you do your job. We Il start with what
it takes to be a good team member and

finish up with suggestions for being a good
leader.

Being agood team member startsin your
mind and showsin your actions. It Sartsin
your mind because it' s important to have
the right kind of attitude about the team
members, the meeting and the planning
process.

Read about these two people and think
about who you think is going to be a good
team member:

Hector is always complaining about
everything! He complains about going to
school and staying home. He complains
about being too busy and about not
having anything to do. Lately he’s been
complaining about his planning meeting.
He says that meetings are boring, a waste
of time and that he has better things to
do. He says he doesn't really care about
his future anyway.

Margo is not sure exactly what will happen
at her planning meeting, but is sure that
she wants to be there. She thinks that
being involved in planning for her future is
a very important thing and she has
worked hard to make sure she was
included on the team. She’s not sure that
she knows everything she needs, but she is
willing to listen and learn and wants to
participate in the meeting.

Which person do you think will meke a
good team member?
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&

Pretty easy, right? | mean, Hector hasa
red attitude problem. | can't seehim
compromising and negotiating, can you?

Let’ sthink about it. What does aperson
need to do to have theright kind of attitude
to be a good team member?

&

Wheat did you come up with? How about
these three things:
1. A good team member is someone

who has a positive attitude. & —

If you have a pogitive atitude, you can get a
lot of things done! People who have a
positive attitude are willing to work to make
good things happen. They expect good
thingsto happen. They trugt their team
members to do what is right and to do what
they are supposed to do. If you think your
planning meeting will be awagte of time. .. it
probably will. If you think it will help you
plan for the future you want.... it probably
will do that instead.

2. A good team member is someone
who will follow through with what they

say they will do. l

Thisis about respongbility. If you want
others to give you more control over your
lifeand let you make more decisons, you
have to show them that you can be

responsible and do what you are supposed
to do.

3. A good team member makes sure
that they get the information they need

to contribute.
Thetruthis, you can’t aways count on
someone else to get you everything you
need. You know...that stuff about the
sueaky whedl. Y ou have to make sure
that you get what you need to be agood
team member. Tha might meen talking to
other team members before the meeting.
You just need to do whatever it takes.

Come into ameeting with that kind of
atitude and you will be well on your way to
being a good team member. But your
attitude isonly the first part. You haveto
show that you are a good team member.
How? Gosh, I'm glad you asked.

Hereisalig of things that you can do to

show that you are a good team merﬂgp_lqr:
’\.‘)

1. Get to the meeting on timel¢> -

3

SER.

Dress neatly and appropriately. IL
3. Bring any information that has been

sent to you.

4. Say hello to every team member.

{?

5. Shake hands with everyone.
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6. Sit through the whole meeting, don’t

leave early.

7. Listen @to others without
interrupting.

8. Talk only about the topic being
discussed.

9. Follow through on your

commitments.

These are dl things that are just good
common sense, but you' d be surprised how
many people don't pay atention to them. If
you want to make sure that you are an
important part of your planning process,
then make sure you do these things. That
will show that you are agood team

.--,'f'-'
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Now, what about leading the meeting?
Why should you think about leading your
meeting? Wadl, if you want to be successful
and take greater control of your life, you
are going to have to develop leadership
kills. If you let everyone do everything for
you, instead of being aleader and taking
control of your own life...wdl, you will end
up doing things other people want you to
do for the rest of your life,

Good enough reason? | thought so. So,
let’ stalk about leading your planning
mesting.

People who |ead mestings are called
chairpersons or chair for short.

If you think you want to be the chair of your
planning meeting, you need to make sure
you want to take on al that work. Leading
ameeting means you agree to do whatever
it takesto make sure that meseting isa
success!

If you are willing to do dl the work that it
takes to be ameeting chair, you should
follow these basc rules. If you don’t want
to do al the work or don’t think you can do
al the work, maybe you should think about
being a co-chair!

Ware

1 >

In that case, you and someone else would
share the respongihilities of leading the

mesting.

What are some of the respongibilities of the
chairperson? Wdll, for one thing the person
who leads the meeting will want to make
sure al the planning is done and the
arangements are made. Given that al of
these things are dready done, here are
some things that the chairperson will do on
the day of the mesting.

Call the meeting to order.
Thismeansthat it isthe chairperson’s
responshbility to get the meeting sarted. If
the chair doesn't eventudly call the mesting
to order, the team will probably spend the
whole time talking about the volleybdl game
at the schoal the night before! It isthe
chair' s respongbility to say something like
“Let'sdart thismeeting” or “| cdl this
mesting to order” to let everyone know that

it istimeto get down to business.
¥ L
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Thisiswhere, if you have one of those
hammer-looking things cdled a gave,

you get to whack it on the table!
But, before you get too excited, most
decision-making meetings don't use agave.
Sorry!

Introduce all team members.

It isthe chair’ s respongbility to make sure
that everyone at the mesting is introduced.
If there are alot of people who don't know
each other, you might want to use name
tags. Even if everyone knows each other,
you should introduce them and tell
something about why they are on the team.
If you redly don't want to introduce
everyone, or don't know everyone, have all
the team membersintroduce themsalves.
Either way, try to compliment everyone and
make them fed comfortable.

Make sure that everyone knows
the purpose of the meeting and the
B
&

expected outcome.
Remember this part? It'simportant to
communicate the purpose of the meeting to
al team members. Make sure that
everyone knows why they are there and
what they are supposed to get done. If you
have written these down, read them to
everyone. Y ou can put them on thga

G o8 el
chakboard or flip chart. =% Don't
assume everyone remembered just because

you sent them the purpose and expected
outcome before!

Make sure that everyone knows
the meeting agenda and has a

£

schedule.
Thiswill make your job eesier inthelong
run. It will be easier to keep people
focused on the purpose and the outcome if
you have an agenda and you, as the leader,
can steer people back on topic. Well talk
more about how to do thisin the next
sesson. Make sure that the agendahas a
timelineon it and KEEP THE MEETING IN
THE TIME INDICATED! Thisisimportant.
If people show up for a one-hour meeting
that goes six hours, they will never volunteer
to do thisagain! Use the agenda to keep
people on track and schedule another
mesting to finish up if the meeting is running
too long.

Keep the meeting focused on the

topic.
We ve sad this before, but it doesn’t hurt

to sy it again! Itisthe chair'sjob to keep
people focused on the topic. Usethe
agenda. Remind members of the purpose
of the meeting. Whatever it takes...keep
them focused!

Move the meeting along. ¢
Agan, we've sad thisbefore but it is
important. It isthe chair’'s job to make sure
the meeting starts on time and ends ontime.
Y ou need to make sure that the team
doesn’'t spend too much time on one topic,
S0 thereis no time for other topics.

In the next sesson we will finish talking
about how to lead ameseting. We will tak
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about how to get people involved in a
meeting and how to come to a decision.

m
47 477
If you want to lead your |IEP

meeting yoursdf, or if you want to be aco-

chair, W™ you should talk to the
person who is responsible for chairing the

meeting. %@,\ Take afew minutes

and find out thisinformation and talk with
that person if you want to do some thingsto
help lead the meeting.

Okay. Let'slook at what
you' ve covered this session.

M You learned that being agood team
member startsin your a
and showsin your actions.

M Youlearnedt thingsto do to
have theright kind of attitude to be a
good team member, including having a

positive attitude, ﬁ;\ = following
through on what you say you will do,

. | 1

L, and making sure you havedll
the information you need to make a
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contribution.

M Y ou learned nine actions that show you
r,ﬂrl LY
N'pt
areagood t -
member.
M You learned that people who lead

meetings are called c__

or just chair for short. %@L\ If

two people share this respongbility,
they are called co-chairpersons.

W
ol
RPN

M You learned some of the -
r of the

chairperson on the day of the mesting.

Before the next session,
you should have:

# Thought about whether or not you want
to chair your planning mesting.

# Taked to the person responsible for
leading your meeting about chairing or
co-chairing the meeting. Together you
should decide what parts you will be
responsble for and follow through by
getting dl the information you need.

Okay. Sothat'sit for now.

Later.
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Session 33 Summary Sheet - Being a good team member

WHOSE FUTURE GOAL 23: Youwill learn what it takes to be a good team member.

M You learned that being a good team member startsin your mind and shows
in your actions.

M You learned three things to do to have theright kind of attitude to be agood
team member, including having a positive atitude, following through on what
you say you will do, and making sure you have dl the information you need to
meake a contribution.

M You learned nine actions that show you are a good team member.

M You learned that people who lead meetings are called chairpersons or just
chair for short. If two people share this responsibility, they are called co-
chairpersons.

M You learned some of the responsihilities of the chairperson on the day of the
mesting.
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