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Organizing group work

In order to work effectively in your group your work must be well-organized:

STEP 1: You must allocate different tasks to different members of your group:

· a secretary: he/she takes the results of your work down.

· a speaker: he/she will present the results of your work to the other groups. Other members of your group might want to help with the presentation of the results. – Presenting the results does not mean that the speaker just reads what the secretary has written down. – You might want to use the blackboard, the OHP, a cassette-recorder etc. – When working with a foreign language it is useful if you give a list of words before presenting the results.

REMEMBER: The others must understand what you are talking about.

· a ‘controller’: he/she is a member of the group but he also controls the work of the others. He makes sure                                                                                     - that everybody is working on his/her task;                                                          - that nobody is busy doing something else;                                                             - that whatever is said has to do with the task;

- he/she has got a red card to show to those members of the group who do not obey these rules.

STEP 2: You must define clearly what task exactly you have to work on.

STEP 3: You must decide how to proceed in your work effectively

a) What should be done first?

b) What can only be worked on later in the process?

c) Do we need outside help (books, teacher, experts etc.)?

d) Can we work on different tasks in smaller groups?

e) How much time do we need?

f) How are we going to present our results?

· You must complete each group activity and individual report. 

· Play your role in the group. 

· You have the right to ask anyone else in your group for help. 

· You have the duty to assist anyone who asks for help. 

· Help other group members without doing their work for them. 

· Everybody helps. 

· Nobody must be laughed at.

· Everybody is part of the group.

· Everybody is responsible for the results of your work.
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