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INTODUCTION

This report is going to look at the effective team work and communication at the workplace. This will include the definition of team work, which covers the benefit of team work and will be looking at a workplace example of team work. The importance of a good communication will be explored using Berlo’s method of communication. Finally the report will conclude the positive and the negative of effective work and communication.

Definition of team work
Team work is defined as “the process of working collaboratively with a group of people to achieve a goal. Teamwork is often a crucial part of a business, as it is often necessary for colleagues to work well together, trying their best in any circumstance. Teamwork means that people will try to cooperate, using their individual skills and providing constructive feedback, despite any personal conflict between individuals.” (BusinessDictionary.com, 2018)
Effective team work and communication are two non- technical characteristic skills needed in a workplace to ensure smooth running of a business, and it is important to see team work and communication as part of wider set of competencies and skills.
There are many benefits in working together as a team this includes the possibility of creating new friendships, fulfilment in a sense of a group accomplishment and distribution of responsibilities. Most work place require to work together in a team to reach a desired goal take for example healthcare professionals.
In healthcare profession the teams of professionals that provide care are called the multidisciplinary team which consists of a wide range of expertise and specialisms, and they distribute activities amongst the team to achieve a targeted goal within a time frame and space. However, to build an effective team in these settings can be challenging and it requires effort and focused attention and really good communication amongst the team, to know what need to be done, how it needs to be done and when it needs to be done. To achieve this a good communication is the key. There people that have come up with some theory and methods to help improve effective team and communication, which is relevant in healthcare settings as messages have to be pass on to different team members and this message have to be clearly understood and executed. 
Good communication
Effective communication in healthcare is not just about giving the right information at the right time, it involves anticipating the needs of others, putting information together in a way that is practical and appropriate to the task at hand and having awareness of different knowledge and perspective other individuals may have in team.

Berlo’s theory of communication 
Berlo’s model describes factors effecting the individual mechanisms in the communication creating the communication more competent.
Berlo’s model operates on the SMCR model to describe the communication process,
S – Stands for Source
M – Message
C – Channel
R – Receiver.
1. S – Sender  
The sender is the source of the message or the person who initiates the message, also send the message to the receiver as an example the handover system used in hospital to transfer message from one team of nurses to another being night staff to day staff. The following are the factor related to the sender and the same in the case of receiver. (Businesstopia.net, 2018)
· Communication skills 
Communication skills of a person is a factor that affects the communication process. If the sender has good communication skills, the message will be communicated better than if the sender's communication skills are not good. Similarly, if the receiver can not grasp the message, then the communication will not be effective. Communication skills include the skills to speak, present, read, write, listening, etc. 
· Attitude
The attitude of the sender and the receiver creates the effect of the message. The person's attitude towards self, the receiver and the environment change the meaning and effect of the message.
· Knowledge
Familiarity with the subject of the message makes the communicated message have its effect more. Knowledge on the subject matter makes the communicator send the message effectively.
· Social Systems
Values, beliefs, laws, rules, religion and many other social factors affect the sender's way of communicating the message. It creates difference in the generation of message. Place and situation also fall under social systems.
· Culture
Cultural differences make messages different. A person from one culture might find something offensive which is very much accepted in another culture.
Nursing handover process consists of one nurse from previous duty who is the sender to communicate information to nurses who are about to start their duty called the receiver. The whole team will have a handover sheet which informs everyone of all the patients whom needs care the sheet covers names of patient, diagnostic, past medical history and plan and this written clearly using word processing for all to understand. The nurse giving handover will speak clearly for the receivers to understand what to do next, body language will be of a professional manner, using appropriate medical terms and when speaking the nurse has to take into consideration of different people receiving as the message must be understood correctly to avoid mistakes.
2. M-Message
A message is the substance that is being sent by the sender to the receiver. It might be in the form of voice, audio, text, video or other media. (Businesstopia.net, 2018)
The key factors affecting the message are
· Content
Content is the thing that is in the message. The whole message from beginning to end is the content.
· Elements
Elements are the nonverbal things that tag along with the content like gestures, signs, language, etc.
· Treatment
Treatment is the way in which the message is conveyed to the receiver. Treatment also effects the feedback of the receiver.
· Structure
The structure of the message or the way it has been structured or arranged, affects the effectiveness of the message.
· Code
Code is the form in which the message is sent. It might be in the form of language, text, video, etc. 
In the process of handover shift messages are communicated via the nursing handover sheet and verbally communicating information which could be one to one or to a group of multidisciplinary team. The message can contain different medical terms and abbreviation which every medical professionals should understand.  
3. C-Channel
Channel is the medium used to send the message. In mass communication and other forms of communication, technical machines might be used as a channel like telephone, internet, etc. But in general communication, the five senses of a human being is the channel for the communication flow and it affects the effectiveness of the channel. (Businesstopia.net, 2018)
· Hearing
 We receive the message through hearing.
· Seeing 
 We perceive through seeing. We also get non-verbal messages by seeing.
· Touching 
Many of the non-verbal communication happens from touching like holding hands.
· Smelling 
We collect information from smelling.
· Tasting 
Taste also provides the information to be sent as a message.

The channel in this processing of handing over shift requires using word processer to type information which is then printed out, essential information is highlighted with a pen. Telephone is also used to handover information; fax machine is used to send medical notes to other medical team member, patients medical files are kept at the nursing station for any other members of the team looking after the patient to have access.
R- Receiver
Receiver is the person who gets the message sent in the process. This model believes that the thinking pattern and all other factors mentioned above must be in sync to that of the sender for the communication to be effective. The message might not have the same effect as intended if the receiver and sender are not similar. The receiver must also have a very good listening skill. Other factors are similar to that of the sender. (Businesstopia.net, 2018)
Communication skills
Attitudes
Knowledge
Social Systems
Culture
The nurses receiving the information from the previous shift is believed to have good communication skills to understand what is being communicated to them, the body language should reflect to the profession, the nurse needs to have a good understanding and knowledge to the medical terms used in the channel to avoid mistakes. Reading properly and clearly the information given is crucial, English is the language used and nurses from different culture are expected to have a standard of English listening and speaking skills.

Tools to improve communication
A range of tools and methods exist to help ensure that communication is effective, practical and timely.
Communication in a healthcare setting is one of the most important tools we have for providing great patient care and improving patient satisfaction.
These include the 'SBAR' meaning: “Situation, Background, Assessment, Recommendation” method developed in the nuclear submarine service, clinical handover routines, and safety briefings which help to establish patient safety as a regular topic of conversation and consideration within organisations.
Teamwork requires an explicit decision by the team members to co-operate in meeting the shared objective. This requires that team members sacrifice their autonomy, allowing their activity to be coordinated by the team, either through decisions by the team leader or through shared decision making. As a result, the responsibilities of professionals working as a team include not only activities they deliver because of their specialized skills or knowledge, but also those resulting from their commitment to monitor the activities performed by their teammates, including managing the conflicts that may result. (Clements and Priest, 2018)
Conclusion 
[bookmark: _GoBack]Team work and communication in a workplace work hand in hand to achieved excellent work outcome as one without the other will result in failure to the goals set to achieve. Though Berlo’s methods of communication is good theory to use however it is criticised and it can be limited because, there is no concept of feedback, so the effect is not considered. There is no concept of noise or any kind of barriers in communication process. It is a linear model of communication, there is no two-way communication. Both people must be similar according to all the factors mentioned above
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