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Group Discussions - Roles and responsibilities in discussions
Chairperson
· Start on time

· Apply the agreed rules of discussion

· Maintain the topic focus

· Maintain discussion momentum

· Encourage participants to participate

· Summarise the discussion

· Invite all participants to make a succinct concluding statement

Discussion lead person

· Focus the discussion on the topic

· Provide a brief overview of different opinions

· State your preferred position (in accordance with the literature, if appropriate)

Record
· Integrate relevant notes, summary and conclusions in pre-agreed shared resource

· Keep track of airtime
· Register team members for next discussion
All other group members

· Input into the discussion as appropriate

Points to note when contributing to the discussion
· When speaking reference your ideas to the literature

· Prepare your thoughts

· Be succinct

· Make eye contact

· Make only one point at a time

· Respond to the last speaker

· Respond to the group as well as the individual

· Introduce new ideas where they have not yet been discussed

· Contribute in accordance to agreed rules

Collaborative Projects - Roles and responsibilities in discussions
All group members

· Projects can be developed in pairs, small teams or work together with the whole group.

· Designate 1 person to be the Communications Leader. This role might rotate depending on project status.
· Distribute planning & implementation tasks so every member has an opportunity to be responsible for actions in both areas. 

· Own your designated tasks and report back to your group on progress.
· Decide responsibilities and dates within the available time.

· Keep track of your key actions and take notes on your reflections and learning – this will support your Final Assessment.
Communications Leader

· Liaise with Lecturer and Community Project to inform of plans and confirm agreements (e-mail will be the official channel)

· Copy all involved members.

