Design and Implementation of Problem-Based Cooperative Learning

Ground Rules & Guidelines for Student Teams (1)

Developing Team Ground Rules

Stein & Hurd (2000, pp. 51-53) suggest that teams develop charters that address the following ground rules about how the team functions (you may have a few others to include):

Attendance & Lateness

· How often should the team meet, in addition to the mandatory weekly meetings?

· When and how long should team meetings be?

· Under what conditions is it OK to miss a meeting?

· How do we inform each other if we are going to miss a meeting?

· How do we deal with lateness?

Norms

· What behaviors are appropriate in and outside of team meetings?

· How do we deal with inappropriate behavior?

· How do we deal with individuals who dominate, don’t participate, resist, are too noisy/quiet?

· How will we monitor our process and progress?

Participation & Information Sharing

· What do we mean by participation?
· How will/do we encourage participation?

· How are we going to share information?

Interruptions

· How do we deal with interruptions?

· What is allowed? Phone calls? Messages?

Decision Making

· How do we make decisions?

· What decisions must be agreed to by all?

· What does consensus mean?

Quality of Work

· What do we mean by quality?

· How do/will we encourage quality?

Other
· What are other issues that may have a positive or negative impact on our team that we need to address and establish group norms for?

Addressing Basic Team Issues

Recognizing that there are some basic issues that teams will need to revisit through out the course, Stein & Hurd (2000, pp. 53-54) encourage teams to also include the following issues in their charter.  These items can affect how the team gets along and functions.

Goal Issues:  
What is the team trying to accomplish?

Role Issues:  
What should each member be doing to help the team accomplish its goals?

Interpersonal Issues:  
How are we going to get along and what are we going to do when we’re not getting along?

Synergy Issues:
How can we best learn from each other?

Sanction Issues:
How will we handle situations when people are not following the team charter and/or not fulfilling their obligation to the team, including doing their portion of the research/assignments?

Team Learning Through Assessment & Feedback
Teams must be prepared to engage in multiple types of assessment:

Self-assessment

Team assessment

Facilitator assessment

Stein & Hurd (2000, pp. 63-69) provide some useful examples of assessment tools:

· Team Member Evaluation Forms

· Team Member Reaction Questions (process)

· Team Member Evaluation of Individual Contributions to Team Work

· Team Member Self-Analysis

· Team Meeting Report

Students and facilitators should be reminded their feedback will be more useful if it:
· Is specific, not general

· Describes behavior (non-judgemental)

· Avoids blaming individuals

· Timely

· Constructive

Guidelines for Student Teams
Stein & Hurd (2000, p. 39) encourage instructors to distribute a handout on guidelines to “give student teams some direction and basic information as they start their work”.  Below are some of the key points they note that teams should be made aware of when they are first assembled:
· Teams should meet at least weekly throughout the semester, though more frequent meetings may be required depending on specific team assignments.

· The weekly team meetings should be used to:

· Share results of individual team members work/research since the last meeting

· Review upcoming activities

· Check teams’ progress

· Team members need to take on specific roles, that should be rotated at subsequent meetings:

· Coordinator – schedules & manages the team meeting

· Time Keeper / Recorder – keeps team on task and on schedule, tracks/records team activity and decisions during the team meeting  (can be split between 2 people)

· Facilitator – some teams may be assigned a facilitator to give members feedback on process.  This person is not an official member of the team and does not provide substantive help on the team’s work.  This can be the course instructor, teaching assistants, or other such individuals.

· Team Meeting Structure / Activities

1. Preparing for the meeting

2. Conducting the meeting

3. Determining what happens between meetings

Preparing for the meeting

Coordinator makes sure everyone knows when/where to meet, reviews agenda and informs team of any necessary adjustments.

Team members confirm their attendance and do any required research/assignments.

Conducting the meeting
Coordinator starts the meeting on time, follows the agenda, provides an opportunity for everyone to participate & clarifies action items to be taken following the meeting.
Time/Record keeper makes sure the team stays within agreed upon time frame, informs team members of time elapsed and time remaining, prepares a summary of discussion, decisions made and areas of continued disagreement or uncertainty.

Team members arrive on time, actively participate, give and seek information, listen actively, give constructive feedback, are supportive of other members, assign coordinator and time keeper for the next meeting and create an agenda for the next meeting.

Between Meetings
Coordinator for the next team meeting reviews/revises the agenda, distributes revised agenda to team members with a reminder about the time and place of the next meeting.

Time/Record keeper from the previous meeting prepares a team meeting report and distributes it to all team members and the instructor.

Team Members meet all deadlines and conduct their research/assignments as agreed upon.
� The material for this handout is excerpted from:  Stein, Ruth Federman & Hurd, Sandra. 2000. Using Student Teams in the Classroom: A Faculty Guide. Bolton, MA: Anker Publishing, Co. (pp. 39-43, 51-54).





