

Suggested Agenda and Script for a TMA Team Performance Coaching Session     

	Time
	Objective
	Activities
	Prep Work/Resources

	Prior to Session
	Set the environmental conditions for success
	* Post agenda on board
I. Introductions
II. Purpose & desired outcome
III. Suggested Norms:
* candid comments with developmental intent (feedback is a gift)
* focus on behavior and not person
* be respectful and non-judgmental
IV. Review roles (facilitator & recorder)
V. Team strengths
VI. Areas needing improvement in team
VII. Identify themes and developmental goal
VIII. Create development action plan
IX. Summarize plan and gain team member commitment
X. Follow-up by sending completed plan
*Ensure coaching area is set to create a positive, open atmosphere
	Coach
*Review Team Performance Coaching Reference Sheet and team members’ TMA results (teams’ summary scores)


Team Members
*Complete the before coaching reflection section of the Team Reflection and Development Action Plan Worksheet

	Execution

10 minutes
	

Phase I: Establish positive rapport with team and provide direction and purpose of session
	
1. Greet team members as they arrive and engage in small talk
2. Coach’s introduction with background to establish credibility
3. Cover purpose and desired outcome for the session (e.g., enhance the team’s performance) and how the session fits into a broader developmental context
4. Establish norms (e.g., be candid with a developmental focus, focus on behavior and not person, & be respectful and non-judgmental)
5. Review roles
· coach is the facilitator
· ask team appoint a recorder to capture themes, developmental goals, actions, timeline, and metric
· team members own the process
6. Cover rest of the agenda
7. Cover that coach’s note-taking is for facilitation purposes only and the team can copy them
8. Ensure confidentiality-leave notes with team members
9. Discuss “Parking Lot” concept and why used—table important topics to keep discussion on task

	

	40 minutes
	Phase II: Establish a venue for  candid dialogue regarding the team’s strengths and areas needing improvement


	1. Ask each team member to share one strength that contributes to the team’s performance.
2.  After all have shared strengths, ask the recorder to summarize strengths the team wants to sustain.
3.  Next, ask each team member to share one area the team needs to improve in order to enhance performance.
4.  Ask the recorder to summarize themes that emerged from the discussion regarding areas needing improvement, after all team members have shared their team-level area to improve
5. Assist the team in identifying themes regarding areas needing improvement and select the one that has the greatest potential to enhance the team’s future performance.
6. Guide the team in creating a developmental goal (e.g. enhance the process we use to complete tasks)
7. Facilitate the exploration of actions required to realize goal
8. Keep team discussion focused on the future and not the past
9. Once the action plan is complete, guide the team in establishing a timeline and metrics for the developmental goal.
10. Ensure the team recorder captures the improvement goal, the specific actions to achieve it, timeline, and how they will assess progress (metrics)
11. Secure team members’ commitment to the goal(s), specific actions, and timeline.
12. Ensure team schedules check-in session to assess progress towards goal

	*Team member reflection prep sheet

*Coaches reflection worksheet

	Closing the Session 

10 minutes
	


Phase III: Reaffirm principles of development and share insights
	Points to Review

· Reflection on feedback enhances self- and team-awareness
· Insights gained from reflection and discussions with mentors highlight areas for development
· Goal setting and tracking furthers our developmental journey
· Share your wisdom and insights


· Thank the team for their time and allowing you to be part of their developmental journey
· Let them know that you are available for continuing the developmental discussion (If you desire)
· Ask recorder to copy you on the new developmental goal, actions, and timeline.
· If this is an assigned team, schedule follow-up session 

	

	60 minutes
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