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How good are you at the moment?
· Do you know the names and contact details of all your group members?

Yes: well done, but also make sure everyone can easily contact one another.
No:
 good communication is one of the key elements of successful teamwork.  Work hard 

to remember names and to make sure you keep in touch with all the other members of the group on a regular basis.

· Can you recognise your personal strengths and weaknesses when working as part of a team?

Yes: having taken part in groupwork before I know that I am more comfortable in some roles rather than others.
No:
 think about whether you are more of an ‘action’ person, a ‘people’ person or a ‘thinker’ and how these relate to different roles in a group.

· Can you explain how what you are doing will contribute to what the group has to do?

Yes: the group has thought about each member’s individual skills and has allocated tasks appropriately, e.g.  ‘I like to get things done, am extrovert and can be a bit bossy – therefore I am suited to leading the group’
No: make sure you are all clear about the overall aims before the task is divided up and jobs are allocated.  Do not be pushed into doing something that you feel you are not suited to but be aware that you may have to work out of your ‘comfort  zone’.  Be clear of your skills and the types of tasks that are suited to them. Make sure everyone is aware of the deadlines and try top stick to a plan.

· As a group, have you established ground rules to make clear how you will be working?

Yes: we worked on these at the start and reviewed them as the meetings progressed. They have certainly helped to keep the work going and to keep most members on board.
No: by sorting out a set of rules at the beginning, conflict and dissatisfaction can be largely avoided. These need to be explicit, rather than unspoken; agreed by the group as a whole (good for developing negotiating skills) and reviewed as necessary throughout the task. They can be referred to at any time but honesty, trust and awareness of expectations are required when they are being established.
Questions and answers:

· How can we get to be an effective team as soon as possible?
In order to work as a team it is important to consider some of the theories on how groups work. These suggest that there are three main aspects to consider; individual needs, building the team and achieving the task. The first is focused on recognising, valuing and developing an individual’s skills and abilities in relation to the team and the task. The second considers aspects such as appointing roles to the individual skills, ensuring good communication between members and developing team spirit within a set of group rules. The final aspect demands having clear aims, plans and timelines that allow for some flexibility and reflection.

· How do I become a team player?
Get to know yourself and your fellow team members. All groups go through the stages of ‘forming’ (orientation), ‘storming’ (dissatisfaction), ‘norming’ (cooperation) and ‘performing’ (productivity) every time they are set up. To help the development of each member as a team player, establish agreed ground rules during the ‘forming’ stage. These will help avoid the group totally falling apart during the inevitable conflicts in the ‘storming’ phase. (See the guide to groupwork from Southampton University – the link is at the end of this handout).

· Can you give me some examples of useful ground rules?
These can cover:

· How often you will meet and punctuality,

· Methods of communication, so that everyone is updated regularly of progress. 
Keep an up to date contact list with email and home addresses and phone numbers.

· How meetings will proceed so that everyone has a fair chance to be heard. Each individual has their own talent, skills and their particular take on life.

· How decisions will be made (such as a voting system). 
· What roles suit me?
Know what skills you have to offer; think about past experiences of working in groups and what you did well or felt went badly. Maybe you are good at keeping to deadlines and could assume the role of coordinator or time-keeper in meetings. Group work can help show whether you are a leader, an innovator, a ‘completer’, a reporter, or a diplomat.
· How can we get a better team spirit?
Take the time to get to know the other members of the team; do something sociable together. Consider the skills and interests of all the team members, although it does not necessarily mean that the roles they then take on are the only ones they will carry out for the whole of the project. In a small team, individuals might have to take on several roles that may change as the project evolves. In a larger team it might be necessary to share some of the tasks such as note-taker or speaker so that those who want to gain the experience they require. It is most important to remember that all team members are essential if the team is to be successful.  Use the strengths of all your individual team members and you are more likely to succeed.
· What are the best ways of making sure the work is completed on time?

Divide the work into smaller tasks that can be worked on by individuals or by sub-groups.  Think about equal workloads and individual skills when allocating jobs.  Plan your time carefully and make sure everyone is aware of any deadlines that you form and try to stick to them.  Use of some sort of chart, such as a Gantt chart, to help plan the project and track its progress may be useful, as long as it is reviewed regularly. 

Review your progress by holding regular meetings.  Are your original targets on track and realistic?  Do they need modification?  Make sure that some sort of record is made of these meetings and that decisions are noted and copied to all members. It is a good idea to assign someone to take minutes (notes of what was said and agreed) at each meeting, maybe on a rotation basis.  Discuss any problems that surface and try to resolve them sooner rather than later.
· Is it possible to avoid plagiarising from each other?
When it comes to the final presentation and/or writing of the project report, make sure that all team members are clear of how this will be done.  It is better for an individual to take on one specific writing task, as reports are rarely written well by a committee.  This does not mean that one person ends up doing all the writing; maybe different individuals could write each section or chapter, with overall editing done by one person to ensure that a consistent style is applied.  Try to agree how the work will be presented and who will do that.
Check whether your school has a policy on collusion for assessed work; all members should be able to identify their individual contributions.  Together you can discuss the task, pool knowledge, share resources and help each other out on difficult sections.  As individuals you should carry out your own research and have some clear personal interpretation of the assignment or the sub-task you are assigned.  You should also write up the work alone unless otherwise specified.

Six steps for successful group work:

















How to practise:

There are six steps for successful group work.  The flow chart above sets them out. 
Many of you will already have experienced the frustration that can arise when trying to work as a team.  There is an element of trusting others to do their part of the work to the standard that you expect.  This involves compromise, negotiation and some time to get used to working in this way.
Before you can embark on the first of these steps, you must first get to know your team members.  Make sure everyone knows at least each other’s name right at the start.  Try to find out what type of people you will be working with; what do they consider as their strengths and weaknesses?
Once you have done this you can continue to set some ground-rules under which you will operate.  It can be a good idea for all group members to sign a list of agreed rules and for all group members to have a copy.
The main points again:
· Aims: clearly define your project’s aims,

· Generation of ideas: try some non-judgmental brainstorming.

· Allocation of jobs: planning how your group will tackle the project.  Divide the project into a series of smaller tasks that can be worked on by individuals or sub – groups. 

· Plan your timetable: be realistic about how much other work you each have to do, but take care not to leave everything to the last minute.
· Review progress: hold regular group meetings to check how the project is progressing. Are your original targets on track and realistic?  Discuss any problems that surface and try to resolve them sooner rather than later.
· Agree outcomes: when it comes to the final presentation and/or writing of the project report, make sure that all team members are clear of how this will be done.
· Review successes / failures of the project: do not dwell too much on what went badly; try to concentrate on what you have learnt and how you can apply this knowledge to do better next time.
Want more?
Abertay guides:

Please see our other guides at http://www.abertay.ac.uk/studying/support/academic/guides 
Useful web links:

The Student Academic Support website study skills database, which can be found at http://www.abertay.ac.uk/studying/support/academic/, has a list of useful websites to help with working in groups.  Here is a selection:

· Birmingham University: a very short guide, aimed at computing science students, summarising the main aspects to consider when attempting group work. http://www.cs.bham.ac.uk/~rxb/HTML_text/hci/Intro-groupwork.html
· Harvard University: a series of pages giving advice and exercises on all aspects of teamwork. http://isites.harvard.edu/fs/html/icb.topic58474/wigintro.html 

· Southampton University: a very useful general guide to all aspects of group work that covers the main reasons of why this is such an important skill and how to successfully attempt it. There is a link to a comprehensive study guide, with many useful exercises from the importance of ground rules to avoiding the plagiarism of team member’s work. http://www.studyskills.soton.ac.uk/studytips/groupwork.htm
At Abertay:

· English as a foreign language: Amanda Olivier (a.olivier@abertay.ac.uk).

· Advice for disabled students (including dyslexia): Jonathan Staal (j.staal@abertay.ac.uk). 

Find us on level 2 of the Library.

(
Drop-ins and appointments available daily 10am-4pm, term-time and vacations. 
( / MSN  StudentAcademicSupport@abertay.ac.uk. 
( 
http://www.abertay.ac.uk/studying/support/academic/. 
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Working in groups





Why will this handout be helpful?


At some time on your course, or in another aspect of your life at university (club or committee), you will have to work as part of a team. Many of you will already have experienced the frustration that can arise when trying to work as a team. There is an element of trusting others to do their part of the work to the standard that you expect. This involves compromise, negotiation and some time to get used to working in this way. 





This handout should help you assess your present skills in relation to group work and will offer ideas to help you improve the performance of both yourself and the group as a whole.





This handout might be especially helpful if…


You are coming from School: and you are not used to being put into groups to work together over an extended period with little or no supervision and working on your own as well as in a group might be a new experience.


You are coming from College: and you are used to smaller class sizes where you were able to get to know everyone you were studying with, in which case being asked to work with students you do not know at all might be difficult at first.


You are new to higher education in the UK: and you are used to being directed more by your tutors, and working on your own and in a group to research a topic with much supervision might be new to you.


You are returning to education: and finding the confidence to recognise that your contribution is as valid as everyone else’s, regardless of whether other people in your group have come straight from other courses.





Introduction:


Successful participation in group activities is a highly desirable transferable skill; future employers will look favourably upon those who show such abilities. Group work will help you to develop the following: leadership, negotiation skills, motivating others, time-management and teamwork.





By participating in a team you will be made aware of your particular strengths and weaknesses which will be useful to know when applying for jobs; if you can show a future employer that, although you are not a born leader, you are very good at coming up with new ideas.











Find us on level 2 of the Library.


(	Drop-ins and appointments available daily 10am-4pm, term-time and vacations. 


( / MSN  � HYPERLINK "mailto:StudentAcademicSupport@abertay.ac.uk" ��StudentAcademicSupport@abertay.ac.uk�. 


( 	� HYPERLINK "http://www.abertay.ac.uk/studying/support/academic/" ��http://www.abertay.ac.uk/studying/support/academic/�. 














Agree your Goals





Leader


Note-taker


Timekeeper


Speaker


Team workers


(To take on specific tasks)





Allocate Jobs





Step 1:


Step 2:


Step 3:


Step 4:


Step 5:
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Plan your timetable





Review Progress





Agree Outcomes





Review Successes/Failures of project
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