COMM 333 ‑ Training Lab
Lab #2 ‑ August 31, 2016
 "Developing Your Team - Writing a Client Profile"

1.  Develop a Team Work Contract. In the first 30 minutes or so of lab, in collaboration with your teammates, develop a first draft of a written contract which specifies how your team intends to define a positive working relationship within the group.  (All of you will sign the final version and submit it to Chet.  Keep in mind, it is possible that an employee of MCC can be fired by Chet which makes passing this class very difficult.)  Submit your rough draft to Dr. McGaan when you are finished.  You may go to a computer location to work on the draft.  Turn in the signed final version of your contract, as agreed upon by all team members and attach an electronic version to the team report due Thursday.

Some issues to consider including in your written contract:

· Will your group have a formal leader?  What will his/her duties be?  If you don(t have a leader how will decisions be made, work assigned?  What are the limits of individual autonomy in the group?

· How will you handle frustrations or complaints members may have with the group or with another individual?  Will you have a plan for how concerns are raised?  Responded to?  How will disagreements be resolved? 

· What will you do if a member of the group is performing inadequately in terms of either quantity or quality of work?

· What are your responsibilities to keep in touch, notify others of absences, etc., and make apologies?  What is a valid excuse for missing some work or meeting for this project?

· What conditions and procedures might lead to a member being removed from the team?

2.  During the second phase of lab, take about 30 minutes or so to create a preliminary Client-Trainee Profile.  This profile should visualize (describe) the specific trainees who you think may attend your training program the first time you conduct it.  Submit a rough draft to Dr. McGaan when you are finished.  Attach the final version of the profile to the team report due Thursday. 
Consider these variables.  Some, but probably not all, may be relevant to your profile.  Note the difference between “clients” (those who pay for the training) and “trainees” (those who attend the training)
· What “industry(s)” do the trainees come from?  

· Who will pay us to do this training?

· What kind of job(s) do the trainees do?  What is their level of responsibility in the organization?

· What is their educational level?  How much experience do they have in their current profession?  In their current position?
· What are their experiences with your training topic/skills?  With previous training on this topic?

· What are their ages, genders and other demographic characteristics that might matter to your training program’s content?


· Most important, why are they at your training program?  (Voluntary or required? To get better at their job. etc.)  What do they want/need to get from the program?  What motivates them?
3.  Begin your research now so that you can find material to bring to lab next week.  Be sure you get resource material on your topic from Professor McGaan before you leave today.  NEXT WEEK THERE WILL BE A QUIZ OVER THE RESOURCE MATERIAL YOU RECEIVE FROM PROFESSOR MCGAAN.

[ Materials submitted for 1. and 2. above will be graded this week. ]
DO NOT LEAVE LAB UNTIL YOUR TEAM HAS CHECKED OUT WITH PROF. MCGAAN
