
Facilitating Team
Building
This playbook provides a detailed guide on how to

organize and execute team building activities to foster

collaboration and teamwork amongst employees.

Step 1: Objective Setting 

Identify the goals and what you hope to achieve through these team

building activities. Determine if the focus is on communication, trust-

building, problem-solving, or ice-breaking.

Step 2: Planning 

Choose appropriate activities that align with your objectives.

Consider factors like the size of the group, the physical location,

necessary materials, and the duration of each activity.

Step 3: Scheduling 

Set a date and time that is convenient for all team members. Make

sure to communicate this information well in advance to ensure

maximum participation.

Step 4: Material Gathering 

Collect all the materials and resources you will need to facilitate the

activities. Prepare any necessary equipment, handouts, or digital

tools beforehand.



Step 5: Venue Preparation 

Arrange a suitable venue that accommodates the planned activities.

Set up any necessary spaces, stations, or equipment prior to the

event.

Step 6: Guidance 

Clearly explain the rules, objectives, and expectations for each

activity to the participants. Ensure everyone understands and is

ready to participate.

Step 7: Facilitation 

Actively guide the team through the activities. Encourage

participation, provide support, and ensure the members are engaging

positively and constructively.

Step 8: Debriefing 

Lead a discussion after each activity, allowing team members to share

their experiences and insights. Discuss how the activity relates to

their work and the importance of teamwork.

Step 9: Follow-up 

Assess the effectiveness of the activities. Gather feedback from

participants, and identify opportunities for future team building

sessions.



General Notes

Inclusivity 

Ensure that the activities planned are inclusive and accessible to all

team members, taking into account any disabilities or restrictions.

Flexibility 

Be prepared to adapt the activities on the spot if they are not working

as intended or if unforeseen issues arise.
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