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Team Awareness Small Business

Relevance to You and Your Work Group:
An Orientation to Team Awareness Training

Module 1 of

Team Awareness Team Awareness Small BusinessSmall Business TrainingTraining

This training is adapted from Team Awareness, developed at the Workplace Project, 
Institute of Behavioral Research, Texas Christian University (www.ibr.tcu.edu),
Fort Worth, Texas, 76129
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We strongly encourage that trainers review the manual for 
this module before using the overheads. The manual is available

in downloadable PDF (Acrobat Reader) format from www.ibr.tcu.edu
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OVERALL PURPOSEOVERALL PURPOSE

•Enhance team communication

•To help reduce any risks

PURPOSE OF TEAM AWARENESSPURPOSE OF TEAM AWARENESS
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>>> STEP 1. Read slide and explain that this is the overall purpose of the entire 
Team Awareness training.

[The first part of the slide presentation reviews the overall purpose. This includes
Slides 4 through 14:

4. PRIVATE CONCERN 1
5. PUBLIC CONCERN 1
6. TRADITIONAL TRAINING
7. TEAM TRAINING
8. AOD & SERVICE QUALITY

9. GROUND RULES
10. WARM UP 1
11. WARM UP 2

12. OUNCE OF PREVENTION
13. 7 CORE PRINCIPLES
14. EMPLOYEES KNOW

The ground rules and warm ups can be used after the 
initial overview or before (i.e., before slides 4 through 
10)

These slides provide a general rationale
To the entire Team Awareness Training
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Substance Use
A Private Concern or  

Problem for Individual
Employees

3



Team Awareness Small Business

Substance Use
A Public Concern that

Affects Everyone
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Traditional DrugTraditional Drug--Free Workplace TrainingFree Workplace Training

Focus on Individuals As Separate and Vulnerable 
to Substance Use Problems
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>>> STEP 1 (continued).

Explain that most training programs attempt to give individuals
information so that those individuals know how to stop using alcohol or 
drugs or know how to get help.
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Team-Oriented Workplace Training
Focus on Individuals together in Groups 

(Social Climate, Team Productivity, Group Stress)
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>>> STEP 1 (continued).

Instead, the current training attempts to give groups, social networks, colleagues, the work 
community information and skills that have been showed to help reduce risks for 
substance abuse.

Note. In some settings, some participants may complain or believe that this is a “narc” training; 
that they will be learning skills to “turn their buddies in.” Explain the following if necessary:

(1) The training is completely confidential, what participants choose to say to their coworkers 
is completely up to them. The training does not advocate “snitching” or “whistle blowing” or 
“turning anyone in.” In fact, it seeks to do just the opposite, to encourage employees to get 
help before problems get so bad that some intervention is required. Explain that you will go 
over rules for confidentiality in a minute (Slide 9).

(2) Policies in the current workplace (if they are developed) may stipulate that coworkers are 
supposed to report problem. If so, explain that this is about policy not about this training. 
Explain that you will be reviewing policy in the next module.(Module 2)

(3) If the workplace does not have a fully developed policy, or it has no provision for coworker 
awareness, you may add: “One possible outcome of this training is that you, as employees,
can form some advisory council or committee that helps to draft a policy.” If appropriate, 
explain: “Sometimes the most effective policies are those that you create yourselves. One 
workplace who received this training, did just that”

(4) Emphasize that the first and most important purpose of the training is (as explained in Slide 
2 – “Enhance team communication” and that, in fact, it would contradict the purpose of the 
training to promote any “snitching” or “indirect” communication. If appropriate, explain that 
Modules 5 and 6 will cover this.

(5) As a last resort, if there is still great resistance you may wish to go immediately to the 
Grapevine Activity in Module 5.
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• A substance abuse training program is relevant for service 
quality.

• Substance misuse and abuse (and related factors) can hurt:
• Performance
• Teamwork
• Customer service.

• Substance abuse in the workplace takes place in a 
work culture that may condone and enable it.

• In a teamwork environment, use by any member affects 
other members in terms of productivity, safety, morale.

Substance Use & Service Quality
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>>> STEP 1 (continued).

In some worksites, it may help to include the training as part of any service, customer, or 
quality initiative. Too often, substance use is marginalized as a secondary problem. The goal 
of this training is to show how substance use is really relevant to productivity. 
This slide can be useful in creating more interest among participants who do not see how 
the training is relevant to them. If necessary, you can explain the following:
(adapted from “Moving Beyond Drug Testing: Recent Innovations in Workplace Substance Abuse 
Prevention” by Joel B. Bennett and Wayne E. K. Lehman)

There are at least four compelling reasons why prevention programs may be a sound 
investment for businesses.

First, substance abuse is relatively prevalent in the workforce; over 70% of illicit drug users 
or heavy drinkers are employed full-time, nearly 1 in 10 employee abuses drugs or alcohol, 
and many Americans do not even start using drugs or alcohol until after they join the 
workforce.

Second, such abuse has significant costs to employers—including absenteeism, accidents, 
theft, performance problems and medical expenditures as well as costs to public image and 
stakeholder trust. 

Third, as substance abuse is often associated with other behavioral problems (e.g., poor 
stress management, argumentativeness, hostility, withdrawal on the job, and illegal 
activities) and collateral costs to coworkers, prevention can enhance social health and 
safety within a company. 

Finally, because prevention programs can encourage employees to get help and be 
referred to the right form of treatment, there is a good chance that employees will get 
better. Scientific evidence has established the effectiveness of drug abuse treatment and 
the cost of treatment and rehabilitation is often less than the cost of firing and having to 
replace an employee.



Confidentiality

Honor
(disagree, privacy)

Anonymity

Team Trust

What You Say Here Stays Here

Focus on “I”
(e.g., This is how I see it..)

No Sensitive Info, Names or I.D.
(e.g., “There was..” or “Imagine a 
situation…”)

No Domination
Everyone Gets a Chance

GROUND RULES

Team Awareness Small Business
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Explain as shown.



•Increase Awareness of Risks & Strengths

•Develop Support in the Work Culture

•Increase Awareness of Benefits

•Use Appropriate Programs and Services

•Adopt Appropriate Policies

GOALS
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>>> STEP 1 (continued).

USE THIS SLIDE TO REVIEW OVERALL GOALS OF THE TRAINING



7.  Communicate the problem & support
others (don’t isolate & withdraw)

6.  Develop or enhance stress problem
solving skills (alternative solutions)

5.  Work together as a team to 
communicate & solve problems

4.  Understand your own tolerance for 
the situation & adjust if necessary

3.  Know and appreciate policy as 
your guide and safeguard

2.  Identify and increase benefits &
strengths that address the problem

1.  Identify and reduce risks that    
cause or aggravate the problemOunce ofOunce of

PreventionPrevention
PrinciplesPrinciples

These apply to all
areas of work & 
life in general

Team Awareness Small Business
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Seven Principles Guided Mnemonic

Display slide of the Seven Principles and direct participants attention to the Seven Principles cards in their 
packets (or distribute cards/handouts listing the Seven Principles). (SEE CARDS ON SLIDE 33)
Review these Principles by reading them aloud and offering clarification.  Encourage participants to add 
ideas or comment as you make your points.  
Tell participants that you want to lead them in a brief exercise designed to help them remember these 
principles.
Explain that purposefully and thoughtfully associating a picture or mental image with an idea can help us 
remember that idea.  Ask if anyone has ever taken a course or read an article on memory "tricks."  Use 
example of how to remember a grocery list (e.g., celery dancing like Carmen Miranda, eggs being juggled by 
a clown, a man slipping on a banana peel, a penguin looking in the freezer for some frozen fish sticks, etc.).  
Taking time to mentally associate a thing with a mental picture (especially if the image is relevant but slightly 
off the wall) helps memory.
Explain that you would like to have the group come up with Seven mental pictures or images to help 
everyone remember key words/ideas associated with the Seven Principles.
With group input, use flip chart to draw (as best you can) a picture/image for the key word/idea in each of 
the principles.  For example, risks may be a "gun" or "spilled water on the floor" or "an ambulance."  Quickly 
get group consensus, then draw the picture.  Do this for each principle.
Review the list and the associated images when the task is completed. 
Thank participants for their help and compliment the list/images.

Throughout the remainder of the training:  Reinforce these images by 
occasionally referring back to them when relevant material is discussed.  Let the 
images become the group metaphors for the ideas.  For example, if a group has 
generated "tight rope walker" as their "risk" image, then in subsequent discussions, 
refer to having a lot of workplace risks as "having a lot of tight rope walkers in your 
group", etc.

TIP!



Disagree Disagree Between Agree Agree
Strongly                              In                      Strongly

TOTAL

1              2            3           4           5

1. The people in my 
work group trust each 
other and cooperate to 
get the job done.

2. In my work group, 
there are individuals 
who do not do their fair 
share of the work.

3. There is often too 
much friction among 
the members of my 
work group.

4. People in my work 
group work together 
as a team for group 
objectives and goals.

5. When I face a difficult 
job, my co-workers 
can be counted on 
to help me out.

5              4            3           2           1

5              4            3           2           1

1              2            3           4           5

1              2            3           4           5

Indicate how  much you disagree or agree with the
statements by circling a number from 1 to 5 below.33

44
When you are done, add all five scores and 
write the total in the square here and below:

GROUP STRENGTHGROUP STRENGTH

TOTAL (SCORE BETWEEN 5 and 25)

In the past six months, have you experienced any of 
the problems below while at work and from co-workers 
or supervisors? (Circle ‘0’ for NO and ‘1’ for YES)
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1. Verbal abuse, anger or rudeness from a     
co-worker or supervisor…………………..……….

2. An employee failed to get help for a personal 
problem, and this increased the risk of 
productivity or safety problems……………..

3. You witnessed sexual harassment from 
another co-worker either toward you or 
someone else (lewd comments or jokes, 
inappropriate touching)……………………………...

4. Co-workers work under influence of alcohol or 
affected by alcohol (work with hangover)…...

5. Co-workers work under influence of illegal 
drugs (such as marijuana or cocaine), selling 
drugs, or using any drugs that negatively affect 
their work………………………………………..

6. If their work was affected by an employee with 
a drinking or drug problem, would your co-
workers ignore the problem, cover for, or 
“pick up the slack”?………………..

When you are done, add all ‘1’ scores and 
write the total here and again below: TOTAL

NO YES

0        1

0        1

0        1

0        1

0        1

0        1

GROUP RISKGROUP RISK

TOTAL (SCORE BETWEEN 0 and 6)

22
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BEFORE PROCEEDING, ASK PARTICIPANTS TO COMPLETE THE SURVEY ANONYMOUSLY. MAKE 
SURE TO GET THEIR RESPONSES BY HAVING THEM WRITE THEIR SCORE ON PROVIDED RED 
AND GREEN SLIPS (SEE BELOW and slides at end of this file) OR BY TEARING OFF THE BOTTOM 
SLIP OF THE PAMPHLET BELOW THE DOTTED LINE. 

It is best to have an assistant tabulate feedback, but you can take a break just before

giving feedback (see slide #29 ).

>> HOW TO TABULATE
1 – Collect all slips

2 – Separate into two piles, one for risk scores and one for strength scores

3 – For each pile, add all scores and get the average score

For example, in a class with 12 participants, you have the following scores:
Risks:  0, 1, 1, 2, 0, 4, 1, 5, 6, 3, 3, 0—When summed = 26; 26/12 = 2.2

Strengths: 7, 14, 23, 23, 21, 15, 16, 19, 22, 8, 19, 11- When summed = 198; 198/12 = 16.5

Strength 
Score

5 through 25

Risk 
Score

0 through 6

Strength 
Score

5 through 25

Risk 
Score

0 through 6

Strength 
Score

5 through 25

Risk 
Score

0 through 6

Strength 
Score

5 through 25

Risk 
Score

0 through 6

Strength 
Score

5 through 25

Risk 
Score

0 through 6

Strength 
Score

5 through 25

Risk 
Score

0 through 6



Team Awareness Small Business

RISKS
OF COMMUNICATING

RISKS OF 
NOT COMMUNICATING

When there is a problem, a concern, a conflict, When there is a problem, a concern, a conflict, 
an unresolved issuean unresolved issue

When things could be improved or made better When things could be improved or made better 

WHAT ARE THE RISKS ??!!WHAT ARE THE RISKS ??!!
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Do this activity as a flipchart to help participants begin identifying beliefs and assumptions about 
communicating or not communicating or not communicating, particularly when there is a problem, a when there is a problem, a 
concern, a conflict, an unresolved issue or when things could beconcern, a conflict, an unresolved issue or when things could be improved.improved.
Draw two columns on the flipchart.  ASK FOR PARTICIPANT RESPONSES.

RISKS OF COMMUNICATING                          RISKS OF NOT COMMUNICATING

If participants are not forthcoming you can prompt:

Risks of communicating include: being seen as whiny, as a troublemaker, as rocking the boat, 
upsetting those who might be in control, causing stress to yourself or others, possibly losing one’s job;
Risks of not communicating include: the problem continues, stagnation, risks accumulate, isolation,
alienation, withdrawal;
Use this activity to segue into PARTICIPANT EXERCISE #3.

>>> If appropriate and you plan on using Modules 5 or 6, add:
“Later in this training we will learn more about communication (Module 5) and also some skills for being able to break 
through some barrier to communicating (Module 6)”
>>> If appropriate and you plan on using Module 3, add:
“Sometimes we feel it is just better to TOLERATE problems, rather than go through the trouble of communicating 
about them; later in the training we will explore your tolerance levels” Add: Who remembers which principle this 
relates to (Answer: 4.  Understand your own tolerance for the situation & adjust if necessary)

Link to 
Modules 5/6

This slide and flipchart activity helps set the stage for 
Modules 5 and 6 on Communication. You can include this 
activity in Module 5 or revisit/review participant responses 
when you commence Module 5.



RISKS or CONCERNSRISKS or CONCERNS
Enabling, Alcohol, Drugs, Enabling, Alcohol, Drugs, 
Hostility, Harassment Hostility, Harassment 

20
27

24

15 14

None One Two Three Four +

SCORE:       0           1              2               3       4                    5-10         11-15         16-18     19-21     22-25

5

16

35
32

11

Very Low Low Middle High Very High

STRENGTHSSTRENGTHS
Conflict Management, Trust, Conflict Management, Trust, 

Cooperation, Fairness, TeamworkCooperation, Fairness, Teamwork

Heightened Risk Heightened Risk 
When High When High 
Concerns &Concerns &

Low CohesionLow Cohesion

Area of 
Strength
Area of Area of 
StrengthStrength

Area of 
Strength
Area of Area of 

StrengthStrength

Data From 2 
Worksites

% of 925
workers
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REVIEW AND FEEDBACK FROM PERSONAL EXERCISE 2
Before introducing this slide be sure to have collected and tabulated the risk and strengths scores from 
all participants from their PERSONAL EXERCISE 2 (see slide # 19)

DO NOT COLLECT THE ACTUAL SURVEY PAMPHLET, ONLY THE TWO SCORES FROM INDIVIDUALS. (YOU MAY 
HAVE USED THE RED AND GREEN SLIPS OF PAPER OR JUST ASKED THEM TO TEAR OFF THE BOTTOM SLIP OF 
THE PAMPHLET BELOW THE DOTTED LINE).

After you tabulate and get average scores for the group you can circle the average RISK score (in red) 
and the average STRENGTH score (in green) on the overhead with an erasable marker.

IT IS BEST TO NOT SHARE OR REPORT BACK THE INDIVIDUAL SCORE OF ANY SINGLE INDIVIDUAL. 
However, it can be useful to know that some participants are experiencing high risks and may help you 
be more sensitive to the needs of the group. 

EXAMPLE 1 (MODERATE RISK)
In a class with 12 participants, you have the following scores:
Risks:  0, 1, 1, 2, 0, 4, 1, 5, 6, 3, 3, 0—When summed = 26; 26/12 = 2.2
Strengths: 7, 14, 23, 23, 21, 15, 16, 19, 22, 8, 19, 11- When summed = 198; 198/12 = 16.5
This would suggest a group that is on the borderline (between 2 and 3) with regard to their risk scores
And also on the borderline (middle range between 16 and 18) on their strength scores.
You might say that a group with these scores may have a particular need for training and ask participants to 
identify what they think their special needs are.
EXAMPLE 2 (LOW RISK with one high risk participant)
In a class with 10 participants, you have the following scores:
Risks:  0, 1, 0, 1, 2, 1, 0, 1, 1, 6 —When summed = 13; 13/10 = 1.3
Strengths: 21, 18, 24, 23, 21, 21, 25, 24, 22, 10- When summed = 204; 208/10 = 20.8
The average suggests that the group as a whole is doing well, with low risk (1.3) and high cohesion (20.8).
However, one individual reports all risks. If all participants are from the same work group and work together, this 
could mean that either one individual is exposed to problems that others are not, that individual is distorting their 
responses, or the rest of the group is “faking to look good.”
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Team Ownership of Policy: 
The Risks & Strengths Game

Module 2 of

Team Awareness Team Awareness Small BusinessSmall Business TrainingTraining

This training is adapted from Team Awareness, developed at the Workplace Project, 
Institute of Behavioral Research, Texas Christian University (www.ibr.tcu.edu),
Fort Worth, Texas, 76129
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We strongly encourage that trainers review the manual for 
this module before using the overheads. The manual is available

in downloadable PDF (Acrobat Reader) format from www.ibr.tcu.edu
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• Understand how policy protects and helps
employees.

• Identify ways that policy can enhance team or 
work group health as well as reduce risks.

• Understand that effective policy requires shared
responsibility.

POLICY: TEAM OWNERSHIPPOLICY: TEAM OWNERSHIP
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>>> STEP 1 (OVERVIEW). Read slide and explain that this is the purpose of Module 
2 on policy.

IMPORTANT TIP.  This module was originally designed and implemented to address 
the specific policy components of the worksite in which the trainees worked. We 
encourage you to become familiar with current policy before providing this training. 
If there is no policy than you may use this module to help workers see the value of 
having a policy. You may possibly involve some workers in a task force or 
committee to help in policy development.

IF YOU HAVE A POLICY IN PLACE -- VERY IMPORTANT.  The Team Awareness training 
places a great deal of emphasis on GETTING HELP for problems and contrasts the 
awareness and initiative in self-help (GETTING HELP) with the disciplinary policy 
and surveillance of drug-testing GETTING CAUGHT). Please review your policy for 
any and all indications where employees are:

• Encouraged to get help
• Given unrestricted and confidential access to an employee assistance 

program or counseling professional
• Provided access to alcohol or drug treatment as part of a benefits plan

Also, note that while the QUIZ (SLIDE 5) and the “RISKS & STRENGTHS” Board Game 
(SLIDE 18) use standard questions that should apply to different work settings, 
facilitators should be prepared to answer any questions about the specific policy at 
the worksite.

WE ALWAYS RECOMMEND DEVELOPING YOUR OWN QUESTIONS AND KEEPING A 
COPY OF THE POLICY WITH YOU IN THE TRAINING CLASSROOM.
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Policy

• Protects three groups - employees, customers, 
and employers

• Identifies Responsible Behaviors (acceptable    
and unacceptable behaviors)

• Provides ways to Help employees deal with 
problems (e.g., EAP, awareness training)

• Provides way for Detecting problems (e.g., drug 
testing)

• Gives guidelines for Discipline when employee 
problems are not dealt with voluntarily

• Describes Rights of employees, addresses 
privacy concerns, and appeal procedures 

How Policy Works For YOU
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>>> STEP 1 (continued).

Read the slide as shown. If you have a copy of the actual workplace policy with you, take a 
minute to point to phrases or clauses that illustrate or exemplify any of the points in the 
slide.

For example, read any part that identifies “RESPONSIBLE BEHAVIORS” – most policies have 
a statement that says employees may not report to work under the influence of alcohol or 
illicit drugs or to use substances while at work. Find the statement in the policy and read it.

For example, read any part that identifies “DISCIPLINE” – most policies have a statement 
that says employees who are found to violate the policy will be subject to disciplinary action 
of some sort. Find the statement in the policy and read it.
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DepressionDepression

StressStress

RelationshipsRelationships

Marital ProblemsMarital Problems

ConflictConflict

Poor HealthPoor Health

AbusivenessAbusiveness

TeenagersTeenagers

ChangeChange

GamblingGambling

Getting 
Caught

Knowledge
of Problems

Getting 
Help

Getting 
Better
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>>> STEP 3  (POLICY COMPONENTS)

This slide shows the THREE CORE ASPECTS of Policy and provides an overview to the next 
slide. 

>>SAY: In general terms, we can look at policy as having three primary goals, all with the 
objective of helping employees to GET BETTER.

The three objectives are:

(1) To know what problems are or identify when alcohol or drug use has become a problem

(2) To know how to get help and to reduce barriers to getting help, and

(3) To know about consequences of not getting help and any drug testing procedures 
associated with GETTING CAUGHT
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Risks &Risks &
HazardsHazards

Levels of  Levels of  
UseUse

Job Warning Job Warning 
SignsSigns

Knowledge
of Problems

Identify
& Recognize

Identify
& Recognize

Getting 
Caught

Weigh Costs
&  Benefits

Weigh Costs
&  BenefitsSupervisor Supervisor 

Warning &
Document

Discipline

Drug Test

Referral
(e.g., EAP)

Self-aware Self-aware 

Co-workers
& Others

Getting 
Help

Weigh Costs
&  Benefits

Weigh Costs
&  BenefitsSelf Help 
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>>> STEP 3  Continued…

>>> Say: Let’s look at each of these in more detail.

• KNOWLEDGE OF PROBLEMS requires understanding:
(1) Different levels of use– USE >>> MISUSE >>> ABUSE
(2) Job Warning Signs and what the MAY mean
(3) Risks and Hazards associated with misuse or abuse

• GETTING HELP requires understanding that there are different ways of getting help:
(1) If we are SELF-AWARE, we may be able to help ourselves (SELF HELP) or we can go to the EAP, a  

counselor or 12 step program (SELF REFERRAL).
>> ASK: What can be the problem with GETTING HELP on one’s own, if you are addicted or have 

dependence on a drug? 
(2) If Coworkers or others among friends or family are aware, they may encourage us to get help as well OR 

they may ask the EAP what to do
We will do an exercise that asks you to weight the costs & benefits of getting help in a few minutes
[[ TIP. READ/REVIEW any portion of your policy that deals with the EAP or getting help here]]

• GETTING CAUGHT can also happen in one of several ways:
(1) Supervisor observes JOB WARNING SIGNS and decide to drug test (REASONABLE SUSPICION)
(2) Other types of drug testing pick up use of drugs; What are these other types of testing? (POST 

ACCIDENT; RANDOM; Or PRE-EMPLOYMENT (if you leave here to work somewhere else)
(3) Also note that there is often if not ALWAYS some form of DISCIPLINE involved w/getting caught

We will do an exercise that asks you to weight the costs & benefits of getting caught in a few minutes
[[ TIP. READ/REVIEW any portion of your policy that deals with drug testing/discipline]]
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USE Casual, infrequent or prescribed use without 
signs of dependency or problems

MISUSE

ADDICTION/

DEPENDENCE

Use that may negatively effect work, 
relationships, or other part of life.  
Use or conveyance of illegal drugs.

Compulsive need for alcohol or drugs and 
inability to control intake of such substances

Levels of Use
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>>> STEP 3  Continued…

>> SAY: Generally speaking, we can distinguish three levels of use. ((Invite participants to 
read each of the three from the overhead).

>> ASK: What does policy say about each of these?

>> EMPHASIZE (If appropriate): Your policy says nothing about the use of alcohol when 
you are not at work or in ways that do not effect your work. So… USE of alcohol and legal 
drugs is generally permissible under policy. It is when such use can impair your 
performance at work that you may be MISUSING.



Costs

Benefits
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>>> STEP 4  GETTING HELP/GETTING CAUGHT

This exercise requires (1) a handout of the slide, and (2) a flip chart or overhead erasable marker. Follow the 
above steps in conducting this exercise

(1) Distribute the handout so that each table (of 2 to 5 participants) has one.

(2) Divide the room in half or randomly ask half the room to focus on GETTING HELP and the other half to 
do GETTING CAUGHT

(3) Ask the participants (at their tables) to write out and list as many costs and as many benefits that they 
can think of to their assigned list (5 minutes)

(4) Ask for feedback and have a volunteer/participant write down the answers on the flipchart or overhead 
(using erasable marker).

(5) Ask participants to weigh costs and benefits and decide whether better to get help or get caught

(6) Ask why people do not get help, even when the benefits of doing so seem to outweigh the costs

Here is an 

example 

of previous 

responses 

seen in this 

exercise

Getting Help              Getting Caught Getting Help              Getting Caught 

• You’ll get help! 
• Save money
• Get rid of 
problem
• No sneaking
• May help others

• Life saving
• Less stress
• Keep job
• Save family
• New 
friends
• Set 
example

• FIRED
• Loss of family
•
Embarrassment
• Maybe Jail
• Revoke license
• Lose 
reputation

• Embarrassment
• Feel judged
• Takes time
• May “cost” you 
the 
friends who use

• Lifestyle change
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Signs of NOT Coping Well
Changes in sleep habits (too much or too little)
Changes in eating habits (losing/gaining weight)
Unable to shake off feeling blue or down in the dumps
Increased use of alcohol or other drugs
Feeling like “It’s just not worth it”
Feeling like “everything is hopeless”
Difficulty concentrating; distracted; “in a fog”
Unable to control anger; irritable over “little things”
Crying a lot or “shutting down” your feelings
Fighting with family, friends, coworkers

How many of the above 10 have you had in past month?
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Employee Assistance Program
Insert EAP Information Here

EAP Provider
EAP Phone Number

EAP Website, if applicable
Number of sessions

22
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The Rules
• After being asked a question, discuss it as a team, & 

write down one answer (30 seconds).
• Correct answers earn a green chip (a strength) & 

proceed to the next green block.
• Incorrect answers earn a red chip (a risk) & proceed to 

the next red block.
• Avoid risk accumulation by getting help.
• Avoid getting caught.
• Keep a positive balance of strengths versus risks.
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Winning
The team with the most strengths after 
testing for promotion wins the game!

24
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Create a Team Name

25
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Question 1
A recent study of 900 fulltime employees showed a 
relationship between stressful work conditions and 
depression.  Which of the following four types of job 
stress was MOST associated with a major 
depressive episode?

A.  PHYSICALLY DEMANDING work (lots of physical 
effort, continuous activity, etc.)

B.  Little DECISION AUTHORITY (low ability to make 
decisions, not having lots of say, etc.)

C.  HAZARDOUS WORK (exposure to chemicals, 
dangerous machinery, etc.)

D.  PSYCHOLOGICAL DEMANDS (not enough time        
to get work done, little conflicting demands, etc.)
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Answer 1
B. LOW DECISION AUTHORITY:

five times more likely to have depressive episode; 
psychological demands also but only about twice 
as likely and not as significant.
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Question 2
True or False:

State law denies compensation benefits in 
cases where the injury occurred while the 
employee was in a state of intoxication.
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Answer 2
True:

Texas Labor Code Ann. §406.032 (1997).
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Question 3
Many employees are aware of coworkers who
use alcohol or drugs at work.  What is your
estimate of the percent of employees surveyed
who are aware of or affected by coworker use?

A.  1 – 5%
B.  6 – 10%
C.  11 – 35%
D.  36 – 65%
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Answer 3
The best answer is C.
Roughly 10 – 35% of those asked are aware of 
coworker drug use.
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Question 4
Correctly classify the following situations as either use,
misuse, or dependence.

1.  An individual drinks a beer with dinner every night after work.
A.  Use B.  Misuse C.  Dependence

2.  Upon waking & before going to work each morning, an 
individual craves & smokes marijuana.

A.  Use B.  Misuse C.  Dependence
3.  An employee has a few beers at lunch on a Friday 

afternoon before going back to work.
A.  Use B.  Misuse C.  Dependence
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Answer 4
1.  A.  Use (Beer is legal and there is no 

sign of dependence)
2.  C.  Dependence (Craving each morning upon 

waking suggests a dependency)
3.  B.  Misuse
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Question 5
True or False:

Prescription drugs can be more dangerous
than illicit drugs.
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Answer 5
The best answer is True.
Prescription drugs should only be taken according to your 
physician’s directions.  When you use prescription drugs 
that were not prescribed for you, or in ways that your 
physician did not direct, they can be dangerous and 
harmful to your health.  Some prescription drugs, even 
when taken according to physician’s directions, can affect 
your alertness & performance on the job.  So it is 
important that you also pay attention to any warnings that 
come with the prescription.
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Question 6
True or False

Drug abuse is primarily a problem among the
unemployed.

37



Team Awareness Small Business

Answer 6
The best answer is False.
There are many misconceptions about substance 
abuse.
About 90% of alcoholics & 70% of illicit drug users 
are employed fulltime.
Among 18 – 34 year olds, about 20% of illegal drug 
users work in professional & financial jobs.
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Question 7
According to the Drug Free Workplace Act of
1998, what percent of workplace accidents are
alcohol or drug related?

A.  17%
B.  25%
C.  34%
D.  47%
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Answer 7
The best answer is D.
47% of workplace accidents are alcohol or 
drug related.
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Question 8
According to one study, which of the following 

factors is most closely associated with 
whether an individual is a problem drinker?

A. Work stress

B. Whether coworkers drink & how often

C. Lack of a strong & enforced policy

D. Feeling alone & alienated at work
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Answer 8
The correct answer is B.
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Question 9
Which of the following treatments is the most 
effective for people who are trying to stop 
smoking or using nicotine?

A.  Individual or group counseling
B.  Nicotine replacement (patch or gum)
C.  Acupuncture
D.  Both A and B together
E.  Both B and C together
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Answer 9
C.   A review of 56 research articles concluded 

that smokers were more likely to stop or cut 
down:

1. More with counseling than with self-help 
material

2. When given skills in problem-solving & coping 
with events that lead to relapse

3. When counseling & nicotine replacement were 
used together
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Reducing Stigma and Tolerance  
and Increasing Responsiveness

Module 3 of

Team Awareness Team Awareness Small BusinessSmall Business TrainingTraining

This training is adapted from Team Awareness, developed at the Workplace Project, 
Institute of Behavioral Research, Texas Christian University (www.ibr.tcu.edu),
Fort Worth, Texas, 76129
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Sequence Notes for Facilitator on TOLERANCE

STEP 1 - Present Purpose and explain objectives (Next Slide)

STEP 2 – Define Tolerance – OVERHEAD #1

STEP 3 - What do you / don’t you tolerate? – OVERHEAD #2

STEP 4 - Administer handout, individuals complete (see Notes to Overhead #3) – STEP 5 –

Group Discussion (Reach Consensus) on Handout/ REVIEW

STEP 6 - INCREASE RESPONSIVENESS (4 TOOLS CAN BE USED HERE)

TOOL # 1: DISTINGUISH BETWEEN DOING SOMETHING / DOING NOTHING

TOOL # 2: DISCUSS DRINKNG CLIMATES - Faces of Tolerance”

TOOL # 3: DISCUSS CAUSES & CONSEQUENCES OF TOLERANCE

(SUGGESTION TO ALWAYS END SESSION WITH TOOL # 4)
TOOL # 4: IDENTIFY WAYS IF BEING MORE RESPONSIVE

We strongly encourage that trainers review the manual for 
this module before using the overheads. The manual is available

in downloadable PDF (Acrobat Reader) format from www.ibr.tcu.edu
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Understanding ToleranceUnderstanding Tolerance

•Recognize and reduce risky levels of tolerance

•By identifying both personal & group levels of 
tolerance

•And generating alternative responses to problem   
coworkers

PURPOSE OF SESSIONPURPOSE OF SESSION
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STEP 1 –
>>Introduce the session topic.  

(You may use your own words, but cover the three main ideas below)
1) “This session will focus on our attitudes toward real or imagined coworkers who have problems 

with alcohol or drug use. Specifically, the session examines the attitude of unhelpful or harmful 
tolerance.”

2) “Sometimes we tolerate problems because there is nothing we can do about them, we feel 
helpless about them, and decide that the best attitude is to just “put up with” or tolerate the 
situation.”

3)    “This session is designed to increase awareness of this unhelpful attitude and to help 
participants generate alternative, more helpful, and more responsive attitudes.”

>>Show Purpose of Session Overhead. 

You can elaborate with specific objectives (below).

1) Identify both personal and group attitudes toward coworkers with alcohol, drug, or other 
behavior problems.

2) Recognize and potentially reduce risky levels of supervisor and coworker tolerance (stigma, 
enabling, codependence).

3) Increase responsiveness to problems



1: capacity to endure pain or hardship: 
ENDURANCE, FORTITUDE, STAMINA

2: sympathy or indulgence for beliefs or practices 
differing from or conflicting with one’s own

1: capacity to endure pain or hardship: 1: capacity to endure pain or hardship: 
ENDURANCE, FORTITUDE, STAMINAENDURANCE, FORTITUDE, STAMINA

2: sympathy or indulgence for beliefs or practices 2: sympathy or indulgence for beliefs or practices 
differing from or conflicting with onediffering from or conflicting with one’’s owns own

Yes No

Definition

Team Awareness Small Business
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STEP 2 –

Prepare flipchart; record responses to following.

ASK participants what “tolerance” means or what does it mean to 
“tolerate” a situation or a particular person.

LISTEN for and write down responses and examples that participants 
provide. Individuals might say “put up with” or “ignore” or “endure” or 
“stomach.”

SAY and CONVEY ACCEPTANCE: 

“The ideas and definitions you give are all accurate and acceptable.  This is 
because tolerance can be a very personal feeling or attitude. Very 
often when we tolerate something it is because it is causing us pain or 
discomfort.”
“We also tolerate something because we believe that taking action to 
correct the situation would cause us pain, discomfort, and anxiety. Instead 
of taking action, we resign ourselves to the situation.”
“In fact, the dictionary definition of tolerance reads:”
(then put up overhead # 1)



50

Step 3- What do you / don’t you tolerate?

> Introduce this exercise by encouraging participants to think about all the different 
situations and people that they tolerate and that they do not tolerate. Set the tone by 
encouraging a fun atmosphere and giving some examples. For example, in some sessions 
participants have come up with the following items that they do or don’t tolerate:

• Toilet paper rolled under or over the toilet roll.

• People who take more than 10 items on the “Quick Checkout” 10-item grocery line.

• A certain style or genre of music (e.g., rap, opera, electronic, etc.).

> Distribute Handout 1 (copies of Overhead #2) or Flipchart

Format the exercise by using any one of the following, or starting out with individual/solo 
work, moving to paired exercises, and then to large group:

Individual: Ask people to complete on their own.

Paired or trio Exercise: Break the group into groups of two to three and provide them with 
one hand-out.

Large Group Participation: Work directly off the prepared flip-chart or blackboard or use 
the overhead.

> To begin the exercise SAY: “Please list what you do and what you don’t tolerate”

Take 3 minutes for each list (maximum).



GROUP 
TOLERANCE

Highly
Tolerable

Highly
Intolerable

1    2    3    4    5    6    7    8    9   101. A coworker comes to work late 
several days in a row in the past 
few weeks, and explains that 
he/she has problems at home. 

1    2    3    4    5    6    7    8    9   10

1    2    3    4    5    6    7    8    9   103. A group of hard-working 
employees get together for a few 
beers on a regular basis after work. 
Sometimes they drink so much they 
get drunk and have to get rides 
home. 

2. A very efficient and productive 
coworker has recently become 
withdrawn and isolates him/herself.  
Her productivity level is slipping, but 
they insist that nothing is wrong.
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>>STEP 4: Individuals Self-Assess Tolerance At Work
> Randomly assign participants into groups of four to six people. Ask participants to number 
themselves out loud (“1” or “2” or “3”) as they go in sequence around the room. Indicate that all “1s” go to 
one area, all “2s” go to another area, etc.

> Distribute Handout “Individual Tolerance” (shown in Notes of next slide)
> SAY: “Please complete the six items on this (hold it up) questionnaire on your own. Circle the number 
that shows your degree of tolerance. When you are done turn the survey over and look up. This should take 
no more than 5 minutes.”

>> STEP 5: Group Decision-Making & Tolerance
Distribute Handout– one to each of the newly formed groups, immediately following Step 4.

> SAY: “In this next exercise, we would like each of your small groups to discuss the six-items one at a time. 
Your objective is to reach consensus and come to total agreement about each item. Please circle the number 
that best fits the overall agreement or consensus for the group.”

> Prepare Overhead #3 and have an erasable marker to write down (circle or mark) scores for a participating 
group. (See diagrams below)

> After all groups are done, ask for one group to report it’s final scores.

> Circle or mark these scores on the overhead. Ask participants in the group the following questions:

[Write responses on flipchart or blackboard]
Who changed their original scores? Did you become more or less tolerant?
· KEY QUESTION: What factors influenced you to change your scores?
As time permits, ask other groups the same questions.

1  2  3  4  5  6  7  8  9  10

Highly 
tolerable

Highly 
intolerable

Group 
Average

1. Circle on Overhead

1  2  3  4  5  6  7  8  9  10

Highly 
tolerable

Highly 
intolerable

Group 
Average

1. Circle on Overhead

1  2  3  4  5  6  7  8  9  10

Highly 
tolerable

Highly 
intolerable

Individual
Response

2. Show change of individual   
response (example)

Became less tolerant
after group discussion

1  2  3  4  5  6  7  8  9  10

Highly 
tolerable

Highly 
intolerable

Individual
Response

2. Show change of individual   
response (example)

Became less tolerant
after group discussion



How much of the STRESS
in your life is caused by poor 

communication?

Team Awareness Small Business
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Employees may and often do know about 
various problems before their supervisors
Employees may and often do know about 
various problems before their supervisors
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>>> STEP 1 (continued).

USE THIS SLIDE TO INTRODUCE THE IDEA OF THE IMPORTANCE OF 
COWORKERS.

You may also explain:

“Sometimes the only person who knows whether someone has a problem is 
a coworker or work buddy. You may not believe it, but if you know someone 
who has a problem and you say to them “I am concerned” or “I hope you 
are OK,” this can have significant positive effects down the road. Simply 
because, no one else has showed that they cared before.”

If appropriate and you plan on using Module 6, add:

“Later in this training we will learn some skills for how to approach

someone and show them you are concerned”
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What Makes Someone Easy to Talk to?

54



Team Awareness Small Business

Communication & Responsibility
• Communication is the essential function of any workplace.

• Effective, team-based communication buffers stress and 
improves productivity.

• Policies often state that workers have communication 
responsibilities regarding safety, problem-solving, and 
substance abuse.

• Effective communication strategies can help workers act 
on their responsibilities.
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>>> STEP 1 (continued).



THINK ABOUT WHAT YOU WANT TO SAY

MAKE YOUR MOVE

GET RIGHT TO THE POINT

USE GOOD COMMUNICATION SKILLS

MAKE A CLEAR REQUEST

ROLL WITH RESISTANCE

END ON A POSITIVE NOTE

Seven Guidelines for Effective Communication

56

>>> STEP 2 (continued).
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Let’s not complicate
our relationship
by trying to 
communicate with 
each other.

57

>>> STEP 4
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I know you believe that 
you understand what 
you think I said, but I’m 
not sure you realize 
that what you heard is 
not what
I meant.
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>>> STEP 4 (continued).
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Listening Do’s and Don’ts
DO:

• Let the speaker have his/her 
say.

• Show that you are paying 
attention and interested.

• Use your own words to 
restate what the speaker 
said.

• Ask the speaker to say it 
again, if needed. 

DON’T:
• Tune out or plan what you 

will say next.
• Interrupt to object, explain, or 

correct.
• Give off signals that you are 

bored or in a hurry to say 
something.

• Add sarcasm or put-downs 
when you restate the 
speaker’s ideas.
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>>> STEP 4 (continued).
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Each person can speak 
only after restating the ideas and
opinions of the previous speaker
accurately and to that person’s

satisfaction.
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Really Listening Activity
• Select one of the issues (or pick your own "controversial" topic). This will be 

the topic you will talk about with each other during this activity. You will 
discuss your topic by following the guidelines below. 

• Before beginning, read over the following guideline. Make sure all group 
members understand. 

• Each person can speak only after restating the ideas & opinions of the 
previous speaker, accurately & to that speaker's satisfaction.

• Someone should volunteer to begin the discussion by talking briefly about 
his/her thoughts & opinions about the chosen issue. 

• You must first show the previous speaker that you got his/her meaning.  If the 
previous speaker is satisfied that you "got his/her meaning,”
then you can give your opinion. 

Team Awareness Small Business
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>>> USE WITH STEP 4 
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Module 6 of

Encouragement: The NUDGE Model

Team Awareness Team Awareness Small BusinessSmall Business TrainingTraining

This training is adapted from Team Awareness, developed at the Workplace Project, 
Institute of Behavioral Research, Texas Christian University (www.ibr.tcu.edu),
Fort Worth, Texas, 76129
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We strongly encourage that trainers review the manual for 
this module before using the overheads. The manual is available

in downloadable PDF (Acrobat Reader) format from www.ibr.tcu.edu
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• Understand connection between stress, resistance, and 
poor communication

• Understand Resistance to Change and the NUDGE 
model

• Practice guidelines for effective communication

• Encourage others to get help (Use NUDGE)

PURPOSE OF SESSIONPURPOSE OF SESSION
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>>> STEP 1 (continued).



1 - Communicating with “problem” co-workers

2 - Dealing with “the grapevine”

3 - Dealing with an environment that 
avoids conflict

Communication & StressCommunication & Stress

Team Awareness Small Business
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Seven Guidelines for Effective Communication

THINK ABOUT WHAT YOU WANT TO SAY

MAKE YOUR MOVE

GET RIGHT TO THE POINT

USE GOOD COMMUNICATION SKILLS

MAKE A CLEAR REQUEST

ROLL WITH RESISTANCE *

END ON A POSITIVE NOTE
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Seven Ideas for Effective Communication
Think about what you want to say.
Give some thought to what you know, what you 
suspect, what you are concerned about, and what 
you’d like to see change.  Think about what you want to 
say and mentally rehearse how you will say it.  Give 
yourself time to become comfortable with your ideas.

Make your move.
Request a meeting to discuss the issue with the 
employee.  If you believe an EAP representative should 
be called in to help you, make the necessary 
arrangements.

Get right to the point.
Once the meeting begins, don’t pad it with small talk.  
This dilutes our effectiveness.  Keep the discussion 
focused on behavior and performance, not personality.

Practice good communication.
Use “I” statements and listening skills.  “I” statements 
are non-blaming and non-aggressive ways of 
presenting ideas, feelings, and concerns.  Listening 
creates a supportive atmosphere.

Make a clear request.
Avoid being vague.  Instead, make a clear statement 
about what you want to see changed and your 
expectations for future performance.  This might involve 
a request for action or a suggestion that help be 
sought.

Roll with resistance.
Denial is a normal response to “bad news.” Most 
people with problems are aware of the impact of their 
behavior at some level, but may be ambivalent about 
change.  They may become angry or deny the problem.  
Listening respectfully and calmly and repeating your 
request for action will help make sure that your 
message is taken seriously.

End on a positive note.
Thank the person for their willingness to hear you out.  
State your belief that your supervisor or co-worker can 
and will handle the problem.
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Understanding Resistance
It’s normal to feel ambivalent about
change - even when we are aware that
we need to change.

Ambivalence may be expressed through
denial, minimization, rationalization,
indifference, helplessness, or anger.

To help another person deal with their
Ambivalence:

• Listen and reflect
• Convey acceptance
• Avoid labeling or blaming
• Offer support and advice

Team Awareness Small Business
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Stages of Change Model

NO THOUGHTS
OF CHANGE

THINKING
ABOUT IT

DETERMINATION

TAKING
ACTION
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More Guides for Effective Communication

Use I-Statements
“I am concerned about…”
“I’d like for you to…”
“I am not going to ignore…”

Avoid You-Statements
“You’re messed up…”
“You’ve really got a 
problem….”

Listen
Listen with concern and respect
Don’t interrupt the speaker
Use prompts; request clarification
Restate and reflect

Body Language
Use a calm, level tone of voice
Maintain eye contact
Avoid angry gestures or threats

Team Awareness Small Business
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Who died and made you my boss? I 
don’t take orders from you.  Mind your 
own business!

The job pressure makes 
me drink!!

We have been under a lot of pressure.  But 
drinking is a poor way of coping.  It’s time to 
think about making some changes.

I’m not your boss, but I do have a stake in 
our team.  When your behavior hurts the 
team it becomes my concern.
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I’ve tried, but I just can’t quit.

That you’ve tried is an excellent sign.  Many 
people who keep trying finally do make it.  
If you are willing to work with the EAP, we’ll 
support you as you try again.

That you’ve tried is an excellent sign.  Many 
people who keep trying finally do make it.  
If you are willing to work with the EAP, we’ll 
support you as you try again.

I can handle my booze better than anyone 
around here.

That’s what worries me. Being able to drink a 
lot and not feel it is a warning sign for alcohol 
dependence.  It’s nothing to be proud of. 
I suggest you talk with your doctor.

That’s what worries me. Being able to drink a 
lot and not feel it is a warning sign for alcohol 
dependence.  It’s nothing to be proud of. 
I suggest you talk with your doctor.
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I don’t see why you’re so upset.  I can quit 
anytime I want to.

I only use to work better.  Pot makes me 
more creative!

Fine.  But can you quit when someone 
asks you to?  If you can, now is the 
time. If you can’t, here’s an opportunity 
to get the help you need.

Fine.  But can you quit when someone 
asks you to?  If you can, now is the 
time. If you can’t, here’s an opportunity 
to get the help you need.

I understand that being creative is important 
to you.  But this is not your normal quality of 
work. We care about you.  Now is the  time to 
show that you care about yourself, too.
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Leave me alone.  Why is everyone always picking on 
me?  I don’t drink any more than the rest of the guys do.

I respect that you’d prefer to handle this alone.  But I 
can’t leave it this way. Your drinking is affecting your 
work.  If you want help, I’ll make sure you get it. 

I respect that you’d prefer to handle this alone.  But I 
can’t leave it this way. Your drinking is affecting your 
work.  If you want help, I’ll make sure you get it. 

I don’t normally drink this much. It’s 
just that I’ve been having some 
troubles at home, that’s all.

?   
?  
?

?   
?  
?
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Notice

Understand

Decide

Use Guides

Encourage

Team Awareness Small Business
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Rules for Role Plays

For Players
• Be yourself.  Try to 

respond naturally.
• Use the suggested 

communication guides.
• Pay attention to your 

reactions as you play 
your part.

For Observers
• Listen carefully to 

what happens.
• Don’t distract the role 

players.
• Imagine how you 

might handle the 
roles.
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Case Studies:  How to NUDGE
• Use Guidelines for Effective Communication

• Seven Guidelines (Think End on Positive Note)

• More Guidelines (Use “I” Statements, Listen, Body Language)

• Use the NUDGE Model

• Roll with Resistance

• Understand Stages of Change
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Usually, no one person is  Usually, no one person is  
responsible for the problem... responsible for the problem... 

…… More often, we are all More often, we are all 
responsible for the solution.responsible for the solution.

Notice

Understand

Decide

Use Guidelines

Encourage

Notice someone with
stress or problems

Understand that you
may have a role to
play in the solution

Decide if you should
say something

Encourage him or her
to get help (know
your limits)

Use Guides (Roll with    
resistance, listen,   
show concern, make    
your move)

Reduce Risks Increase
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