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Group Work in Online Meetings — A Guide to Successful Digital

Collaboration

When meetingvirtually, such as by phone or video conference, itis especiallyimportantto
discuss how you would like to work together. Our needs are as diverse as we are! Mutual
understandingis a key determinantfor successful group work and is especially important
when things don't work out as planned and you need to find a solution together. When
you're aware of others' strengths and qualities, it's easierto assign roles and tasks and
provide everyone with an opportunity to do theirbest.

The followinglistis not exhaustive. We recommend using it as a basis to discussand
organize your digital group work. If you get stuck or are unable to solve a conflict, please
contact your lecturer, the course organizer, Course Guidance, or the Academic Advising

Service.

Preparation

e Set aside some time before your online meetingto prepare and make sure your
headset/headphones, microphone, and camera are working

e Choose a neutral background. This both provides you with some privacy and prevents
group members from beingdistracted by movementin the background.

o Adjustthe brightnessin the room so that your face isevenlylitand recognizable. This
is particularly useful for team members with a hearing impairmentas it allows them
to read your mouth and follow along.

e Onlyturn on your microphone whenspeaking. Try to ensure a quiet environment
without disruptive sounds (e.g. open window with birds singing, typingon the
computer, loud notifications) so that others can hear you clearly when speaking.

e |f you have a poor Internet connection, turn off your camera or jointhe meeting by
phone.

Getting started

e Atthe beginningask each participant about theirindividual needs, such as the need
for everyone to speak slowly or for certain visual aids (for instance, if a student witha
visual impairmentis participating, they may need an explanation about what a
picture or graphic isdepicting)

e Agreeon how participants should signal that they don't understand somethingor
would like to speak (such as raising their hand, writingin the chat)

e Agreeon how and what you would like to work on in your group/at each meeting

e Appointa group leaderfor each meetingwho is responsible forfacilitating the
meeting
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Also appoint someone to keep minutesand send them to the group afterwards

If necessary, assign someone to monitor the chat and make sure contributionsand
guestionsfrom the chat are includedinthe conversation.

During the meeting

If you are changing topics, thisshould be announced by whoeveris speakingor the
group leader.

Wait until it is your turn to speak to turn on your microphone

Let others finish speaking. Speaking over one another can make it difficultfor
participants with a hearingimpairmentto understand the conversation.

Speak slowly and clearly

Announce when the speaker changes ("I'm now handingit over to XY" or "It's XY
speakingagain")

Look into the camera when speaking so that others can see your mouth and face.
This is important for individuals with ahearing impairment who needto be able to
read lips to communicate.

If you are having difficulty understandingsomeone (due to a bad connection), have
the group leadersummarize what was said to ensure everyone understands. The
same applies when members have joined by phone (difficult for hearingimpaired
students as they are unable to then read lips). = Do this each time, regardless of
whetheryou feel what was said isrelevantor not.

Mute your microphone whenyou are finished speaking. Thisimprovesthe sound
quality for others and prevents possible distractions.

Try and make sure everyone hasthe opportunity to speakat leastonce
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