CEL 560: Groupwork Form


	Group Name
	Fun group name.

	Group Members & Roles
	List the Names of your group members and their roles.

Roles are helpful to build on the strengths of the team/group members. There are many models for teams and roles. One model includes:

leader - strength in organizing, may organize the Skype meeting, create an agenda, facilitate the conversation , etc. 

recorder - strength in typing and summarizing, takes notes about what is discussed, makes sure notes are added to group space, keeps on top of group's shared knowledge, etc. 

editor - strength in grammatical areas and how documents/presentations work, makes sure that group's product is grammatically correct, follows the guidelines, etc. 

connector - strength in networking people, ideas, etc., helps leader keep track of team, keeps track of time, submits assignments to the instructor, etc. 

You are not bound to this model. It's just an example.



	Participation
	Members must share information, resources, and their unique ideas and perspective.  Every member is responsible to participate in any weekly meetings or complete postings by a specific deadline for threaded discussions. 

How will you handle situations where a member is not participating?

	Communication
	What tools will your group be using to collaborate?  How often will you be getting together virtually? It’s a REALLY good idea to compare schedules and set up meeting times right away.

	Document Protocols
	How will you handle subject line descriptors?  File names? File revisions?  Email courtesies?

	Decisions
	How will the group make decisions?  Will the group be polled and differences explored? When is a high level of agreement needed and appropriate?  When should the group ask for instructor input or help?

	Conflicts
	How will the group handle differences of opinion and conflicts?


