Designing a Work Group

It is up to you to choose how to organize meetings and develop effective study strategies for your group.  Consider the questions listed and devise your own ways to organize and plan your work sessions.  Any suggestions are worth considering.  Think about what your needs are and what goals you hope to achieve and design your group accordingly.

Organizing your group

How many people will you have in your group? Three to five people is optimal; more than five is often too big.

How often will your work group meet--once a week, twice a week, more or less?

How long will you meet during each session?  About how much time will you allot for visiting, review, questions, summary of the session, planning for the next session?  

What will you try to accomplish in each session?

Where will your work group meet?  Choose a place that is convenient and comfortable for every member of your group. 

Will your group have a leader?  Who will that person be?  The same person each week?  A different person each session?  One person for one part of a session, another for another part of a session based on talents?  What should the leader be responsible for during a session?  What should the leader not be responsible for during a session?

Who will be the organizer for your group?  One person?  A different person each session? Who will watch the clock during a session, take notes, keep track of phone numbers, remind people of meeting times, keep track of your progress and goals?







How will you make changes in the organization of your group if needed?  When will you discuss ways to improve, change, or rearrange your work sessions or strategies.  How will you address complaints or conflict when it occurs in your group?

Working in your group

What will you do during a session?

How much will you try to cover during a session?

Who is good at what in your group?

What writing strategies do your currently have?   Do you need to learn or try more or different strategies?

Will you do the work in advance and bring your work to discuss with the group or will you work on producing something during the session?

Will every member be prepared for every meeting?  in what way?  

How will you determine how fast or slow to go with a piece of writing?  How will you decide when it is time to move on or time to review?

Sharing Writing in your Group
How often will you trade writing in your group?  How many times will you be willing to read and respond to others’ drafts?

How will you respond to each other’s writing?  In conversation during a meeting?  In writing on the writer’s draft?  In writing on a separate response sheet?

What kind of responses do you hope to receive from your group members?  What aspects of your writing do you want your group members to focus on?  Argument? Grammar? Sources? 

When do you want to meet to discuss writing?  Before you have written anything?  After you have a draft? Just before the paper is due?

Will every group member read everybody’s drafts or will you share writing with one group member at a time--for example, one week you trade drafts with one group member, the next week with another group member, etc.

What will you do during the meeting?  Read drafts aloud? Discuss suggestions for revision?  Discuss writing problems you are experiencing?  Explain comments you have written on another’s draft?  Suggest resources for further research?
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