
Group Tasks, Policies & Procedures 
 
Tasks 
Your group will have to complete a number of tasks as it completes its collaborative 
book/chapter. Use the following 6 steps to guide the group work: 
 
1. Designate a Coordinator, Recorder and Monitor for the project. The Coordinator 
keeps everyone on task and makes sure everyone is involved. The Recorder prepares 
the final solution to be turned in. The Monitor checks to make sure everyone 
understands the work to be done and double-checks it before the book is sent to the 
printer. 
 
2. Agree on a common meeting time and what each member should do before the 
meeting. 
 
3. Each member does the required individual preparation. 
 
4. The Coordinator checks with other team members before the meeting to remind 
them of when and where they will meet and what they are supposed to do. 
 
5. Meet and work.  
 
6. Agree upon what needs to be done by whom before the next meeting, determine 
the next meeting time, and repeat Steps 3-5 above as often as necessary. 
 
 
Policies 

1. Meetings will begin on time with all group members present. 
2. The agenda for each meeting will be clear before the meeting starts. 
3. Group members will come prepared to each meeting. 
4. Group members will treat each other respectfully at all times and listen to the 

opinions of others. 
5. Each meeting will end with a follow-up action plan for who needs to do what 

next. 
6. Group members will communicate with each other in a timely fashion. 

 
 
Problems? 
• Dealing with non-cooperative group members: 

a. The team should first try to resolve its issues in a group meeting.  
b. If the problem persists, the group should then meet with the instructor so  

that the problem can be resolved, if possible.  
c. If the problem continues, the cooperating group members may notify the  

uncooperative member in writing that he/she is in danger of being fired,  
sending a copy of the memo to the instructor.  

d. If there is no subsequent improvement, they should notify the individual in  
writing (copy to the instructor) that she/he is no longer with the team. The  
fired student should meet with the instructor to discuss options.  



 
If a group member refuses to cooperate on the project, her/his name should not 
be included on the completed work. 
 
Similarly, students who are consistently doing all the work for their team may 
issue a warning memo that they will quit unless they start getting cooperation, 
and a second memo quitting the team if the cooperation is not forthcoming. 
Students who get fired or quit must find another team willing to add them as a 
member. 

 


