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Productive Collaboration 

Unity is strength…when there is 
teamwork and collaboration, 
wonderful things can be achieved.  
    
  Mattie Stepanek, Poet 
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Copyright 
Copy this the right way. 
 
You have permission to post this, email this, print this and pass it along for free to 
anyone you like, as long as you make no changes or edits to its original contents or 
digital format. Please do pass it along and make many copies. We reserve 
the right to bind it and sell it as a real book.  

 
Disclaimer 
We care but you’re responsible. 
 
This whitepaper is general in nature and not meant to replace any specific advice. 
Please be sure to take specialist advice before taking on any of the ideas. Adapt 
Training Solutions, its employees and contractors disclaim all and any liability to any 
persons whatsoever in respect of anything done by any person in reliance, whether in 
whole or in part, on this e-book. 
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Dermot Crowley is the founder of Adapt Training Solutions, and is one of 
Australia's most recognised thought leaders on personal productivity. 
 
His combined passion for productivity and technology led him to start Adapt 
in 2002, with a clear focus on helping busy executives manage their time, 
priorities and email in today’s modern workplace. 
 
Since then Dermot has developed a practical, relevant methodology for 
working more productively in the modern workplace, using technology as an 
implementation platform. His productivity programs focus on the 
technologies participants already use, such as MS Outlook, Lotus Notes, 
smartphones and tablets.  

3 

About the author 

Dermot is a powerful speaker, trainer and coach.  
He splits his time between delivering keynotes at 
conferences, coaching senior clients and running 
training within his client organisations. Dermot 
works with some of Australia’s most successful 
businesses, helping them leverage the effectiveness 
of their people, as well as the power of their 
technology. 
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Our behaviours impact the productivity of others. Their behaviours also 
have an impact on our productivity. The people around us range from the 
disrupters, who dilute the productivity of all around them with their 
ineffective behaviours, to the enhancers, who lead and amplify 
productivity in the team. 
 

Which collaboration style are you? 
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Collaborator Types 
The ‘collaboration style’ 

ladder shows a 
significant difference 

between the output of 
disrupters and 

enhancers. Disrupters 
are negatively geared 

and enhancers are 
leveraged.  
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Productive Collaboration 
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Poor collaboration leads 
to unreasonable urgency, 

a lack of focus, 
unnecessary 

interruptions and re-
work. Productive 

collaboration leads to 
the whole team getting 
more done in less time. 

Our ability to work productively 
relies partly on the systems and 
habits we have built to manage our 
actions (meetings and tasks), our 
inputs (emails etc…) and our 
outcomes (goals and objectives). 
 
But no matter how good our 
personal productivity systems are, 
our effectiveness is always going to 
be dictated by how we collaborate 
with others, and how they 
collaborate with us. 

The three key levers we can influence to increase productive collaboration are 
how we communicate (email), how we meet (meetings) and how we interact 
(collaboration). By adjusting our behaviours in these three areas, and by 
setting an expectation with our colleagues about their behaviours, we can 
significantly reduce the friction caused by poor collaboration, and amplify the 
productivity of the whole team. 
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Collaboration Essentials 
There are three essential 
ingredients needed for 
productive collaboration to 
take place. We firstly need to 
get alignment so that everyone 
understands what we are trying 
to achieve. This helps us to 
prioritise and creates an insight 
into the needs and priorities of 
our colleagues. 
 
We also need agreement about 
how we are going to work 

together – a shared understanding of accepted collaboration behaviours. Lastly 
we need to have an awareness of our own behaviours and how they impact on 
the productivity of others. 
 
If we can get these three ingredients right, we can then collaborate with 
respect, judgement and understanding. Our own productivity will increase as 
we amplify the productivity of others. 
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Used in the right way, 
email can enhance 

productivity rather than 
drag it down. Email 

itself is not to blame for 
poor productivity. We, 
the user, must accept 

the blame. 

Productive Email 

Email is the communication tool of our age, giving us the ability to 
communicate with anyone, anywhere, anytime for a negligible cost.  
 
Unfortunately, as the volume of email has increased in some cases to hundreds 
per day, it has also helped to dilute the productivity of individuals and teams as 
we become slaves to our inboxes, distracted from the important work that gets 
results. 
 
If we can get some agreed consensus about how, when and why we use email, 
we can reclaim some precious time back into our day, and once again make 
email a tool that enhances productivity, rather than dilutes it. 
 
The following guidelines should not only serve as personal practices that you 
can embrace, but also as discussion items for your team so that you are all 
using email in a similar, productive way. 
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Productive Email Guidelines 
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1. Send emails on a strictly need-to-know basis 
Think about who really needs to know when you send an email. Limit your use of CC and BCC, and 
definitely keep Reply All for special occasions. 
 

2. Write with brevity - even if it takes you more time 
Respect the recipients time by writing brief but well-structured emails. The reader should be able 
to get to the point within a few lines. This will help your email get actioned more quickly as well. 
 

3. Consider other options besides email 
Think about whether email is the best tool for the job. Would a phone call or conversation be 
more appropriate? Would a posting on the intranet save everyone time? 
 

4. Don’t be lazy with the subject line 
The subject line of an email is like a newspaper headline. The purpose of the headline is to grab 
the readers attention. Ensure your headline is relevant and to the point. 
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5. Highlight the actions 
If your email requires action, lift the actions out of the body and list them clearly in the first 
paragraph, ideally with ‘by whom’ and ‘by when’ also listed. 
 

6. Make decisions easy 
When you need a decision, especially from a busy manager, make it easy for them. Write the 
email so they just need to respond with Yes/No, or give them an A, B or C choice. 
 

7. Put them in the ‘To’ field if there is an action 
Many people manage their CC emails using a CC-divert rule. Help them to spot any actions 
required by placing them in the To field. 
 

8. Take the time to create a structure 
Reading a dense wall of writing with no spaces, paragraphs, bullet points or section titles turns 
most readers off quickly. If an email is worth writing, it is worth writing with clarity. 

Productive Email Guidelines 
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Productive Meetings 

Meeting are how we get 
work done with others. 
Too many meetings can 

kill our productivity 
though, and 

unproductive meetings 
are an unforgivable 

waste of our precious 
time. 

When organised in the right way and for the right reasons, meetings are a 
wonderfully effective way to get certain work done. We come together to 
collaborate and create outcomes beyond the individual. 
 
Unfortunately, our experience of meetings is often not quite so inspiring! Too 
many meetings. Meetings with no focus or boundaries. Meetings that start late 
and run late. Meetings with no agenda and meetings that generate no real 
actions. 
 
When we come together, we need to amplify our productivity, not dilute it. 
When  five people meet, we need to get 500% productivity at a minimum, not 
250%. This requires the meeting organiser and the participants to play an 
active role in ensuring the productivity of the time spent together.  
 
The following productive meeting guidelines should become standard for you 
and your team. They should shape how meetings are run in your team, division 
or organisation. Accept nothing less, as it is often your time being wasted. 
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1. Respect the total meeting time 
Keep in mind that ten people at a one-hour meetings is ten hours of total time. Don’t fritter this 
away - we are all too busy for that. Make sure meetings amplify rather than dilute productivity. 
 

2. Consider the alternatives 
A meeting is a time-heavy resource. Are there more efficient alternatives that will achieve the 
desired result? Consider a 1:1 conversation, phone call or well written email. 
 

3. Aim for fewer, better quality meetings 
Most of us have too many meetings in our week, and are desperate for more desk time. Try to 
have fewer, and ideally shorter meetings. Plan them well so they are more productive. 

 
4. Get clear about the purpose 
When organising a meeting, put some thought into the purpose of the meeting. What do you 
need to achieve? Communicate this clearly before the meeting, and again at the start. 

Productive Meeting Guidelines 
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Productive Meeting Guidelines 

5. Invite the right people (and no more) 
The purpose of the meeting, and the agenda, should dictate who needs to attend. Try to invite the 
absolute minimum to achieve the outcomes. 
 

6. Set the meeting priorities with an agenda 
A meeting needs focus.  Distribute an agenda before the meeting to help participants prepare for 
the meeting, and prioritise the running order from most important to least important. 
 

7. Hold participants to their promises 
When we commit to a meeting action, we are making a promise. Hold everyone accountable to 
their promises by capturing actions against each agenda item. 
 

8. Punctuality is not optional 
Meetings should start on time, finish on time, and each agenda item should be managed for time. 
Turning up late should not be tolerated and should be seen as disrespectful. 
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Respect sits at the heart 
of productive 

collaboration.  We need 
to respect other 

peoples time, and we 
need to also respect our 

own time. 

Productive Collaboration 

Whether you are collaborating on a project, or collaborating on a day-to-day 
basis with your colleagues, there is a big risk that they will drag your 
productivity down or you will drag theirs down. 
 
Unnecessary interruptions, unreasonable urgency, unclear expectations. These 
all contribute to a death by a thousand cuts for your productivity. Despite your 
best plans and efforts you struggle to work proactively on the important work 
as you battle with the distractions of the modern workplace. 
 
Just like email and meetings, productive collaboration requires an agreed set 
of protocols to work. If we agree on common-sense working protocols within 
our team, increase our awareness of how our behaviours effect others and 
genuinely strive to amplify productivity for others, we will see an increase in 
our own productivity.   
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1. Respect your colleagues time 
We are all busy, and we have a pile of things on our plate. Constant interruption causes work 
fragmentation. Think about others before you interrupt – is it really necessary? 
 

2. Signal your interruption mode 
Help your colleagues know if you are open to interruption or not. Let them know if you are in 
‘Lockdown’, ‘Focus’ or ‘Open’ mode. 
 

3. Set clear expectations 
Set an expectation about when you might be able to meet a work request. Take the sting out of 
urgency by managing others expectations well. Use the SSSH process. 
 

4. Delegate early 
If you need to delegate work, or request information from someone, do it early and help them to 
schedule your work in a timely way. 

Collaboration Guidelines 
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5. Create alignment on projects 
Get everyone on the same page with new projects. Ensure everyone understands what you are 
trying to achieve, and try to understand if there likely to be any conflicts with their other work. 
 

6. Be aware of your effect on other people’s productivity 
Other people’s behaviours impact your productivity, and your behaviours impact others. Increase 
your awareness and try to behave in a way that amplifies productivity. 
 

7. Agree on team working protocols 
Take the time as a team to discuss how you will work together for maximum productivity. Clearly 
defined work processes increase effective collaboration. 
 

8. Reduce the urgency 
Some urgency is real and unavoidable. Most urgency is false and unreasonable. Try to work in a 
way that does not cause unreasonable urgency for yourself or others. 

Productive Collaboration 
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Next Steps 
So, how do you increase your productivity by helping others increase 
theirs? Collaborate of course! These protocols require everyone to 
see the value and get behind a way of working that can benefit all. 
 
Distribute this whitepaper to your team and beyond. Talk about it at 
your next meeting. Post the guidelines up on the wall. Lead by 
example and ask others to follow…no - expect others to follow. 
 
Our productivity depends on it. 
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What are you going to 
do differently? 
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Adapt Training Solutions 
Adapt Training Solutions is dedicated to 
helping modern workers harness technology 
to boost productivity. We work with every 
level of business, from your most senior 
executives to your newest team members, to 
create a culture of productivity and sustained 
improvement.  
 
Helping the individual to improve their 
productivity in isolation can only have limited 
benefit if those around them aren’t also 
working smarter, so we offer solutions 
ranging from organisation-wide education 
through to individual training and support. 
 
Go to our website or call us for more 
information on our innovative productivity 
training and coaching solutions. 
 
Web: www.adapttraining.com.au 
Phone: (02) 9797 9792 
  

 
 

http://www.adapttraining.com.au/

