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Module One: Getting Started 

The term “high performamce teams” has become a frequently used buzzword. It is easy to talk about 

high performance teams, but what are they, how are they formed, and what benefits do they provide? 

The material in this guide will help you find the answer to these questions and develop your own high 

performance teams.   

 

Workshop Objectives 

Research has consistently demonstrated that when clear goals are associated with 

learning, it occurs more easily and rapidly. With that in mind, let’s review our goals 

for today.  

At the end of this workshop, participants should be able to: 

• Understand the benefits of high performance teams 

• Address challenges  

• Conduct effective meetings 

• Be able to see the big picture 

• Work collaboratively 

• Adequately praise team members 

 

No one can whistle a symphony. It takes an 

orchestra to play it. 

H. E. Luccock 
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Module Two: The Benefits of High Performance Teams 

There are many benefits of high performing teams. In creating high performance teams, employees 

become more satisfied, and their quality of work improves. Taking the time to build high performance 

teams in an organization creates loyalty, creates visibility, enhances collaboration, and provides 

optimum productivity. 

 

Creates Loyalty 

Developing high performing teams instills intrinsic motivation within employees. They find meaning in 

their work, and this satisfies them more than extrinsic motivators such as commissions. When 

employees are intrinsically motivated at work, they are less likely to leave the organization. Satisfied 

employees are loyal, and loyalty reduces turnover. It ensures that only qualified employees staff the 

organization. Success is assured when qualified employees have a genuine interest in the success of the 

business.  

 

Optimum Productivity 

Creating high performance teams will lead to optimum productivity. This benefit goes beyond numbers 

on reports. Optimal productivity begins with the behavior of individual team members who learn to 

trust each other. As trust builds within the team, the individual members will work together more 

efficiently. As the team learns to work together, their roles become clear to them, and they 

communicate better. All of these factors help to create an amiable work environment. As the work 

environment improves, productivity will also improve, and the path to optimum productivity becomes 

evident.   

  

If everyone is moving forward together, then 

success takes care of itself. 

Henry Ford 
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Collaboration 

Collaboration is both a product of high performance teams and an essential aspect of them. 

Collaboration occurs when the members of the team work together towards a single goal. Successful 

collaboration requires everyone involved to respect and encourage diversity. This includes the diversity 

of opinion and people. Respect is the key to collaboration. Conflicting ideas are inevitable, but beneficial 

solutions are probable when all parties treat each other with respect and learn to see from different 

points of view. 

 

Creates Visibility 

High performance teams create visibility. The actions taken by each member of the teams need to be 

apparent to everyone involved, particularly the manager of the team. Visibility allows everyone to know: 

• Who is assigned each task 

• How tasks are progressing 

• Expected date of completion 

• People who need assistance 

• Relevant questions 

When there is visibility, teams work better together. Additionally, people are praised and rewarded 

when their actions are visible. 

 

Case Study 

Roger and Ashley work together on the same team. Ashley finds herself unable to complete her part of 

the assignment because she did not understand the computer program. She asked Roger for help 

because he knew how to operate the program. Together, Roger and Ashley complete the project on 

time. At the team meeting, Ashley was praised for her work, but Roger was forgotten. He resented being 

overlooked and vowed never to work on another project he was not assigned to personally. 
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Module Two: Review Questions 

1. What causes employees to remain with an organization? 

a) Extrinsic motivation 

b) Commission 

c) Creativity 

d) Intrinsic motivation 

2. Satisfied employees reduce ________. 

a) Productivity 

b) Turnover 

c) Creativity 

d) Collaboration 

3. What causes team members to work efficiently? 

a) Trust 

b) Teams 

c) Extrinsic motivation 

d) All of the above 

4. What does NOT improve productivity? 

a) Trust 

b) Communication 

c) Extrinsic motivation 

d) Work environment 

5. What occurs when the members of the team work together towards a single goal?  

a) Loyalty 

b) Collaboration 

c) Visibility 

d) Productivity 

6. What is the key to collaboration? 

a) Money 

b) Creativity 

c) Motivation 

d) Respect 
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7. What ensures that people in teams are rewarded for their work? 

a) Visibility 

b) Loyalty 

c) Productivity 

d) All of the above 

8. The visibility of the team is particularly important to ______. 

a) Team members 

b) Those beyond the team 

c) Manager 

d) All of the above 

9. What did Roger understand that Ashley did not? 

a) Computer program  

b) Purpose of the task 

c) Nothing 

d) None of the above 

10. What is Roger’s decision at the end? 

a) To help people 

b) There is no decision 

c) Not to help people 

d) None of the above 
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Module Three: Challenges of High Performance Teams 

Anyone seeking to develop a high performance team will face the same challenges as any other team. 

When creating high performance teams, however, you will have the skills to address these challenges 

and move your group forward through competition, turnover, productivity, and fear. The information in 

this module can be used to address issues as they appear in your teams.  

 

Can Create Competition 

Competition can become a problem in any organization, and this is particularly true when teams are 

developing. Unhealthy competition occurs when team members fight among each other for power and 

control. When teams become too competitive, communication and creativity suffer as people keep 

ideas to themselves. Additionally, a competitive environment will destroy morale and have an adverse 

impact on creativity. 

Fortunately, there are ways to address competition: 

• Address competition at the beginning: Competition and conflict are natural, and team members 

should be prepared to face it from the beginning. 

• Make roles clear: Conflict and competition increase in uncertainty. 

• Treat all team members with equal respect: Managers often encourage competition in the way 

that they treat people. 

 

High Turnover Rate 

Creating teams can increase turnover when they are not implemented correctly. People are often 

resistant to change, and changes to create high performing teams are no exception. There are important 

steps that people can take to reduce turnover among teams: 

• Be sincere: Employees know when the sole goal of high performance teams is to make more 

money. They need to understand how the change benefits them. 

• Appreciate employees: Show appreciation when people make steps towards teamwork. 

• Encourage open communication: Make people comfortable sharing concerns.  

Creating a safe and respectful work environment will help retain useful employees. 

Our ability to handle life’s challenges is a 

measure of our strength of character. 

Les Brown 
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Negative Focus on Productivity 

While it is true that high performance teams will improve productivity, productivity should not be the 

primary focus of the team. Too much focus can be placed on productivity. When this happens, other 

important factors may be overlooked, such as communication and employee satisfaction. Additionally, 

short-term strategies to improve productivity will not always have a positive impact on teams. For 

example, adding hours might increase productivity immediately, but it will also cause employee 

burnout. A balanced view of productivity is necessary to support high performing teams. 

 

Fear of Failure 

The fear of failure will cause a team to lose heart and damage performance. Fear reduces confidence 

and enthusiasm. Additionally, when people are afraid of making mistakes, they are less likely to explore 

new ideas or take risks. Creating a safe work environment will also serve to remove this fear from team 

members.  

Limiting Fear of Failure: 

• Encourage employees to share their ideas without fear of ridicule or retribution.  

• Do not threaten or harshly punish people for minor mistakes. 

• Foster a culture of collaboration. 

 

Case Study 

Tom was not satisfied with the productivity of his team. In the first six months together, productivity 

improved 7%. After another six months, productivity only increased another 2%. He decided to create a 

competition rewarding the most productive employee of the month. Over the next three months, 

overall productivity increased another 5%. Tom, however, noticed a change in the workplace. People 

were unhappy. He was surprised when his most productive employee, Alice, gave him her notice. She 

explained that the stress to increase productivity each month was too great, and she was tired. She 

needed a job where she felt secure.  
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Module Three: Review Questions 

1. Conflict and competition are _____. 

a) Natural 

b) Productive 

c) Avoidable 

d) All of the above 

2. What will increase competition? 

a) Roles in teams 

b) Discussion 

c) Failure 

d) Uncertainty 

3. What will a respectful work environment do? 

a) Retain employees 

b) Increase turnover 

c) Nothing  

d) None of the above 

4. What do employees need to understand about change? 

a) How it benefits productivity 

b) How it benefits the company 

c) How it benefits them 

d) Nothing 

5. What occurs when too much focus is placed on productivity? 

a) Productivity improves 

b) Other factors are overlooked 

c) Creativity 

d) All of the above 

6. _____ should not be a focus. 

a) Long-term 

b) Short-term  

c) Communication 

d) None of the above 
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7. What type of culture should be cultivated? 

a) Collaborative 

b) Excitement 

c) Knowledge 

d) All of the above 

8. What should people be encouraged to do? 

a) Nothing 

b) Take action 

c) Be quiet 

d) Share ideas 

9. How much had productivity increased the first year? 

a) 9% 

b) 7% 

c) 2% 

d) 5% 

10. What change occurred in the workplace? 

a) People were happy 

b) People worked effectively 

c) People were unhappy 

d) None 
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Module Four: How to Build and Lead High Performance Teams 

Now that you understand the challenges and benefits of high performance teams, you can focus on how 

to build and lead the team. Members of your team will profit when you learn to promote understanding, 

provide them with adequate knowledge, facilitate effective interaction, and conduct effective meanings.  

 

Promote Understanding 

We have already addressed some of the challenges that occur in teams. Many of these problems may be 

prevented if the team leader is able to promote understanding between members. The effective leader 

will understand ways to prevent conflict. 

• Give employees clear shared goals and personal goals 

• Explain the contributions that each member makes to the team 

• Share how the roles between team members are connected 

• Make sure that the values of the company are understood 

 

Provide Adequate Knowledge 

Team members cannot be expected to work well without the knowledge and tools that they need to be 

successful. It is imperative that the team leader understands the strengths and abilities of each team 

member. This understanding will ensure that people have jobs for which they are qualified and that any 

knowledge gaps are filled quickly. The leader should also develop effective listening skills so that he or 

she can address problems as they arise. Take immediate action as soon as you recognize a lack of 

knowledge or missing tools. Implement training or purchase equipment as necessary. 

  

The strength of the team is each individual 

member… the strength of each member is the team. 

Phil Jackson 
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Facilitate Effective Interaction 

Miscommunication leads to wasted time, lost money, and conflict. Every leader needs to understand 

exactly how to facilitate effective interaction. This knowledge will increase collaboration as satisfaction 

and communication improve. 

Ways to Facilitate Interaction: 

• Encourage questions 

• Model interpersonal interactions 

• Demonstrate problem solving techniques 

• Engage in active listening 

• Ask questions 

 

Conduct Effective Meetings 

Team meetings are valuable tools when they are conducted effectively and a waste of time when they 

are not. There are a few key components that all meetings have in common: 

• Create an agenda and stick to it (provide the agenda before the meeting, if possible) 

• Begin and end the meeting on time 

• Create rules of conduct (these usually include behavior, confidentiality, interruptions, etc.) 

• Assign roles to members (typical roles include administrator, timekeeper, and recorder) 

• Develop summaries of decisions and actions 

• Debrief 

You will need to establish a routine that works best for your team. Once you do, it is important to 

ensure the meeting promotes mutual respect among all members and that everyone participates. 

 

Case Study 

Janet and Gary are members of the same team. Their leader informs them that they will be working on a 

project together that requires computer coding. Janet works strictly with graphics, and she soon learns 

that she lacks the knowledge to perform the job fully. Gary understands the project, and he is frustrated 

because Janet is slowing him down. Both Gary and Janet feel that their leader does not understand their 

needs. Finally, Gary asks Janet to let him work on the project alone. She reluctantly agrees, but she is 

humiliated. He manages to finish the project on time, and the leader is unaware of their struggles. The 

relationship between Gary and Janet remains tense after this encounter. 
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Module Four: Review Questions 

1. Team members need ______. 

a) Personal goals 

b) Shared goals 

c) A & B 

d) None of the above 

2. What do leaders need to understand? 

a) Preventing conflict 

b) Creative process 

c) Different languages 

d) All of the above 

3. When is immediate action necessary? 

a) When a knowledge gap is identified 

b) When assigning roles 

c) When listening 

d) Never 

4. What should be known about each team member? 

a) Nothing 

b) Outside interests 

c) Strengths and abilities 

d) Creativity 

5. What is NOT lost with miscommunication? 

a) Conflict 

b) Time 

c) Money 

d) All of the above. 

6. Effective interactions improve _______. 

a) Hours 

b) Creativity 

c) Job satisfaction 

d) All of the above 
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7. When is the best time to provide a meeting agenda? 

a) After the meeting 

b) During the meeting 

c) Before the meeting 

d) None of the above 

8. What occurs when meetings are not conducted effectively? 

a) They are slightly helpful 

b) They are a waste of time 

c) They are equally helpful 

d) All of the above 

9. How does Janet feel after leaving the project? 

a) Humiliated  

b) Relieved 

c) Angry 

d) Happy 

10. How did Gary and Janet feel about their team leader? 

a) He supported them 

b) He was understanding 

c) He communicated well 

d) He lacked understanding 
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Module Five: Characteristics of High Performance Teams 

High performance teams share certain characteristics. These trademarks of high performance will help 

you determine when your team is high performing. Over time, your team should be able to: understand 

the big picture, share common goals, work collaboratively, and produce quality results. 

 

Understand the Big Picture 

One of the strengths of high performance teams is the ability to see the big picture. In order for people 

to see the picture, however, you need to provide them with one. It is your responsibility to share a 

vision with your team.  They need to see the future together. The small steps and changes taken to 

reach a goal often sidetrack people. Team members who are able to see the big picture, however, will 

find it easier to move forward and work towards their shared vision. 

 

Have Common Goals 

We have already discussed the big picture. It is necessary to create goals to help you reach this ideal 

vision. These goals should not simply be assigned. Common goals require the input of other team 

members to be effective. There are a few steps that you can take as a group to encourage team 

members to create common goals: 

• Develop a team agreement 

• Clearly define the purpose of the team 

• Make a list of actions and prioritize them 

When goals are being created, everyone should contribute and discuss different ideas.  

  

Working together is success. 

Henry Ford 
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Work Collaboratively 

High performance teams are able to work collaboratively. We have already touched on ways to promote 

collaboration in Module Two.  Here, we examine the process of collaboration: 

1. The team comes together for a purpose 

2. A consensus develops 

3. Individual decision to move forward 

4. Teams members actively work together 

5. People find commonality through negotiation 

6. Team members share knowledge with each other 

7. The team finds new ways to operate 

8. Members of the team are proactive in their engagement 

Shared workspaces for teams will promote the collaborative process and the development of high 

performance teams. 

 

Produce Quality Results 

Quality results are associated with high performance teams. Quality results occur when the team has 

high standards and strives to meet them. The members of the high performing team reach goals and 

deliver the results. The team and its purpose will determine the quality results reached. For example, 

quality results may be a 10% increase in sales. It could also be a highly recommended app or computer 

program. If a team fails to produce quality results, it is an indication that there is a problem with the 

performance of the team. It is not high performing. 

 

Case Study  

Alan was having difficulty keeping his team from distraction every time that a change was made. He 

consulted Jenna since her team was performing well. She asked him what big picture he showed his 

team, and he did not know how to answer. He told her some of the goals. Jenna explained that Alan 

needed to engage his team in a vision of the future. Allowing them to see the big picture will help keep 

them on track because they know what they are working towards. Alan met with his team again and 

discussed their long-term goals. During the meeting, he expanded the goals of the team into a unifying 

vision.  

 



Page 22 

Module Five: Review Questions 

1. What do leaders need to provide teams? 

a) Shared vision 

b) Creativity 

c) Strength 

d) Nothing 

2. What often occurs with change? 

a) Manipulate people 

b) Sell 

c) Ask for thing 

d) People are sidetracked 

3. What requires the input of team members? 

a) Personal goals 

b) Nothing 

c) Common goals 

d) Results 

4. What should be done after identifying actions for the team? 

a) Implement them 

b) Prioritize them 

c) Nothing 

d) Share them 

5. What is the first step of the collaborative process? 

a) Team comes together 

b) Reach a consensus  

c) Negotiation 

d) Knowledge sharing 

6. What will promote collaboration? 

a) Vision 

b) Results 

c) Meetings 

d) Shared workspace 
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7. What is indicated when a team does not produce quality results? 

a) Lack of creativity 

b) Problem with the team 

c) Bad economy 

d) All of the above 

8. A high performance team is able to _________  

a) Hide ideas 

b) Avoid mistakes 

c) Create conflict 

d) Reach goals 

9. What did Alan fail to show his team? 

a) Goals 

b) Big picture 

c) Collaboration 

d) Nothing 

10. What did Alan use to help create a vision? 

a) Short-term goals 

b) Vision 

c) Creativity 

d) Long-term goals 

  



Page 24 

Module Six: Roles of an Effective Team Leader 

High performance teams require effective team leaders. A title is not enough to develop leadership. A 

leader must execute certain tasks well in order to inspire high performance. An effective leader will 

provide adequate training and constructive feedback. He or she will also create an environment of 

problem-solving and see mistakes as opportunities.  

 

Provides Adequate Training 

An effective leader will always ensure that team members have adequate training. The needs of the 

team will determine what type of training should be given. There are three things to consider when 

providing employee training: 

• Requests: Team members recognize when they need training. 

• Employee reviews: Employee reviews will identify gaps in knowledge and the training necessary 

to move forward. 

• Organizational changes: Changes in the organization will require employee training to address 

new roles and responsibilities. 

 

Timely, Constructive Feedback 

Feedback is necessary for any team setting. Effective Leaders are able to provide feedback that is both 

timely and constructive. For feedback to be timely, it needs to address issues as they arise. Do not wait 

for meetings and reviews to address issues. Be careful not to act out of emotion, however. Wait until 

anger or other emotions have subsided before giving feedback. When providing feedback, it is necessary 

to be constructive.  

Making Feedback Constructive: 

• Be specific and direct: Focus on facts, not feelings. 

• Give feedback in person: Communicating electronically can lead to miscommunication. 

• Manage tone: Avoid anger and sarcasm. Be professional but sincere.  

• Focus on facts: Share what you have observed, not personal interpretations of facts. 

• Be appreciative: Show appreciation in positive feedback. 

Successful leaders see opportunities in every 

difficulty rather than difficulties in every 

opportunities. 

Reed Markham 
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It is important that feedback focus on the positive. Even when addressing problems, do not dwell on the 

negative.  

 

Views Mistakes as Opportunities 

An effective team leader is able to embrace mistakes and see them as opportunities. Mistakes are 

inevitable. The key to handling mistakes is learning from them. When team member understand that 

they will not be punished for every mistake they make, they will act boldly and take risks that can 

benefit the team. Leaders can help to cultivate this type of work environment by doing the following: 

• Share mistakes with team members 

• Discuss ways to learn from mistakes 

• Make clear boundaries 

• Encourage experimentation 

 

Environment of Problem-solving 

A high performance environment is one that encourages problem-solving, but this environment requires 

effective leadership. The leader needs to do the following: 

• Address problems immediately: Allowing problems to remain will only cause stress. They will 

not magically work themselves out. 

• View problems realistically: Work with facts, not overwhelming and negative feelings. 

• Be fair: Treat all team players equally, and provide fair discipline when necessary.  

• Choose a problem solving approach: There are numerous methods to approach problem solving. 

Choose one that works for you and encourage the team to do the same. 

Demonstrating this approach to problem-solving will encourage other team members to do the same. 
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Case Study 

Jamie is frustrated by the way that Hank consistently sidetracks team meetings. Over the past few 

months, the frustration has only continued to build. She can hardly look at him when they are in the 

same room, but she has no choice but to interact with him since she is the team leader. Hank begins 

telling off-topic, personal anecdotes during on meeting, and it is the last straw. Jamie snaps at him, 

telling him that they will be able to end their meeting on time when Hank finally learns to stop 

chattering. The room goes silent, and Hank just stares at her.  
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Module Six: Review Questions 

1. What will help identify gaps in knowledge? 

a) Reviews 

b) Leadership 

c) Constructive feedback 

d) All of the above 

2. What is true of team members? 

a) They are easy to motivate 

b) They know when they need training 

c) They are difficult to motivate 

d) They do not know when they need training 

3. What is likely when feedback is given through email? 

a) Nothing 

b) Clearer communication  

c) Miscommunication 

d) Change of action 

4. What should be done when the leader is angry? 

a) Give feedback immediately 

b) Nothing 

c) Blame the other person 

d) Wait to give feedback 

5. What occurs when people realize they will not be punished? 

a) They are timid 

b) They take risks 

c) They are creative 

d) Nothing 

6. What should a leader do after making a mistake? 

a) Hide it 

b) Nothing 

c) Share it 

d) None of the above 
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7. When should problems be addressed? 

a) Immediately 

b) Never 

c) When they are conflicting 

d) When they are minor 

8. Problems need to be viewed ______.  

a) Only by leaders 

b) Creatively 

c) Innovatively 

d) Realistically 

9. How did Jamie address her frustration at first? 

a) Ignore it 

b) Talk with Hank 

c) Create rules 

d) Hold a meeting 

10. How did the team react to Jamie’s feedback? 

a) Anger 

b) Laughing 

c) Silence 

d) Unknown 

 

  



Page 29 

Module Seven: Leading High Performance Teams (I) 

There are several traits that benefit the leaders of high performing teams. By learning to take on these 

characteristics, you have the opportunity to improve your team along with your own leadership style. 

These traits include vision, patience, humility, and humor. 

 

Vision  

Leaders of high performance teams are people with vision. It is this vision of the future that will inspire 

team members. The vision that a true leader communicates is not a vague idea. Rather, it is tangible to 

the listeners. There are basic qualities that every leading vision shares: 

• It is a compelling narrative, not stale facts. 

• It contains compelling imagery. 

• It is something that can be achieved. 

• It is timely. 

Creating a complete vision will serve to inspire team members and help them develop high performance 

teams. 

 

Patience 

Every leader needs to learn patience. Being patient with team members is not always easy, but it is 

necessary. There are steps that everyone may take to improve their patience. Cultivating patience will 

make leading a team easier for you as well as the rest of the team.  

Cultivating Patience: 

• Look from another’s point of view 

• Avoid bias in evaluation 

• Remain positive 

• Accept responsibility for personal shortcomings 

 

  

Leadership is the capacity to translate vision 

into reality. 

Warren Bennis 
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Humility 

Many great leaders demonstrate humility. Humility does not mean that leaders are passive; it means 

that leaders lack arrogance. Humility makes communication with others easier, which develops the high 

performing teams. There are many different ways to show humility. Here are a few steps that leaders 

can take: 

• Admit shortcomings: There is no need to overshare, but leaders who can admit their mistakes 

demonstrate humility. 

• Be open to new ideas and opinions: You do not always have to be right. 

• Engage in self-reflection: Consider ways to improve your leadership. 

• Care for team members: Protect their needs as well as organizational ones. 

• Do not micromanage: Demonstrate trust and allow team members to show their strengths. 

 

Humor 

Humor is a trait that benefits everyone, and it is particularly useful for leaders. Humor has many positive 

effects on teams.  

Benefits of humor: 

• Defuses tense situations 

• Disarms people 

• Improves energy and mood 

• Creates perspective 

• Makes team members feel better 

• Encourages team bonding 

When using humor, it is imperative that you limit yourself to topics that are appropriate. Inappropriate 

humor will damage the reputation of the individual who shares it. 

 

Case Study 

Keith wanted to share his goals and vision for the company. He printed up charts and graphs with his 

financial projections. He was surprised to discover that his team did not appear to be impressed. Francis, 

his assistant, was visibly yawning in the meeting. Keith asked Francis why he wasn’t more engaged, and 

Francis said that he “just couldn’t picture anything.” Keith decided that he might need to find another 

way to share his vision. 
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Module Seven: Review Questions 

1. Vision should NOT be _____.  

a) Vague  

b) Clear 

c) Detailed 

d) None of the above 

2. A vision needs to be _____. 

a) Interesting 

b) Open 

c) Vague 

d) Achievable 

3. What can everyone do? 

a) Be bold 

b) Cultivate patience  

c) Create vision 

d) All of the above 

4. What should be avoided in evaluation? 

a) Creativity 

b) Trust 

c) Bias 

d) All of the above 

5. Leaders should be open to which of the following? 

a) Everything 

b) Nothing 

c) New opinions 

d) All of the above 

6. What does humility make easier? 

a) Creativity 

b) Patience 

c) Vision 

d) Communication 
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7. What will defuse tense situations? 

a) Humor 

b) Patience 

c) Vision 

d) Humility 

8. Humor needs to be _____. 

a) Clear 

b) Appropriate 

c) Visionary 

d) All of the above 

9. What did Keith use to share his vision and goals? 

a) Charts and graphs 

b) Story 

c) Pictures 

d) None of the above 

10. Why was Francis bored? 

a) Did not care 

b) No one was bored 

c) No known reason 

d) Could not picture the vision 
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Module Eight: Leading High Performance Teams (II) 

We have already established that many great leaders share certain traits. In this module, we will 

continue with the same topic. The other traits that leaders exhibit include: courage, compliance, 

tolerance, and gratitude. With the addition of these traits, you will find it easier to lead high 

performance teams.   

 

Courage 

Leadership requires courage. When leaders demonstrate courage, it will inspire other team members to 

act with courage as well. There are many different ways to act with courage: 

• Request feedback from team members, and listen to it 

• Face reality 

• Say what is necessary, even when it is difficult 

• Encourage debate 

• Take action when necessary 

• Move on after making a decision 

• Be accountable 

 

Compliance 

High performance teams must comply with the rules as well as the basic methods of operation. The 

leader of the team is responsible for complying with all of the rules that other team members must. 

Leaders need to comply with company goals, ethics, and rules. If leaders fail to comply with the basic 

rules, there is no reason to expect team members to comply. Never expect people to perform tasks that 

you are unwilling to perform yourself.  

 

  

To lead people, walk behind them. 

Lao Tzu 
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Tolerance 

Leaders need to demonstrate tolerance in order for the teams to become high performing. Tolerance is 

the ability to accept differences in people. Effective leaders are able to embrace and work with team 

members of varying ages, backgrounds, beliefs, nationalities, etc. Demonstrating tolerance provides 

basic respect. Leaders can improve tolerance in teams by doing the following: 

• Be an example: treat all employees with the respect they deserve. 

• Be sensitive: Make yourself aware of cultural differences, as well as personalities and working 

styles. 

• Speak carefully: Think before speaking and avoid saying anything offensive. 

 

Gratitude 

Leaders often forget to be grateful. Great leaders, however, understand that they are not successful 

without the support of their teams. Individuals need to feel appreciated, which requires leaders to 

demonstrate gratitude.  

Implementing Gratitude: 

• Take time to write down at least three things you are grateful for at the end of every day. 

• Learn the best ways to show appreciation to each individual and in each circumstance. 

• Listen to your team. 

People remember when you show appreciation. These simple steps will help you retain team members 

and improve team morale. 

 

Case Study 

Cameron created a system that saved her company $10,000 a year. At the company meeting, she 

expected to be recognized. Nobody said anything about her accomplishments. Jorge, her supervisor, 

silently gave her a card of appreciation from their supervisor. He never thanked her. A $10 gift card was 

included in the thank you. Cameron felt slighted. This was the level of appreciation you give someone 

for working a few extra hours, not $10,000 savings. The next week, Cameron began looking for another 

job.  

 



Page 35 

Module Eight: Review Questions 

1. What should occur as feedback is given? 

a) Action 

b) Nothing 

c) Make changes 

d) Listen 

2. A courageous leader will say  ________ 

a) Only nice things 

b) What is necessary 

c) Only important things 

d) None of the above 

3. What do leaders need to comply with?  

a) Goals 

b) Rules 

c) Ethics 

d) None of the above 

4. What occurs when leaders fail to comply with rules? 

a) Employees comply 

b) Nothing 

c) They are not required to follow rules 

d) Employees will not comply 

5. Leaders need to treat everyone with ______. 

a) Respect 

b) Suspicion 

c) Uniformity 

d) None of the above 

6. What do leaders need to demonstrate sensitivity towards? 

a) Culture 

b) Personality 

c) Work styles 

d) All of the above 
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7. People need to feel ______. 

a) Important 

b) Appreciated 

c) Nothing 

d) All of the above 

8. What does showing gratitude improve? 

a) Nothing 

b) Determination 

c) Priorities 

d) Morale 

9. What did Cameron expect at the meeting? 

a) Money 

b) An award 

c) Recognition 

d) All of the above 

10. How much was Cameron’s reward? 

a) $100 

b) $10 

c) $1,000 

d) $10,000 
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Module Nine: Ideas for Motivating High Performance Teams 

Effective leaders are able to motivate their teams towards high performance. Motivation is essential to 

the success of every team. There are a few tried and true methods that will help you motivate members 

of your team and direct them towards success. Common methods of motivation include: avoiding 

negative criticism, giving praise, and meeting with individual employees.  

 

Let Employees Be Idealists 

A motivational leader is able to use questioning to help guide team members towards new ideas. 

Probing questions, for example, will draw information out of employees. These questions include: Why, 

How, What, and Who. The Five Whys questioning technique is an effective method of probing. This is 

done by asking “Why” five different times to discover as much information as possible. As you probe, 

your employees will begin generating new ideas on their own. Soon, your ideas will be theirs. 

 

No Negative Criticism 

Focusing on the negative will not motivate employees. Nobody thrives in a negative environment. This is 

why effective leaders no better than to give negative criticism. While criticism is necessary, there is no 

reason to make it negative. Criticism should be given in an understanding tone, not a negative one. 

Provide solutions to problems; do not focus on the problems themselves. Additionally, you need to 

focus on employee strengths when giving criticism to keep the employee from dwelling on problems 

alone.   

 

Give Ample Praise 

Employees need to be praised. Failure to praise employees will destroy motivation. The praise that you 

give employees, however, needs to be genuine. Do not give them vague, meaningless acclaim. You need 

to cite specific accomplishments. People know when your praise is not sincere. There are a few things to 

remember to praise employees effectively: 

• Give praise, not criticism. Only criticism will be remembered when it is mixed with praise. 

• Praise actions instead of innate strengths.  

An employee’s motivation is a direct result of the 

sum of interactions with his or her manager. 

Bob Nelson 
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Leaders need to be generous with their praise, so actively look for good performance. You may be 

surprised when you stop focusing on problems. 

 

Have Lunch with Each Employee 

Spending individual time with employees is an effective method of motivation. It is time-consuming, but 

it is worth the extra effort. Taking the time to have lunch with every employee can make this task easier. 

Since you and your employees are already at work, you will not have to meet at a separate location or 

take extra time out of your schedules. When you adopt this method of connection, it is important that 

you do not overlook anyone. Have lunch with everyone. Multiple lunches with a single employee signals 

favoritism and creates problems within the team. 

 

Case Study 

Gerald learned that one of his employees just broke a sales record. He went to congratulate Jackie, and 

found her working with a customer. He waited until she was done to congratulate her personally. He 

thanked her for all of her hard work. After praising her, Gerald gave her a few pointers to improve her 

sales technique. Jackie tried to smile, but she was visibly annoyed by the encounter. She confided in a 

co-worker that he should share his pointers with employees who did not break sales records rather than 

her.  

 



Page 39 

Module Nine: Review Questions 

1. Which type of questions draws information from employees to generate new ideas? 

a) Probing 

b) Leading 

c) Open 

d) Closed  

2. What is a probing technique? 

a) 5 Hows 

b) 5 Whos 

c) 5 Whys 

d) 5 Whats 

3. What does criticism require? 

a) Angry tone 

b) Time management 

c) Nothing 

d) Understanding tone 

4. What does criticism need to focus on? 

a) Problems 

b) Strengths 

c) Weaknesses 

d) All of the above 

5. What is true of praise? 

a) It should not be mixed with criticism 

b) It should be used sparingly 

c) It does not need to be specific 

d) None of the above 

6. What should be praised? 

a) Strengths 

b) Abilities 

c) Accomplishments 

d) None of the above 
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7. What makes it easier to connect with individuals? 

a) Have lunch with employees 

b) Host parties 

c) Hold meetings with the team 

d) All of the above 

8. What is necessary when connecting with individuals? 

a) Spend it in groups 

b) Nothing 

c) Spend time based on merit 

d) Spend time with each one 

9. What did Jackie do? 

a) Have low sales 

b) Break a sales record 

c) Anger a customer 

d) Unknown 

10. How did Jackie feel about Gerald’s advice? 

a) Relieved 

b) Conflicted 

c) Annoyed 

d) Grateful 
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Module Ten: Steps to Retaining High Performers 

Once you have a high performance team, you need to take steps to retain them. High turnover will do 

nothing to benefit your team. There are basic steps that any leader can take to retain top performers. By 

providing employees with visibility and entertaining them, you will engage their interest. Additionally, 

rewarding employees and providing them with mentors will help them engage with the company 

culture.  

 

Give Them Visibility 

Visibility was addressed in the benefits of high performance. Employers, however, need to provide 

visibility to retain these high performers. There are many ways to provide visibility, but the specific 

methods used will vary on the needs of the organization. 

Promoting Visibility: 

• Recognize employees for their work 

• Encourage them to join professional organizations 

• Assign highly visible tasks 

• Recommend employees for promotions  

  

The employer generally gets the employees he 

deserves. 

J. Paul Getty 
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Keep Them Entertained 

It may seem counterproductive, but entertaining employees is beneficial for morale and employee 

retention. There are many forms of entertainment and different reasons to provide it. 

Examples: 

• Parties 

• Picnics 

• Performers 

• Movie tickets 

• Family activities 

• Field days 

Entertainment can be used to show appreciation or simply liven the office. Regardless of how you 

entertain employees, everyone will benefit. 

 

Reward Them 

We have already established that employees need to feel appreciated, and rewarding them will 

definitely make them feel valued. There are many ways to reward employees. Some will cost money and 

others will not. With the wide variety of cost, there is a reward available for every budget. 

Examples of Rewards: 

• Gift cards 

• Extra time off 

• Free lunch 

• Casual dress days 

• Snacks 

• Awards 

Provide Them with Mentors 

Mentorship is one action that has been proven to help retain employees. Providing employees with 

mentors will increase the chance of high performing team members remaining. Less experienced 

employees are paired with seasoned team members to benefit from their knowledge. When pairing 

mentors and mentees, you must consider their compatibility. Once the two have been paired, leaders 

need to provide the support that they need to be successful. This includes training materials, time, and 

outcome measurement. 
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Case Study 

Jordan wanted to reward her team for the hard work they put in at the end of the quarter. She 

approached her supervisor, Lee, but he told her that the company could not afford to spend money on 

frivolous rewards. Jordan still believed that the team needed a reward and purchased lunch for 

everyone using personal funds. The conversation with Lee created a distrust of the organization. If the 

company could not afford a plate of sandwiches, how badly was the money being handled? A few weeks 

later, Jordon considered looking for another job. 
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Module Ten: Review Questions 

1. What should employers encourage? 

a) Joining groups 

b) Make notes 

c) Arrange the list 

d) None of the above 

2. What will determine how employees are made visible? 

a) Interest 

b) Creativity 

c) Organization 

d) All of the above 

3. Who benefits from entertainment? 

a) Employees  

b) Everyone 

c) Leaders 

d) Families 

4. What is NOT a method of entertainment? 

a) Parties 

b) Picnics 

c) Field days 

d) Meetings 

5. What occurs when employees are rewarded? 

a) They are relieved 

b) They feel appreciated 

c) They expect them 

d) Nothing 

6. Who can afford rewards? 

a) Small companies 

b) Large corporations 

c) Managers 

d) Everyone 
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7. Mentorship pairings are based on ______. 

a) Compatibility 

b) One day 

c) One month 

d) Three days 

8. What role do leaders play in mentoring? 

a) None 

b) Lead it 

c) Begin it 

d) Provide support 

9. What did Lee tell Jordan about rewarding the team? 

a) Could not afford it 

b) The team did not deserve it 

c) Purchase lunch 

d) Nothing 

10. What did Jordan use to pay for the reward? 

a) Company funds 

b) Coupon 

c) Charity 

d) Personal funds 
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Module Eleven: Augmenting Team Performance 

No matter how well your team performs, there is always room for improvement. Leaders need to 

understand when and how to augment team performance. The key to augmenting team performance is 

offering authority, encouraging questions, resolving differences, and practicing unanimity. 

 

Authority 

One of the greatest tools that you can offer employees is the authority to make decisions. This level of 

empowerment makes employees stakeholders in the company, and it creates personal interest in the 

results of decisions. Employees should be given the authority to make decisions, but this authority needs 

to be limited to established guidelines. Employees should not be given carte blanche.  

 

Ask Questions 

Employees should be encouraged to ask questions in order to improve team performance. Scenario 

questions are particularly effective. This requires asking the “what if” questions.  

How to Create a Scenario Question: 

1. Choose a scenario and analyze it 

2. Ask about the people in the scenario 

3. Ask about the context of the scenario 

In answering “what if,” employees are able analyze scenarios and develop better problem-solving skills 

that improve the performance of the team. 

 

  

If you’re any good at all, you know you can be 

better. 

Lindsay Buckingham 
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Quickly Resolve Differences 

It is important that differences are quickly resolved to improve team performance. The first step in 

resolving conflict is recognizing that conflict exists. At this stage, all parties agree to communicate and 

cooperate.  

The next step is the clarifying the situation. This requires people to express their different positions. At 

this stage, facts, opinions, and assumptions are separated. The reasons for supporting different 

positions are supplied and analyzed. It is critical that people remain open-minded for this process to 

work.  

An agreement is reached in the final stage. It is important to note that this process may be repeated 

before an agreement is reached. The final stage should include specifics such as dates, actions, and 

responsible parties.  

 

Practice Unanimity 

Unanimity occurs when all team members agree on the action to be taken. This is not conformity; it 

simply means that everyone has compromised and reached an agreeable solution. The problem with 

unanimity is that it can be nearly impossible to reach. People will often refuse compromise for the sake 

of being right. The process of resolving difficulties can result in unanimity when all parties are willing to 

keep open minds as they discuss their opposing views.  

 

Case Study 

Stephen worked in the customer service department. A customer called and asked him to refund some 

money that was clearly overcharged. Unfortunately, Stephen was not able to give the refund. It had to 

go through loss prevention first. The customer complained to Stephen’s manager, Mark. Mark told 

Stephen that he should have found a way to defuse the customer’s anger. Stephen told him that a 

refund was the only thing that would defuse her anger, but that decision was out of his control, so he 

wasn’t responsible for the problem. 
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Module Eleven: Review Questions 

1. What is true of employee authority? 

a) Should be limited 

b) Should be unlimited 

c) Within a week 

d) Nothing 

2. What does empowerment make employees? 

a) Nothing 

b) Stakeholders 

c) Demanding 

d) Interesting 

3. What should employees be encouraged to do? 

a) Answer questions 

b) Nothing 

c) Ask questions 

d) None of the above 

4. What is the first step of creating a scenario-based question? 

a) Ask about people 

b) Ask about context 

c) Consider importance 

d) Choose a scenario 

5. What is the second step in resolving differences? 

a) Clarify the situation 

b) Recognize differences 

c) Make decision 

d) All of the above 

6. When will the team determine which action should be taken? 

a) After conflict 

b) When clarifying 

c) When recognizing 

d) At the decision stage 
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7. What is necessary for unanimity? 

a) Compromise 

b) Creativity 

c) Authority 

d) All of the above 

8. Keeping a(n) ______ encourages unanimity.  

a) Strong stance 

b) Open mind 

c) Need to be right 

d) None of the above 

9. What was the customer’s complaint? 

a) Nothing 

b) Poor merchandise 

c) Theft 

d) Overcharge 

10. What was Mark’s advice? 

a) Nothing 

b) Defuse the situation 

c) Give the customer the money 

d) Get another sale 
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Module Twelve: Wrapping Up 

Although this workshop is coming to a close, we hope that your journey to high performance teams is 

just beginning. Please take a moment to review and update your action plan. This will be a key tool to 

guide your progress in the days, weeks, months, and years to come. We wish you the best of luck on the 

rest of your travels!  

Words from the Wise 

• Chris Bradford -Only by binding together as a single force will we remain strong and 

unconquerable.  

• Ryunosuke Satoro -Individually, we are one drop. Together, we are an ocean. 

• Anonymous -Teamwork divides the task and doubles the success. 

• Althea Gibson -No matter what accomplishments you make, somebody helped you. 

 

Lessons Learned 

• Understand the benefits of high performance teams 

• Address challenges  

• Conduct effective meetings 

• Be able to see the big picture 

• Work collaboratively 

• Adequately praise team members 

 

Alone we can do so little; together we can do 

so much. 

Helen Keller 

 


