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R E P R O D U C I B L E

Action Steps for Building and Supporting a Team

These seven action steps can aid your formation of a guiding coalition or collaborative teams (vertical 
or horizontal).

1. Observe the relationships among your building staff.

a. Whom do people go to when they need support?

b. Who exemplifies teaching and learning?

c. Who is willing to always go the extra mile?

2. Think about ways to share your leadership.

a. Explain to your staff your belief in shared leadership.

b. Work with them to define what a leadership team should look like.

i. Who needs to be represented?

ii. How should information be shared?

iii. What skills would a leadership team member need to possess?

iv. How would a leadership team support everyone in the building?

3. Create a guiding coalition or collaborative team.

a. Have your staff write recommendations for individuals for the leadership team. Each
recommendation should include a justification.

b. Gather these recommendations and review the strengths and weaknesses of each
individual prior to deciding who needs to be on the team. Seek additional information as
needed.

c. Once the team is formed, build in exercises. For example, you can use the “Find Someone
Who” scavenger hunt to help members get to know each other better as individuals.

d. Use the “Eighty Years of Accomplishments” worksheet to gain a deeper understanding of
the team members’ professional and personal goals and aspirations. Use this information
to look for commonalities regarding goals and aspirations to build continuity within the
team. If commonalities are not present, discuss each person’s goals to further understand
his or her perspective.

4. Have your team complete the “My Professional Strengths” and “My Leadership Challenges”
worksheets about their own leadership strengths and challenges.

5. On a large sheet of paper, draw a diagram like the one in the “From Mine to Ours” worksheet.

a. Assign each team member a slice of the circle.

b. Have each team member write the leadership skills he or she brings.

c. After everyone has finished, have a group conversation during which the team compiles
the skills most common for the group as a whole, and write those in the center circle.
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6. Create a culture where everyone recognizes fellow team members. For example, at faculty 
meetings, have teachers share positive things that other teachers have done. Account for peo-
ple who are sometimes left out, such as playground supervisors and bus drivers. Review these 
celebrations and recognitions to better understand the strengths and expertise that others 
demonstrate. Then enable those strengths within the team, recognizing when they are focused 
on positive change.

7. Define team actions.

a. Make sure every group is represented.

b. Make sure each team member is aware of what stakeholder he or she represents. 

c. Make sure team heads disseminate information, gather feedback, and support those in 
their defined group.

d. Document every meeting with meeting minutes and have them readily available to all staff.  

e. Have all teams determine which member should complete the “Team Monitoring” 
worksheet. The worksheet ensures a protocol for bringing outside information to 
meetings and ensures that all members share the same information. Team members share 
the questions generated during their next team meeting. They capture and share the 
responses with the leadership team as a whole. 
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