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Team EI Survey Portal User Guide

Introduction

The increasing complexity of teamwork in the 21st Century means that teams are
unlikely to achieve superior performance through chance alone, or even though the
skill-set of an able team leader...What matters for team’s today is whether a team
leader can facilitate the development of a team environment that supports
constructive interactions, collaborative work processes and team effectiveness.

Thank you for choosing to incorporate Team Emotional Intelligence theory, tools and
survey into your professional work as a coach, consultant or learning and
development professional.

This user guide is for qualified users of the Team Ei Survey Webinar Accreditation,
and will assist you with all stages of conducting the Team Ei Survey on your chosen
team.

The Team Ei Survey is the copyright of Professor Vanessa Druskat & Dr. Steven
Wolff of GEI Partners, co-creators of the theory and concept of Team Emotional
Intelligence. The Team Ei Survey portal is the copyright of Ei World Partners.
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Process Overview

1. Contact Ei World (info@eiworld.org) and advise that you will be
carrying out a survey on a team and the level of debrief that you
require (see latest price list document for options)

a. If this is your first survey on the new portal, you will be
provided with your username (your email address) and
password to access the portal

2. You will receive a payment request from Ei World (usually from
abaugh@eiworld.org).

3. Your debrief will be booked at a convenient time according to your
scheduling — contact Ei World to arrange this

4. The portal can be accessed from:
http://www.eiworldsurveys.net/users/sign in

Helpful Resources

You may find the following video resources useful and these may be freely
shared:

1. Video designed to be shared with team members who are about to
complete a Team Ei Survey Participating in a Team Emotional
Intelligence Survey .... A short guide for team members

‘Breaking the Code on Team Effectiveness’

Benefits of the Team EI Survey

Advice to change agents using the Team EI Survey

i & DN

Experiences of our training

6. 'The Team Ei Survey - Creating High-Performing Teams’

The following video resource is for your personal reference and ongoing
learning:

e Context Setting for Team EI Survey - This was recorded during our
March 2017 Accreditation program - it is a refresher of the ‘Context
Setting’ part of the slide deck from the Accreditation training, to
refresh your knowledge of Team EI and Team EI Survey. This video
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was from a Zoom recording and has deliberately not been edited for

wider use. This is a self-study tool, and is not for public broadcast

IMPORTANT: Whitelisting the Domain (Survey
Recipients and Qualified User)

In order to ensure that you and your survey recipients receive the survey
without issue, you will need to add the domain IP (192.254.126.79) to
the email whitelist as well as whitelisting the sender address
support@assessmenthub.net

The following instructions may be helpful in this respect if this is not
carried out by a global IT department::

Outlook 2010 / Outlook 2013

Open Microsoft Outlook 2010 / 2013

In the home tab, click the Junk drop down menu

Then click Junk Email Options

Navigate to the Safe Recipients tab

Click the Add button

Type in the email address or domain you want to whitelist, then
click okay

7. You need to add the domain IP (192.254.126.79) to the whitelist
as well as whitelist the sender address

support@assessmenthub.net

ouewNE
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User Guide

This User Guide provides step-by-step instructions on how to administer
the Team Emotional Intelligence Survey. The Contents Guide on Page 1 is
hyperlinked so you can skip to the area you require.

Alternatively, if this is your first survey and you are starting from the
beginning, the Overview below, that is provided in details over the
following pages, is designed to take you through all the steps to
administer a survey.

Overview - Steps to Administer a Survey:
Setting up a New Project

Viewing the Project Setup Checklist
Setting up the Email Templates

Creating Teams, 2 options:

a. Adding Team Members Individually

b N

b. Adding Team Members Collectively Using a Spreadsheet

5. Creating a Campaign (Campaign is another way of setting up a
survey. Within this area you specify the Team Name and Deadline
Date)

6. Launching a Survey

a. Automatic Survey Launch Emails
b. Manual Survey Launch Emails
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Setting up a New Project

The home screen for the Administration System shows your current
projects. A project is the highest level of the team survey and within the
project you define the email templates, team members and the campaign
(survey) deadline. To create a new project:

e Click the ‘New Project’ button, top right

www.eiworidsurvays.net/projects

I Inc. Mail  CustomView36...ninistration  Scdexo Administration  Project Set ...ce Processes CMS  Custom View 360 ViewSuite360 Basecamp projects Campfire Chat  Dropbox  Peopleindex  Support ticket
Q Click
‘
.3 new
Clients Projects Q # Log out . ,
project
toadd a
Qecls new
: project
Type Tool Partcipants
April 2017 Team survey Team Emotional Intelligence Survey i} ele:e CI |Ck
El World Clients Team survey Team Emotional Intelligence Survey 1 ® Show [ Delete 'Show' to
UK & US Test Team survey Team Emational Intelligence Survey 14 ® Show [ Delete .
: view the

Cu rre nt Show 3 Archived Projects d eta i IS Of a

Project specific

e Click ‘Team Survey’ from the drop-down menu

® Log out
—
Name Type Tool Participants
Testing Team survey Team Emotional Intelligence Survey 2 @ Show & Edit
Matt Test 29 June Team survey Team Emotional Intelligence Survey 0 @ Show ¢ Edit
Bulk action v

e From the ‘New Team Survey Project’ screen, define the following:

o Project Name (for example your client’s name and a way to specify
the project)

o Company Name (either your client’s name or your company name -
note this does not appear on any reports)

o The tool you require (either the ‘Team Emotional Intelligence
Survey’ or the 'HE Team Emotional Intelligence Survey’)
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o The language you would like the project to be in — you can select
multiple languages if you wish to generate the questions and report
in different languages for different participants

o Do not enforce deadline - tick this box. When ticked, team
members will still be able to complete the questionnaire after the
deadline has passed (you will be shown how to set the deadline
later in this document)

o Paper size - select from the dropdown list A4 (for UK) / Letter (for
us)

o Logo - click on ‘Choose File” and select the logo from its saved
location on your computer. This will then add the logo to the project
and it will appear on the Team Performance Essentials Report. You
may wish to use your own logo or your client’s logo

o From name - The name you would like emails to appear as coming
from (it can be a company name or an individual’s name)

o From email - The email address you would like the emails to appear
as coming from. Please note that all emails sent to participants are
shown as being sent from this email hame and address. Itis
possible to change this at any point within the project settings
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New Team Survey Project

* Project Name * Company name

Sample project Sample company

English - US

The questionnaire will only be offered in the languages
you select.

Misc. Options

Ine

4
N

Choose File N0 file sggected

< From email >

e Click the ‘create project’ button. The Project Setup Checklist will
then be displayed

2. Viewing the Project Setup Checklist

The Project Setup Checklist provides a visual guide of all items that you
need to check/create before you can launch the team survey. This
includes the email text, the team members and the campaign (survey)
itself

The project checklist is automatically generated once you have completed
the set up for a new project (stage 1 above). It can also be viewed by
clicking on the ‘Dashboard’ on the left-hand menu
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| using Team Emotional Intelligence Survey

Projects are a group of teams and campaigns. You'll need to add your teams, then you can create survey campaigns and invite team members to
complete the questionnaire when you are ready to get started.

Review '1. Survey Launch by Team Leader'
O Review ‘2. Survey Launch
O Review '3. Survey Reminder'
O Review ‘4. Final Reminder
) Review '5. Report to Team (Adapt to send the Team EI Survey Reporg

‘the Team prior to the Team Event)

vate First Survey Campaign
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3. Setting up the Email Templates

The Email templates include specific templates for each stage of the Team
Ei Survey process. They can be adapted and personalised as you see fit.
The templates included are:

a. ‘Review 1. Survey Launch by Team Leader’ - this template
can be used to send a survey launch email from the team
leader to the team. Care: this email will come from the
system and will show as coming from the name and email
address defined at the start of the project set up. You may
wish the team leader to continue to launch the project from
their own email address

b. '‘Review 2. Survey Launch’ - this template sends the survey
links to the team members

c. ‘Review 3. Survey Reminder’ - this template is the first
reminder that a team member will receive - we recommend
that this is sent three days before the deadline

d. '‘Review 4. Final Reminder’ - this template is the final
reminder that a team member will receive - we recommend
that this is sent on the day of the deadline

e. 'Review 5. Report to Team’ - this email template is used to
send the Team Ei Survey Report to the Team prior to the
Team Event

Access the email templates by either:
e Clicking on ‘Email Templates’ in the left-hand menu; or

e Clicking on one of the review options in the Project Setup Checklist:

using Team Emotional Intelligence Survey

XYZ Project
Company name provided on : : i i invi

Pproject settings Projects are a group of teams and campaigns. You'll need to add your teams, then you can create survey campaigns and invite team members to
- Dnabesd complete the questionnaire when you are ready to get started.

I Survey Campaigns
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Clicking on ‘Email Templates’ in the left-hand menu will bring you to the
following screen:

Team Survey

Team Survey / Email Templates

€ All Projects Respondent Templates © Create Respondent Template ‘

&2 Dashboard
Survey Invitation N AA o = 7 o ~h am m

\ Q) iy g INnch ema
AL £ Sunvey iauncn emea

= Survey Campaigns

% Teams {{team_name}} - Team Survey by {{survey_deadline}}

{{survey_deadIline}} Our {{team_name}} Development

& All Employees Dear Colleagues, (Qualified practit

ne)}. It will take you about 20 minutes to complete the
Ompl

In our team

& Email Templates sl

o} Settings Automatically Send: None, Will Be Sent Manually

Automatically Send: None, Will Be Sent Manually
& Edit @ Preview = Send v

# Edit @ Preview % Send v

Re

—n A A . C ] — Survey Reminder
JAL 3: Survey Rerminder Bl R
JAL 3: Survey der Ema

REMINDER: {{team_name}} - Team Survey
by {{survey_deadline}}

We recommend that you sequentially work through each email, editing
according to your specific needs.

Click ‘Edit’ on the email that you wish to review.

You can edit all section of the Email Review Screen. Attention should be
given to:

e Survey name - A personal name to help you remember the purpose
of the email

e Language - currently the survey is available in US and UK English
spelling. Contact us for any additional language requirements that
you may have

e Event trigger - this determines whether the email will be sent
manually or automatically by the system according to the timing
you have specified. We recommend that all emails are sent
automatically according to the deadline of the survey (this
date is input later in the process when creating the campaign) as
this means you only program the survey system once. Other
options are manually send the emails or send them automatically as
soon as a team member has been created

e “"Send template once per recipient” tick box — generally do NOT
tick this box. ONLY tick this box if you would only want to send
the invitation once as, if this box is ticked and someone requests
the invitation to be resent, you will not be able to use this template

©2021, Ei World Partners All rights reserved.
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BCC email - this allows you to include an email address to receive
all emails that the system sends. You may wish to include your own
email address here so that you have an additional copy of the
emails and can verify that they have been sent out

Subject - this contains tokens to represent the team name and
deadline date (these tokens are defined later in the process when
creating the campaign). The subject can be edited to suit your
requirements

Body - this can be fully edited to suit your requirements, and also
contains certain tokens, where the system will pull through the
relevant details. You will need to edit [Insert name of survey lead] and
[Insert name of Qualified Practitioner] as these are not tokens. To include a
token, place your cursor in the correct position in your text and click
on the token of choice. The various tokens available to include

are:

First Name {{respondent_first_name}}

Last Name {{respondent_last_name}}

Full Name {{respondent_full_name}}
Survey Deadline {{survey_deadline}}

Team Name {{team_name}}

Survey URL Link {{survey_url}}

Customisable Survey Link {{begin_survey_link}}Click Here to
You may customise the text between Complete the Survey
the{{begin_survey_link}} and {{end_survey link}} | {{end_survey_link}}

©2021, Ei World Partners All rights reserved.
Ei World Limited, 1 Cornhill, London EC3V 3ND, England (UK)
T: +44(0)20-3507-0270, E: info@eiworld.org, W: eiworld.org

Page 13


mailto:info@eiworld.org

TEAM EI SURVEY PORTAL — USER GUIDE

* Name

1. Survey Launch by Team Leader

* Email type Event trig

Survey Invitation = one, Will Be Sent Manually

Send template once per recipient

Respondent Name ~ Survey Deadline Team Name

deadline}} Our {{team_name}} Developmen

* Body

A- TI~ B I & U

m

10
i
[l

%

&

Respondent Name ~  Survey Deadline  Team Name  Links ~

Ei World

A
v

Languag

(e e

Dear Colleagues,

team Swgyiors, norms, and processes linked to high team performance.

It is very important that you=
Your responses are anonymous. Your na

@ practitioner to insert introductory paragraph setting the team development context.)

As preparation for our team development work, | need you to complete a confidential online survey about the team. In our team session on [Insert details of
meeting including date], we will use the results of the survey to generate discussion of our team’s current strengths and opportunities for improvement.

Qorld, an external company is processing the survey, which is based on the research and concept of Team Emotional Intelligence. The survey assesse;

oW oS aves and interacts.
mmary of all of our responses.

Update Email template

e Once changes have been made click ‘Update Email Template’

e To preview the email template, from the main ‘Email Templates’
screen, click the ‘Preview’ button under the email template you

want to view

Email Templates
Team Survey

Team Survey Email Templates

All Projects Respondent Templates

Dashboard

uncn oy leam

Survey Campaigns

i Teams
{{survey_deadline}} Our {{team_name}} Development

Dear Colleagues, (Qualified practitioner to insert introductory paragraph
setting the team development context.) As preparation for our team
development work, | need you to complete a confidential online

survey about the team. In our team session on [Insert details of meeting
including dat..

All Employees

= Email Templates

o2 Settings

Automatically Send: None, Will Be Sent Manually

# Ed ind -

© Create Respondent Template

aunchn emall

{{team_name}} - Team Survey by {{survey_deadline}}

Dear {{respondent_first_name}} Following [Insert email sender's
name] email on [Insert date sent], below are instructions for completing the
Team Emotional Intelligence Survey. Please complete the survey by

{{survey_deadline}}. It will take you about 20 minutes to complete the
survey. Thi...

Automatically Send: None, Will Be Sent Manually

# Edit @ Preview = Send ~
ENAA ) 2 = LI TS survey Reminder
EMA Survey Reminder Emal

REMINDER: {{team_name}} - Team Survey
by {{survey deadiline}}
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e You will then be able to view what the email will look like:

July 17, 2017 Our Marketing Development

Dear Colleagues,

(Qualified practitioner to insert introductory paragraph setting the team develop-
ment context.)

As preparation for our team development work, | need you to complete a confi-
dential online survey about the team. In our team session on [Insert details of
meeting including date], we will use the results of the survey to generate discus-
sion of our team’s current strengths and opportunities for improvement.

Ei World, an external company is processing the survey, which is based on the
research and concept of Team Emotional Intelligence. The survey assesses team
behaviors, norms, and processes linked to high team performance.

It is very important that you answer the questions honestly, so that the report ac-
curately reflects your opinions about how our team behaves and interacts. Your
responses are anonymous. Your name will not appear anywhere in the survey re-
port, which will include only a summary of all of our responses.

| am writing now to ask you to complete the on-line “Team Emotional Intelligence
Survey” when it arrives in your in-box. It will arrive on [Agreed launch date] from
[Name of Qualified Practitioner] You will be asked to finish the survey by July 17,
2017. We must achieve a 100% response rate by the deadline.

Actions needed:

e Repeat the process outlined above and review all other emails
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4. Creating Teams

e Access the Teams section by either:
o Clicking on ‘Teams’ in the left-hand menu; or

o Accessing the Project Setup Checklist by clicking on ‘Dashboard’
in the left-hand menu, then ‘Create First Team’

(1 using Team Emotional Intelligence Survey

XYZ Project

Company name provided on = . 1 i invi
e ores: ooy Projects are a group of teams and campaigns. You'll need to add your teams, then you can create survey campaigns and invite team members to

e If you use the Teams link in the left-hand menu, you will then need
to click *+Add New Team’ (top right-hand side box) to move on to
the next screen to start adding your team.

| © Add Mew Team

e To create the team, provide a name, e.g. “"EI World Operations
Team”. This name is for your reference when viewing and
locating teams you have created in the admin system and
will not appear on the final report

e Click ‘Create Team’

 Back to All Projects

Create a Tear

—
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e You will see the following screen, from where you can add Team

Members and also set up the Campaign (survey):

Campaigns

X Import Team Members

Members © New Team Member

e To add Team Members you can either:
a. Add team members individually; or

b. Upload a spreadsheet containing all Team Members

a. Adding Team Members Individually

e C(Click *+ New Team Member’

€ Back to All Projects # Log out
- Operations Team Detals
Team Survey
Teams Operations Team Show
€ Al -
Projects Camnaicne © New Campaign
Lampaigns Mkt semhan i

22 Dashboard

™ Survey Campaigns

+ Teams

i All Employees

\ r:/;r'r"‘t-\‘f_“r’;r: New Team Member ) L. Import Team Members

& Email Templates

% Settings

e Complete the fields for each Team Member (see screenshot below)

o Email
o First name
o Last name
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o Language
o Rater type - this will always be “"Team Member” (no other option
available)
e Click ‘Create Team Membership’
Repeat these steps for each Team Member until you have added all
of them

Create a New Team Member

Teams Demo Team Create Team Member

Rater type

b. Adding Team Members Collectively Using a Spreadsheet

e Click ‘Import Team Members’

—

Team Survey

Operations Team Details

Teams Operations Team Show

€ All Projects
2 Campaians © New Campaign
22 Dashboard

™ Survey Campaigns

Operations Team > Example Team O July 27,2017 5 Respondents, 40% Complete prl Py
Created July 09, 2017 17 days from now —

& Teams

i All Employees

= Email Templates
( —
NMembers © New Team Mem 2, Import Team Members
o Settings VIEITIDENS L ]
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e Click ‘Download the Import Template’

=

Team Survey

€ Al Projects

a= Dashboard

™ Survey Campaigns

i Teams

& All Employees

&= Email Templates

o? Settings

4 Back 10 All Projects # Log out

Import Team Members

Teams / Operations Team / Import Team Members

Step 1: Download the Template for Operations Team

Each proje: pecial and unique import file format. Please download the template below and fill in each team member's information, then proceed to step 2.

( Download the Import Template.

Step 2: Upload the Import Template

Choose File o file selected

e A template spreadsheet will download

e Complete:

@)

@)

First Name

Last Name

Email

* Type (team_member - selected from the dropdown)
* Language (selected from the dropdown)

* If all Team Members are the same type and using the same
language, you can copy and paste from the first row for all
other Team Members

i import_team_members

©2021, Ei World Partners All rights reserved.
Ei World Limited, 1 Cornhill, London EC3V 3ND, England (UK)
T: +44(0)20-3507-0270, E: info@eiworld.org, W: eiworld.org

Page 19


mailto:info@eiworld.org

TEAM EI SURVEY PORTAL — USER GUIDE

Ei World
e Save the file to your computer - we recommend that you rename

this file with the Team Name and Date

e Upload this file to the survey system:

o Select ‘Choose File’ and select the spreadsheet you have
saved

o Click ‘Import’ to upload the participants into the survey
system

€ Back to All Projects # Log out

—

Team Survey

mport Team Members

Teams Operations Team Import Team Members

All Projects
& Step 1: Download the Template for Operations Team

22 Dashboard
Each project uses a special and unique import file format. Please download the template below and fill in each team member's information, then proceed to step 2

™ Survey Campaigns Download the Import Template.

i Teams

i All Employees
- mployee: Step 2: Upload the Import Template

& Email Templates
Choose File o file selected
4 Settings no file selected

e The participants from the spreadsheet are then uploaded into the
survey system
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5. Creating a Campaign

The Campaign section sets up the survey and specifies the Team
Nameand the time zone for the survey. The information specified here
defines the name used for the team in the Team Performance Essentials
Report, the new name for the Team Ei Survey Report.

e Access the Campaign section by either:

o Clicking on the Project Setup Check list (from the Dashboard);
or

o Clicking on the left-hand menu ‘Survey Campaigns’

3CL using Team Emotional Intelligence Survey

XYZ Project

Gompany name provided on

project settings Projects are a group of teams and campaigns. You'll need to add your teams, then you can create survey campaigns and invite team members to
L complete the questionnaire when you are ready to get started.

‘ s Survey Campaigns

Here's a list of things you c: he project setup Is complete.
& Al oyess Review '1. Survey Launch by Team Leader’

) Review '2. Survey Launch

= Email Templates

D Review '3. Survey Reminder’

¢ Settings Review ‘4. Final Reminder

) Review '5. Report to Taam (Adapt to send the Team Ei Survey Report to the Team prior to the Team Event)

€ Back to All Projects

e Create your Survey Campaign by clicking on the ‘+ New Campaign’
button

€ Back to All Projects ® Log out

Survey Campaigns
Team Survey
Team Survey Survey Campaigns

4 All Projects

28 Dashboard

‘ ™ Survey Campaigns
i Teams

Bulk action

i All Employees

= Email Templates

£ Settings
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e Complete the following fields:

o Name - this name will be displayed on the first page of the
report and must reflect the Team Name. This data will also
be pulled through to the emails sent to the participants

o Time zone - select the time zone for your project

e Click the ‘Create Campaign’ button

(‘ Name >

* Time zone

-

Create Campaign [IEReEUle

e On clicking ‘Create Campaign’ you will return to the team page:

Teams # eaitCampaion | © Ada Team || & impon+ H semai - | i Ropons -

Deadline Respondents

Bulk action

Here you will need to add all the teams that you would like to include in
the campaign (this may just be one, or if you are conducting multiple
surveys, you can select all teams(. To do so, click *"Add Team” and select
the team you would like to add or create a new team.

Create a Participant Assessment
o

Assessment Campaigns / Update guide / Add Team

* Teams

¥ -- select one -- ‘

Test Team
ERF
Create a new Team

Note: Picking a date in the past will lock out respondents from completing. Be careful

-l
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e Select the team members that you would like to add into the campaign
by clicking on the top check box if you wish to select all members (this
is the usual circumstance) and select the deadline date for the
survey to close. This data will be pulled through to the emails sent to
the participants.

Create a Participant Assessment

Assessment Campaigns / Update guide / Add Team

* Deadline
18/12/2017 &

Note: Picking a date in the past will lock out respondents from completing. Be careful

e On clicking ‘Submit’ you will see the list of respondents in the team for
the campaign.

e Access the Campaign section again by either:
o Clicking on the Project Setup Check list (from the Dashboard); or
o Clicking on the left-hand menu ‘Survey Campaigns’
Repeat the above steps until you have all of the teams required in

the campaign.

6. Launching A Survey

Once you have completed the above steps your survey is ready for
launch. There are two methods, depending on whether you have set up
automatically-triggered emails or manually sent emails.

a. Automatic Survey Launch Emails

We recommend that you set all reminder emails to automatically be sent
according to the deadline date (i.e. Email 2 (Survey Invitation) — 7 days
prior to deadline date / Email 3 (Reminder 1) — 3 days prior to deadline
date / Email 4 (Final Reminder) — 0 days prior to deadline date).

If you have chosen this method all emails will be sent
automatically by the system on the specified dates and no further
action is required to launch the survey.

b. Manual Survey Launch Emails
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If you have chosen to manually launch any of the emails, you will need to
enter the survey system on the date of your choice and manually send
the particular email that you wish to send to the team members on that
occasion.

If you have set all your templates to manual, you will need to repeat this
process each time you wish to send an email to the team.

The same process to send emails applies for all types of email and you
can send emails to all team members at once (for example, the invitation
or reminder email) or to individual participants. You will need to:

e Access your project by clicking on the ‘Survey Campaigns’ button on
the left-hand menu, and then clicking on the name of the campaign
that you want to send emails to

€ Back to All Projects =+ Log out

—

Team Survey

Survey Campaigns

Team Survey / Survey Campaigns

© New Campaign

RS

[~ Survey Campaigns

) Operations Team > Example Team O July 27, 2017 1 Respondents, 0% Complete ®Show & Edit
L pieas Greated July 09, 2017 # 17 days from now

& Al Employees

ar

= Email Templates Bulk action

€ Settings

i. Sending Emails to All Team Members at Once (Used for
Invitations)

o Either:
o Click *‘Email’ (top right); or
Lest Email Sent Completed  Team Is all set up ready to go. Now click on Email to send invitations AHE]

Dani Test rar s Surveymaton . sen | mena e

o
Edit 2
end Email GotLink s = Emel

Deadline Jun 23, 2017

Created Jun 05, 2017

Bulk action 4 [ Raw Scores ]
Reporting [

Toam Popon PoR) )

o Select all of the participants by selecting the tick box at the top
of the participant list, and then click ‘Bulk Action’, select ‘Send
Emails’ from the dropdown list and click ‘Go’
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Team Survey

Example Team Detalls

Teams / Operations TeamSurvey Campaigns / Example Team

€ Al Projects —
Last Email Sent  Completed ‘ # Edit ‘ % Emall ‘
22 Dashboard
Nor x
# Edit & Email 5 Respondents, 0% Completed
™ Survey Campaigns alig Send Email GetLink
& Teams None % SEdt  ZEmail
Send Email Get Link . el
Deadline Jul 27, 2017
i All Employees
None x # Edit = Email Created Jul 09, 2017
& Email Templates )
Reporting
e r None x -
 Settings Send Email GetLink Z/Edt || mEma
None ® SEdt  ZEmail
e Complete the Email Send Options Screen:
* Email type Email template Language
Survey Inwitation H EMAIL 2: Survey launch email $ English - UK
1. Select Type 2. Select Template 3. Select Language
Do not send if recipient has received smail types Only send if recipient has received smail types

Survey Reminder

“*4 Options around sending based on rules

-swect 5. Can edit Subject if desired

Respondent Name -  Survey Deadline  Team Name

{{team_name}} - Team Survey by {{survey_deadiine}}

* Body
= E BE E 2 E E % 3

B I & U = = 2 C
6. Edit final email text (not updating template here but editing for this

Respondent v

vear irespi@Mail.send)

Ti-

Following [Insert email sender’s name] email on [Insert date sent], below are instructions for completing the Team Emotional Intelligence Survey. Please complete the survey by
{{survey_deadline}}. It will take you about 20 minutes to complete the survey.

This survey is designed to assess the common behaviours, nerms and processes in your {{team_name}). Your responses to the questions in this survey will be anonymous. They wil
be combined with respanses from all members of your team and summarized into a survey repart.

Please click on the link below (or cut-and-paste the fink into your web browser) and complete the survey by the deadline, which is at the close of business on {{survey_deadline).
Once you begin the survey, it is important that you complete it because your responses will not be saved for later.

The link to the survey is:

7. Hit Se
e The emails will be placed in a queue, to be processed by our mail
servicer, as soon as you hit the ‘Send’ button. Note: Sometimes there
is a slight delay in the mail server as it can stagger the sending to
avoid emails being seen as spam, and it can take a minute or two for
email logs to show

e You can check the emails have been sent by:

o Accessing your project by clicking on the ‘Survey Campaigns’
button on the left-hand menu, and then clicking on the name of
the campaign
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€ Back to All Projects % Log out

Team Survey

Q A amrainne
unvey Lampagns

Team Survey Survey Campaigns

All Projects M e e o]
& © New Campaign |

22 Dashboard

s

~ L
. erations Team > Example Te; O July 27, 2017 1 Respondents, 0% Complete ®Show & Edit
i Teams Cre % 17 days from now

& Al Employees

= Email Templates Bulk action +

o Settings

o Viewing the ‘Last Email Sent’ information - for each Team
Member this will show the Name of the Email sent and the Date
it was sent

—

Team Survey

4 Back to All Projects ® Log out

Example Team Detalls

Teams Operations TeamSurvey Campaigns Example Team

€ All Projects
Last Email Sent Completed # Edt || & Email
a= Dashboard

Survey Invitation

Ali Example Team Member x 5 Respondents, 0% Completed
i 09 Jul 17 = Email # Edit & Email Y
™ Survey Campaigns all@envisialearning.com i Get Link
= Logs
i Teams Annie Example Team Survey Invitation x
Member < 09 Jul 17 * Email et Link # Edit & Email Deadline Jul 27, 2017
& All Employees annie@envisialearning.com gas
Created Jul 09, 2017
Sam Sample Survey Invitation >
& Email Templates Team Member 40 7+ ] Edit = Email .
il coun 3 5 TS S Gotlmg £ Edt SEma Reporting Team Report (PDF)
9 -
%5 Settings N |
urvey Invitation
x
Tty Test fuin Mamber 109 Jul 17 » Email #Edt  =Email
terry@envisialearning.com Get Link
Logs
1 Survey Invitation
x
Ruth GIbson Team Memoor —_0g 170 g FEdt X Emai
ruth@envisialearning.com Get Link

Logs

ii. Sending Emails to Individual Team Members (Used to send a
specific person their Invitation Email again and Reminders)

e Either:

o Tick the specific team member’s name and click the email
button on that row; or
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Last Email Sent

Team TWO Team Member None
team2&testing.com Send Email

Team Three Team Member None
team3@testing.com Send Email

Team FOUr Team Member MNone
team4&testing.com Send Email
Team SiX Team Member None
team6&@&testing.com Send Emall
Team One Team Member None
team1&testing.com Send Emall
Team Five Team Member None
team5@&testing.com Send Email
Bulk action 3| Go

Ei World

Completed

x
Get Link

x
Get Link

x
Get Link

x
Get Link

x
Get Link

x
Get Link

# Edit & Email

# Edit & Email

# Edit = Email

# Edit & Email

# Edit &= Email

o Tick a few team members at a time, and then click ‘Bulk Action’,

Team Survey
Teams / Operations TeamSurvey Campaigns / Example Team

€ Al Projects
Last Email Sent  Completed
22 Dashboard
Ali Example Team Member None x
™ Survey Campaigns ali@envisialearning.com Sond Email Get Link
Annie Example e
& Teams 0 e None x
Member ;
Send Emal Get Link
annie@envisialearning.com
i All Employees
Sam Sample Tean Member  None x
sam@envisialearning.com Send Emal Get Link
& Email Templates
Test Team Member None x
4 Settings o Send Emal Get Link
None x
Seond Email Get Link

# Edit

# Edit

# Edit

# Edit

# Edit

= Email

= Email

= Email

= Email

= Email

(7o [memat ]
Deadline Jul 27, 2017
Created Jul 09, 2017

Reporting Team Report (PDF)

e Check if you have the right person (or people) by checking the

name(s) of who the emails is going to

Send Email to Team Three

Campaigns / UK Test / Send Email

* Email type Email template

his email will be sent to the following raters/respondents:
Team Three

CC Email:

* Subject

Respondent Name ~  Survey Deadline  Team Name

Language
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e Complete the Email Send Options Screen:

* Email type Email template Language
Survey Invitation H EMAIL 2: Survey launch email H English - UK
1. Select Type 2. Select Template 3. Select Language
Bo not send if recipient has received email types Only send if recipient has received email types

Su tion Surv
Survey Reminder & 4 Bisy

““4: Options around sending based on rules

st 5. Can edit Subject if desired

Respondent Name -  Survey Deadline  Team Name

{{team_name}} - Team Survey by {{survey_deadline}}

M- B I & U = E & @ B8 &2 2 8 % ¥ = D€
responten 2o 2 it final email text (not updating template here but editing for this

vear respo@Mail.send)

Following [Insert email sender's name] email on [Insert date sent), below are instructions for completing the Team Emotional Intelligence Survey. Please complete the survey by
{{survey_deadline]}. It will take you about 20 minutes to complete the survey.

This survey is designed to assess the common behaviours, norms and processes In your {{team_name}}. Your responses to the questions in this survey will be anonymous. They wil
be combined with responses from all members of your team and summarized into a survey report

Please click on the link below (or cut-and-paste the fink into your web browser) and complete the survey by the deadline, which is at the close of business on {{survey_deadline}}.
Once you begin the survey, it is iImportant that you complete it because your responses will not be saved for later.

The link to the survey is:

7. Hit Send
e The emails will be placed in a queue, to be processed by our mail
servicer, as soon as you hit the ‘Send’ button. Note: Sometimes there
is a slight delay in the mail server as it can stagger the sending to
avoid emails being seen as spam, and it can take a minute or two for
email logs to show
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This concludes the guide to setting up and administering the Team
Emotional Intelligence Survey. If you have any questions that are not
answered in this guide, please contact info@eiworld.org
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How To....

Debrief - Booking
Reach out to Ei World (info@eiworld.org) to schedule your Team Ei
Survey debrief.

Emails — Check if they have been Sent
e You can check the emails sent by:

o Accessing your project by clicking on the ‘Survey Campaigns’
button on the left-hand menu, and then clicking on the name of
the campaign

€ Back to All Projects % Log out

—

Team Survey

o ~
e R T
>unvey Lampe 5

Laldlrs

Team Survey Survey Campaigns

© New Campaign

22 Pe-t

™ Survey Campaigns

: Operations Team > Example Team © July 27, 2017 1 Respondents, 0% Complete @®Show & Edit
s paaa Greated July 09, 2017 + 17 days from now

& Al Employees

= Email Templates Bulk action .

o Settings

o Viewing the ‘Last Email Sent’ information (Name of Email / Date
it was sent)

€ Back to All Projects ® Log out

Team Survey

Example Team Details

Teams / Operations TeamSurvey Campaigns Example Team

€ All Projects

# Edit || = Email ‘

22 Dashboard

Survey Mvitation

Ali Example Team Member - x 5 Respondents, 0% Completed
i 108 Jul 17 * Email Edit &% Email :
™ Survey Campaigns ali@envisialearning.com v AR Get Link 4N || mEm
g Logs

3 : i
& Teams Annie Example Team g %

Member Get Link # Edit || & Emall Deadline Jul 27, 2017
i All Employees annie@envisialearning.com

Created Jul 09, 2017

Survey Invitation

= Email Templates Sam Sample Team Member 7- 1 Edit = Email .
sam@envisialearning.com il Get Link e & Email Reporting Team Report (PDF)

Logs
% Settings 5 .
urvey Invitation
x
Torry Test fuim Vamber 09 Jul 17 * Email #Edit = Email
terry@envisialearning.com Get Link
Logs
Survey Invitation
i ]
Ruth Gt MO 4109 3y 17 - Emal FEGt = Email
ruth@ Get Link
Logs
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o Clicking on the Email Logs information for a particular team
member to see the email that was sent

Email Logs

Teams Sample Team Survey Campaigns Sample campaign Alex Example

Survey Invitation
o @ Saturday, 26 August 2017, 20:44

02 September 2017 Our Sample

S 02 September 2017
Our Sample Team
Development

From: Ruth Gibson
=ruth+eiworld@envisialearning.com:=

To: Alex
Example =alex@envisialearning.com=

Dear Colleagues,

(Qualified practitioner to insert infroductory
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Email 1 - Sending the Project Leader Email

Although there is a template within the survey system for the email from
the Project Leaders advising the team members of the upcoming survey,
we would recommend that the Project Leader sends this email out directly
rather than the email being sent via the online system.

If you decide to send this email from the online system, it can be sent to
the entire team or to a specific individual using the ‘Manual Survey
Launch Emails’ process outlined above.

Help

Reach out to Ei World (info@eiworld.org) for assistance with the Team Ei
Survey Portal.

Survey Campaign - Editing Team Name or Deadline Date
If you need to edit the details of a campaign:

e Access the Campaign page via the ‘Survey Campaigns’ link on the left-
hand menu

e Click the ‘Edit’ button
e Make the adjustments and then click the ‘Update Campaign’ button

€ Back to All Projects

Operations Team > Example Team O July 27,2017 1 Respondents, 0% Complete 4
Created July 09, 2017 2 17 days from e

’’’’’’

Stz

@ Active

©) Archived - hidden from group lists
‘ Update Campaign ) RN
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Survey Link - View for a Team Member
The ‘Get Link’ button can be used if you want to send a team member the
link to their survey directly rather than through an email from the system
e Click on the ‘Survey Campaigns’ button on the left-hand side menu
e Click on the ‘Get Link’ button for the team member - the URL will
display

e Copy and paste the URL into a new tab to check it is working as it
should, then paste this into an email and send it directly to the
team member

e CARE: Links are personalised to the specific team member and
should only be sent to the team member that the link relates to

€ Back to All Projects ® Log out

—

Team Survey

Example Team Details

Teams Operations TeamSurvey Campaigns Example Team

€ All Projects
Last Email Sent Completed

=2 Dashboard

Ali Example Team Memb: Suray invitation 5R: dents, 0% Completed
leam Member q » " espondents, omple

i 09 Jul 17 = Email # Edit & Email

¥+ Survey Campaigns ali@envisialearning.com L‘cgs @

e foane Annie Example Team Survey Invitation %
Member 1 09 Jul 17 » Email Bt thic #Edit = Email Deadline Jul 27, 2017
i All Employees annie@envisialearning.com Logs
Created Jul 09, 2017
Sam SampleT o Survey Invitation &
= Email Templates eam Member 08 Jul 17 > Emall # Edit = Email
sam@envisialearning.com I:ogs . el Get Link ! mal Reporting Team Report (PDF)
%, Settings
Survey Invitation
x
Torry Test Teim Member 409 Jul 17 * Email #Edit & Email
terry@envisialearning.com Get Link
Logs
. Survey Invitation
Ruth Glbson teamMemoer 100 ) 17.- g & # Edit & Email
ruth@envisialearning.com Get Link

Logs

You can manually send Ali Example the following URL to complete his or her
survey:

[ https:/Awww.elworldsurveys.net/questionnaire/1R4XapqWe_y TAwaQ8Sv0phz1CTk 1
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Team Member - Add After the Survey has Launched

¢ Click on your project.
Projects

Name Type ¢ Tool & Participants ¢

ABC Project Team survey Team Emotional Intelligence Survey 2
Company XYZ Team survey Team Emotional Intelligence Survey 0
Strikeout Test Team survey Team Emotional Intelligence Survey 1
Strikeout Test Two Team survey Team Emotional Intelligence Survey 0
XYZ Project Team survey Team Emotional Intelligence Survey 0

«

Bulk action

e C(Click ‘Teams’ in the left-hand menu

- i £

q & Teams Active Campaigns

22 Dashboard

[~ Survey Campaigns

i All Employees

& Emall Tomplatea Team > ign © September 02, 2017 BST 2 Respondents, 0% Complete
Created August 26, 2017 = 7 days from now

% Settings

€ Back to All Projects

e C(Click on the team

Sample Team 1 Campaign
2 Members 1 Active

@ Show ¢ Edit

Ei World

New Project v

@ Show ¢ Edit
@ Show ¢ Edit
@ Show ¢ Edit
@ Show ¢ Edit

@ Show ¢ Edit

Show Archived

@Show 4 Edt

e Click ‘"New Team Member’ or ‘Import Team Members’ depending on
whether you want to add the team members manually one by one,
or multiple team members by uploading a spreadsheet

Members

Alex Example Team Member
alex@enwisialearning.com

Tommy Test Team Member

tommy@envisialearning.com

‘ © New Team Member

2 Import Team Members

#Edt  Elogs

#Edt  ®Logs
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e Follow the instructions provided in 4. Create Teams to upload the
team members
e Once the additional team member(s) have been added, they will
need to be sent the survey invitation containing the survey links
manually:
o Click on the ‘Survey Campaigns’ button in the left-hand menu

o Identify the team member(s) who have not had an email sent
to them (Last Email Sent information = None)

Last Email Sent Completed

arm M Survey Invitation x
Alex Example Tearn Member rusy imitetion. ; #ENt  =mEmal 3 Respondents, 0% Completed
ax@anviaisleaming.com 7126 Aug 17 + Email Logs Get Link
Tommy Test Team Member Survey Invitation x FEdt  =Emall
fommyGenvisialearlig oo 7] 26 Aug 17 + Email Logs Get Link
Deadline Sep 02, 2017 BST
Team M Non x
Ruth Test Team Member e ean|| ey
th@envisialeaming.com Send Email Get Link Created Aug 26, 2017
Reporting Team Report (PDF) ]
Bulk action

e Click ‘Send Email’ on the row with their name

e Follow instructions in 6.b.ii. Sending Emails to Individual Team
Members
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Team Member - Allow to Amend Their Response

If a participant contacts you and asks to change their responses on the
questionnaire, or would like to look over their responses again, you can
re-open their link:

e Click on the ‘Survey Campaigns’ button on the left-hand side menu
e Click on the ‘Re-open’ button for the team member

Example Team Detalls

Teams / O ions TeamSurvey Ci igns Team

Team Survey

Sent

Survey 5 Respondents, 60% Completed

v

™ Survey Campaigns . e
A‘ll Examp!e Team Member |r:|ll|all:ﬂT 209,207 sRe- | -/REct || o Emal
ali@envisialearning.com %108 Jul open
Email Logs
i Survey Deadline Jul 27, 2017
Annie Example Team Mwitation v
Member ikt Jul09,2017 *Re-  # Edit &% Email e, Jul 09, 2017
isialearni open
annie@envisialearning.com i P
Reporting Team Report (PDF)
Survey
Sam Sample Team Member  Invitation i
'O Toam Monbsr i Jul09,2017 *Re-  #Edit % Emall
4 117+
sam@envisialearning.com % u open
Email Logs
Survey
sl ot
Terry Test Team Member Invitation : 2 Edit Erval
terry@envisialearning.com 09 Jul 17 + Get Link
Email Logs
Survey
i itati x
Ruth Gibson Team Member Ir!wtatlun et | Bema
nuth@envisialearning.com <109 ul 17 * Get Link
Email Logs

e A message will appear asking ‘Are you sure you want to re-open the
questionnaire for this rater?

e C(Click ‘OK’
e Re-send Email Invitation or Get the Link and send it to the team
member

Are you sure you want to re-open the questionnaire for
this rater?
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Team Name - Choose What to Call The Team
Include the word ‘Team’ at the end of your team name to ensure that this

appears in the report.

Team Performance Essentials Report - Generate
The report can be generated as many times as you want during the

survey:

e Click ‘Survey Campaigns’ from the left-hand menu

e Click on the name of the survey campaign you are working with

e Click “Team Report (PDF)” to generate the Team Performance

Essentials Report

Operations TeamSurvey Campaigns / Example Team

Ali Example Team Member

Annie Example Tean
Momber

i All Employees

= Email Templates Sam Sample Team Membsr

Terry Te?l Tes mber # Edit

Ruth Gibson Team Member

€ BacK 10 All Projects.

Deadiine Jul 27,2017

Created P09, 2017

‘Team Report (PDF)

Reporting

o If the project has more than one language, select the language
preference from the drop-down menu, prior to clicking ‘Generate
Report’. Repeat this step to download the report in all available

languages

e Detalls

ns | Sample TeamSurvey Campaigns | Sample / Team Report POF

Team Survey Report

Please select language:

€ Back to All Projects

+ English - UK
English - US

e Save the report by selecting ‘File’, ‘Save As’ on your computer
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Team Performance Essentials Report - Send to Team Members
e From the ‘Projects’ tab, click the project that you are working with

Clients Tools Usage Report Search Q = Log out

Projects New Project
Name % Type = Tool + Participants
Danni Team survey Team Emotional Intelligence Survey 2 @ Show ¢ Edit
Devify Team survey Team Emoational Intelligence Survey 8 @ Show ¢ Edit

ate Ianguage Team survey Team Emotional Intelligence Survey 2 @ Show ¢ Edit

Imported Test Data Team survey Team Emotional Intelligence Survey 39 ® Show ¢ Edit
Matt 2 Team survey Team Emotional Intelligence Survey 4 @ Show ¢ Edit
Test Team survey Team Emotional Intelligence Survey 2 @ Show ¢ Edit
Test Project Juley 2017 1 Team survey Team Emotional Intelligence Survey 3 @ Show ¢ Edit
UK English Test Team survey Team Emotional Inteligence Survey 2 ® Show & Edit

-

Bulk action

e Select the Campaign that you want to send the team members the
report

2 Dashboard Tearns
i 4

™ Survey Campaigns

& Teams

Active Campaigns

& All Employees

= Email Templates Sample Team > Sample Team © February 15, 2018 GMT T o ST s rea
gilad May 01, 2017 % 5 months from now

o Settings

€ Back to All Projects

Inactive Campaigns

Case 1 -- Site Leadership Team > Case 1 -- Site Leadership Team @ June 01,2017 BST 7 Respondents, 100% Complete @Show & Edit

Created May 01, 2017 € 4 months ago

Case 2 -- Executive Team > Case 2 -- Executive Team © June 01, 2017 BST 19 Respondents, 100% Complete | 2o
Created May 01, 2017 4 months ago —

Case 3 -- Management Team > Case 3 -- Management Team © June 01,2017 BST 13 paspondents, 100% Complete S R—
Created May 01, 2017 € 4 menths ago —_—

e Select all the team members that you want to receive the report, or
click the tick button at the top of the list of names to choose all
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e Click ‘Bulk Action’ and then click 'Distribute Reports Individually’
and ‘go’
Last Email Sent Completed
::3wr:lr:"‘:"c.:i:l::'.;c:?mmcmDcr I:L:\ndeEmawl May 01, 201‘?’- Re-open o Edlt & Emall

John Folwell Team Member None v

# Ed & Emall
danielle+1@envisialeamning.com Send Email May 01, 2017 - Re-open
r None v
Stephen Sharman Team Membe Y | p—
danielle+3@envisialearning.com Send Email May 01, 2017 - Re-open

None v
Helen Croft 1eam mMember # Ed = Email
danielle+4@envisialearning.com Send Email May 01, 2017 - Re-open
r None v
Jack Wooller team membe: # Ed =% Emall
danielle+5@envisialeamning.com Send Email My 01,2017 Re-open
i al None v
Simon Wood Team Member # Ed =% Emall

danielle+6@envisialeaning.com Send Email May 01, 2017 - Re-open

ir None v
Heather Moir Team Member FEdt = Emal
danielle+7@envisialearning.com Send Email May 01, 2017 - Re-open
1 None v
Carol Isherwood Team Member P el
danielle+8@envisialeaming.com Send Email May 01, 2017 - Re-open
i a None v
Phil Woodward Team Member FECt = Emal
danielle+9@envisialearning.com Send Email May 01, 2017 + Re-open

<L)

¥ Bulk action

Distribute Reports Individually
€  Archive
lete

e Complete the fields:
o Email type: ‘Report recipient - respondent report’

o Email template: ‘Report’

o Language - select from dropdown menu

o Check the list of respondents includes everyone you want to
send the report to

o BCC email (optional) - include the email of anyone who you also

want to receive the report
o Subject - Edit the subject line and include tags (respondent
name and team name) if you would like these to be included
o Body - Edit text for the email text if needed

e Click ‘Send Email’ and the reports will be sent to each team member
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* Email type
MBC Reciplent - Respondent Report Report > English - UK > 4

John Ackeriey
John Falwell
Stephen Sharman
Helen Croft

Jack Wooller
Simon Wood

Respondent Nam

Team Name

?
-
w
2]
=
n
i
fil
il
0]
i
I
]

&£
"

5

B ({respondent_full_name}},

Please find attached a copy of {{team_name}}'s report.

Send Emall

&
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Background to the Team Ei Survey Accreditation and Ei World
Survey Portal for Administration of Team Ei Surveys

The Team Ei Survey Accreditation and Ei World Survey Portal represents a
collaboration between Ei World and GEI Partners.

GEIl Partners is a partnership of researchers and consultants bringing our clients
tools and techniques proven to create high-performing teams. Our specialism is
assessing and developing Team Emotional Intelligence (GEI), a concept developed
and introduced by our partners. GEI Partners is working in collaboration with Ei
World to offer the Team Ei Survey Accreditation and Ei World Survey Portal.

Founded in 1999, Ei World is a recognized leader in the field, and one of the longest
established providers of Emotional Intelligence accreditations in the world. We have
used Emotional Intelligence tools in a variety of programs which support strategy
execution / change programs, leadership development, organizational
transformation, talent management, team effectiveness and executive coaching. We
have delivered work in 37 countries. We serve public and private sector
organizations with consultation, assessments and strategies that make a marked
difference to the success of their people. We deliver customized solutions flexibly to
suit our clients' requirements. We supply a full range of Emotional Intelligence
products, tools and programs. We work closely with renowned test publishers, expert
academics and licensed providers of proprietary technology.

As a recognized leader in the field of Emotional Intelligence, our strengths are:

e Emotional intelligence expertise in the design and development of
organizational programs.

e Applied research and evidence-based practice.

e Depth and quality of deliverables relating to research, training and coaching
interventions.

e Strong values expressed and lived.

¢ An international network of specialists, associates and clients wishing to
embark on leadership development based on emotional intelligence.

e Approved to deliver Team Ei accreditation by GEI Partners for in-house
programs and small group training programs.

We pride ourselves on implementing programs which have impact and add value to
our clients. Our projects produce long-term sustainable behavioral change and
learning and we have a track record of assisting clients.
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Ei World Partners Team:

Vanessa Druskat, Ph.D.

Co-Author - Concept of Team Emotional Intelligence,
survey, tools and training

Vanessa is a world expert on team emotional intelligence.
Together with Steven Wolff, she co-authored a Harvard
Business Review article on Team Emotional Intelligence,
which brought the topic of Team Emotional Intelligence to
wider attention. She is also the co-creator of the concept of
Team Emotional Intelligence and the co-author of the Team
Emotional Intelligence Survey.

Vanessa is Associate Professor of Organizational Behavior and Management at the
Peter T. Paul College of Business & Economics at the University of New Hampshire.
Prior to joining the faculty of the Whittemore School, she spent eight years on the
faculty of the Department of Organizational Behavior at Case Western Reserve
University.

Vanessa’s award-winning research examines how teams and leaders effectively
manage complex interpersonal and coordination challenges in cross-functional,
cross-cultural and self-managing work environments — which inevitably involves the
application of emotional intelligence.

Vanessa's research has appeared in prestigious journals, such as the Academy of
Management Journal, Harvard Business Review, Human Relations, the Journal of
Applied Psychology, Leadership Quarterly, Sloan Management Review, and Small
Group Research. She was the lead editor of the book Linking Emotional Intelligence
and Performance at Work (Lawrence Erlbaum, 2006).

Professor Druskat is an engaging speaker who conducts seminars around the world
on the topics of emotional intelligence and work team effectiveness for leaders and
teams in a wide variety of public and private organizations ranging from global
companies to local educational establishments. She is a member of the Ei
Consortium. Vanessa is based in Durham, New Hampshire, MA. She has
collaborated with Ei World since 2011.
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Steven B. Wolff, Ph.D.

Co-Author - Concept of Team Emotional
Intelligence, survey, tools and training

Dr Steven B. Wolff is a world expert on team emotional
intelligence. Together with Vanessa Druskat, he has
developed a theory of team emotional intelligence that
extends the theory of individual emotional intelligence to the
team level.

His research has demonstrated the important role that team
emotional intelligence plays in the effectiveness of high-performing teams.

He has also conducted research in the areas of team effectiveness; managing
performance in self-managed teams; team leadership; organizational leadership; C-
Suite competencies; peer feedback; organizational learning; and partnerships
between business and public schools. Steven also has extensive experience and
expertise in survey design and psychometric analysis.

He is principal at GE| Partners, a consulting firm that brings together leading
academics and practitioners to help organizations improve their bottom line through
breakthrough innovation and agility by creating engaged leaders and world-class
collaboration throughout the organization. Prior to GEI Partners, Steven worked at
HayGroup where he conducted research and analysis related to various aspects of
leadership and organizational effectiveness including emotional intelligence,
organizational climate, and leadership.

Steven brings a strongly integrative approach, combining practitioner, academic, and
technical experience. He has over ten years of experience teaching organizational
behavior, leadership, managing teams, and human resource courses and over 15
years’ experience in the high-tech industry as an engineer and manager.

Steven holds degrees in electrical engineering, an MBA and a DBA in organizational
behavior.

He is a member of the Ei Consortium and has been collaborating with Ei World since
2011.
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Geetu Bharwaney, D.Sc.

Geetu Bharwaney is Managing Director of Ei World and is
an experienced practitioner working globally in the
application of Emotional Intelligence and Emotional
Resilience, since 1999. She has 26 years’ experience of
behavior change, leadership development and talent
management. She was nominated for an award of Coach
of the Year by the European Coaching and Mentoring
Council (2015) and received a Doctorate in Science (DSc)
in 2016 for her unique contribution to the application of
Emotional Intelligence.

An experienced coach and program designer, Geetu has specialized in emotion-
based research, development and evaluation since 1999. She has built large-scale
programs based on emotion-based frameworks, tools and methodologies and has
proven measurable results from her work with a wide cross section of client groups.
This has covered a vast array of technical, non-technical, professional and executive
roles across multiple sectors in 37 different countries.

Geetu leads projects involving leadership development, executive coaching, team
collaboration and performance in a cross-cultural context. She is a trusted advisor to
many CEOs and senior leaders who want to transform the way they are operating
through the application of Emotional Resilience and Emotional Intelligence. She has
a keen interest in both individual and team aspects of emotional intelligence.

Geetu is Author of Emotional Resilience: Know How to be Agile, Adaptable and
Perform At Your Best (Pearson Education, 2015). She has published numerous
papers and chapters on emotional intelligence, including papers on Trait Emotional
Intelligence (for the EMCC, 2013) and EQ and the Bottom Line (2011).

She was awarded an Honorary Doctorate of Science (July 2016) from Aston
University (D.Sc. honoris causa), and her Masters degree in Psychology & Health
(February 2005) with Distinction at City University, London. She is a Fellow of the
Chartered Institute of Personnel & Development (CIPD) and a qualified trainer of the
HeartMath system.

One of her key passions is to equip in-house professionals to develop the skills and
capabilities of facilitating high performance through a focus on emotional intelligence
and emotional resilience in organizations.
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Next steps:

For any queries about the Team Ei Survey Portal, please email info@eiworld.org
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Ei World is a long-established provider of cutting-edge
Emotional Intelligence initiatives.

We help world-class organisations build competitive advantage,
through focused and timely investment in key individuals and
teams.

Established 1999. Global provider, experienced in providing
coaching and development interventions across 37 countries.

Ei World
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