Working in groups

· Roles for group members

· Types of meetings

· Phases of meetings

· Immediate group tasks

Group organization:  suggested roles

· Group leader

· Set meeting times and topics

· Lead meetings:  keep on track, on time

· Arbitrate assignment of tasks

· Ensure follow-up of meeting decisions

· Keep an eye on deadlines, timings

Note that the leader is not a dictator!

· Recorder

· Take notes at all meetings

· Record action items, assigned tasks, etc.

· Distribute notes to attendees after meetings

· Meeting participants

· Read agenda and any distributed documents prior to meeting

· Be on time to meetings (!!)

General tips:

· Change roles during the course (perhaps for each deliverable)

· Remember that being the leader involves considerable overhead—factor that in when assigning tasks

· Maintain communication channels

Phone, cellphone, email, address

Types of meetings:

· Full group meetings, recommended twice a week

· Sub-group meetings, to accomplish specific tasks

· Weekly meeting with lecturer or tutor 

· Regular contact with client (email/phone/meeting)

· Bill Rogers’ first law of system development: you can never spend too much time with your client. Make contact regularly with your client.

· Sally Jo’s corollaries:

Know the personal interaction skills of your group: who is a ‘people person’? who is a ‘backroom person’?

Don’t overwhelm your client with too many mass meetings—most meetings should include just 2-3 members of your group (but everyone should attend the first client meeting).

Simple, weekly reports or just touching bases messages are best done by phone/email.

Meeting phases:

· Preparation

· Meeting session

· Followup

Meeting preparation:

· Meeting chair/leader selected

· Meeting must have a stated purpose

· Specify meeting start and end times, venue

· Agenda created by chair and distributed

· Ensure that agenda items are topics for which a specific decision or action can result

Conducting the meeting

· Group leader guides group through agenda items

· Stick to agenda and meeting purpose

· Recorder records discussion, action items, task assignment

· Begin meeting promptly on time

· Conclude meeting promptly at specified time

· If agenda is not covered, schedule another meeting

Meeting followup

· Finalize and distribute minutes quickly

· Include status of ongoing tasks

· Include decisions made, and why

· Include task assignments

Hand in a copy of all minutes to me, in the appropriate deliverable!

Task planning—for each deliverable, plan:

· What is to be done (specified in appropriate detail)

· Who is to do that item

· Estimate the task’s complexity/difficulty (for workload planning purposes)

· Specify a due date (leave time for other group members to cross-check work on that task)

Turn in plans to me, with each deliverable!

Task monitoring and control

· Specify tasks in detail

· Monitor tasks closely:

· Report on and assess progress at each meeting

· Record completion of tasks

· Take action to correct problems early

· Leave ‘slack time’ in schedules, so that problems can be fixed

Immediate tasks:

· Form into groups 

· Give your group a name

· Email me the name of the group, the FULL names of the members, and the members’ email addresses

· You may wish to set up group access to a shared workspace

· You may wish to set up a group mailing list

· Sign up for group meetings times with both the lecturers

· All email to the lecturer/tutor MUST have COMP315 and the group’s name in the subject line

