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1. Deconstruct the Problem
To start with, I broke the whole problem down into smaller parts so I could understand exactly what’s going wrong. This is called subdividing, and it’s a basic problem solving trick that makes big, messy issues much easier to handle [1]. The main problem here is simple: computing students have lots of different things going on – lectures, part‑time jobs, family stuff – so finding a time when everyone can meet is really hard. When they can’t meet properly, work gets done late, some people end up doing all the work, and grades suffer.
I used the moscow method to work out what we need to have, what we should have, and what’s not as important. This method was created by Clegg and Barker [2] and is really common in project planning because it helps separate actual needs from just nice ideas.
Moscow Breakdown
· Must have:
· A time when every core group member can make it – no one important missing
· No clashes with lectures, work shifts, or fixed appointments
· Meetings happen before each weekly deadline, so there’s time to finish work
· Enough time in each meeting to plan, check progress and sort out problems
· Should have:
· Times that fit most people’s usual routine (not too early or late if possible)
· Meetings spaced out so there’s time to do tasks in between
· A clear record of agreed times so no one gets confused or forgets
· Could have:
· Flexible slots for people who can swap things around a bit
· Option to join online or in person to give more choices
· Simple reminders sent out before each meeting
· Wont have (right now):
· Special software or paid tools – the solution has to work with basic stuff like shared documents or messages
· A perfect time that everyone loves every single time – that’s almost impossible!


Key Variables Involved

These are the things that change or affect the schedule:
· Fixed commitments: Lectures, seminars, work hours, caring duties – these are hard limits you can’t move [3]
· Available windows: Times people are definitely free, or might be able to make free if asked
· Meeting details: How long it needs to be (e.g. 45 mins), what it’s for, and how often
· Project timeline: Weekly deadlines and final hand‑in date – this sets the pace we have to work to
· Group size: More people = more chance of clashes, which makes everything harder – this is just how allocation problems work [4]
There are a few main things that change and matter when sorting out our meetings.
First, everyone’s schedule – this changes every week because of lectures, part-time jobs and other stuff. It’s important because we need to make sure no one key misses out and there are no clashes.
Next, when and how long we meet. This has to work so we get together before deadlines and have enough time to talk through what we need to do. It also helps if times aren’t too early or late.
Then deadlines themselves – these move around, so meetings have to fit before them otherwise we won’t have time to finish the work.
Also, how people want to attend – some prefer in person, others online, and being flexible helps. Lastly, what tools we use – we’re only using free, simple stuff so we don’t need anything fancy or paid.
· 
I also used abstract thinking here. Instead of thinking about just one group or one project, I thought about the general rules that apply to any group in this situation. I didn’t make it too complicated though, because I wanted something that’s actually easy to use, not just something that looks clever on paper.

2. Propose a Solution
I’ve designed a step‑by‑step process that follows a clear order, based on systems thinking. That just means I see scheduling as part of the whole project, not just a separate job and  every choice we make affects the next one [5]. The aim is to find the best possible time, stop clashes, and make sure we never miss a deadline. Below is the flowchart, then I’ll explain exactly how it works

Flowchart: Optimised Group Meeting Scheduling
[image: ]

The Flowchart Detailed Explanation 
Step 1: Work out what we need first
Before looking at any times, decide exactly what the meeting is for, how long it should last, and how often you need to meet. Also write down every weekly deadline so you know the latest you can meet. This comes from basic project planning – if you don’t know what you need or when things are due, you can’t pick the right time [6].
Assumption: The group has already been given the project schedule and deadlines by the tutor.
Step 2: Collect everyone’s availability
Ask every single person to list all the things they can’t move, and mark times they are definitely free or could be free. A simple shared spreadsheet or form works fine. This step is super important because if you don’t have the right info, you can’t make a good choice [4].
Key point: Chase people up if they don’t reply – missing or late info ruins everything.
Step 3: Find overlapping free slots
Put all the lists together and look for times where everyone is free. If there isn’t one, first ask if anyone can move something that’s not that important, or let people join online. If that still doesn’t work, pick the time that fits the most people, and agree that anyone who can’t come sends notes, updates or a representative. This way we still move forward, even if it’s not perfect.
Step 4: Match to deadlines
Even if everyone is free, it’s useless if it’s after work has to be handed in. I check here that meetings are always scheduled before the deadline, so there’s time to review work and fix problems [7]. This is the most important part for keeping the project on track.
Step 5: Check for hidden conflicts
People often forget to say things like other coursework deadlines or extra‑curricular stuff. This quick check stops us picking a time that looks good but actually causes problems later.
Step 6: Choose and confirm
Pick the best option – usually the one most people are happy with, at a sensible time, and well before the deadline. Send it to everyone to confirm, and save it somewhere everyone can see (like a group calendar or chat). This stops arguments or confusion later, which is one of the biggest causes of bad group work [8].
How this meets the requirements:
· Suitable times for all: Starts with 100% availability, only compromises when really necessary
· Minimises conflicts: Checks fixed commitments first, then looks for other possible clashes
· Meets deadlines: Every choice is checked against the project timeline, so meetings are never too late
· Fair workload: Because everyone is involved in planning, people are more likely to turn up and pull their weight [9]

3. Reflect and Justify
Problem‑Solving Techniques Used
I used a few main things to work this out:
1. Subdividing: Splitting the big problem into small steps made it way easier, instead of trying to fix everything at once. This is one of the best ways to handle anything complicated [1].
2. Moscow analysis: Helpedme see what really mattered, so I didn’t waste time on things that weren’t important. It’s a standard method, but it works really well here [2].
3. Abstract thinking: I thought about the general process, not just one example, so it works for any group. I kept it simple though – no fancy maths or models, because real students don’t have time for that.
4. Systems thinking I saw scheduling as part of the whole project, not just a little job. That meant I made sure meetings actually help us get work done, not just happen for the sake of it [5].
Why This Is the Right Approach
This works because it’s realistic and practical. A lot of books talk about perfect schedules, but in real life, students have busy lives and not much time [3]. My way finds a good time but is so simple anyone can use it – no training or expensive tools needed. It also gets everyone involved, and research says that when people help make the decision, they’re more likely to turn up and join in [9].
It also lets us fix things if they go wrong. If the first time doesn’t work, there are steps to change it, so we never get stuck. That’s better than plans that only work if everything goes exactly right.
Limitations and Assumptions
I have to be honest – it’s not perfect:
· Assumption 1: Everyone tells the truth and writes down all their commitments. If someone forgets or hides something, the plan breaks.
· Assumption 2: The group can talk nicely and agree on compromises. If people argue or don’t reply, even the best plan won’t work.
· Limitation 1: It’s harder with really big groups (more than 10 people), because finding a common time is almost impossible. For big groups you’d need extra rules like rotating who comes.
· Limitation 2: It doesn’t deal with sudden things like illness or last‑minute changes – you still need a backup plan.
· Limitation 3: It’s not mathematically perfect – it finds a good answer, not the absolute best one possible. But that’s okay, because being simple and fast is more important for student groups.
I didn’t make it too clever on purpose. A plan people will actually use is way better than a perfect one that’s too hard to follow.

4. Engage with Literature
I used proper ideas and theories to back up everything I’ve done here:
· Moscow Method: Created by Clegg and Barker [2], this is a standard way to sort requirements. The Association for Project Management says it’s great for working out what’s essential and what’s optional [10]. I used it exactly like that here.
· Allocation Optimisation: Hillier and Lieberman explain that matching people’s time to meeting needs is a type of allocation problem [4]. I didn’t use complicated maths, but my simpler version is still the right way to do it for small groups.
· Systems Thinking: Check land said problems aren’t just about rules – they involve people and how things connect together [5]. By linking scheduling to the whole project, I didn’t just fix a logistical problem, I helped the whole group work better.
· Project Planning: Lock and Covey both say you have to start with what you want to achieve and link every step to deadlines [6][7]. My process starts with defining the meeting purpose and checks against milestones, just like they recommend.
· Group Work: Felps et al. and West found that when people help make decisions, they come more often and work harder [8][9]. My method gets everyone to share their availability and agree, so it follows that research.
· Problem‑Solving: Duncan says breaking things down and thinking generally are the best ways to make hard things easy [1]. That’s exactly what I did with subdividing and abstract thinking.
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Ipo chart 


	input
	process
	output

	• Meeting purpose, length and how often we meet
• List of all project deadlines
• Everyone’s fixed commitments (lectures, work, etc.)
• Everyone’s free / possible times
• Rules: no paid tools, meet before deadlines
	1. Write down deadlines and what the meeting is for
2. Gather everyone’s availability
3. Look for times that fit everyone
4. If no match: ask to shift plans or offer online option
5. If still no luck: pick time that suits most, agree catch‑up rules
6. Check time is before deadlines
7. Double‑check for any clashes
8. Confirm and save the agreed time
	• Final agreed meeting time / slot
• Clear record of time, place / online link
• Schedule that fits deadlines and avoids clashes
• Simple plan everyone can follow
• Rules for anyone who can’t attend



MY Psuedocode
START

// INPUT
Note what the meeting is for, how long it will last and how often we need to meet
Write down all project deadlines
Get details of everyone’s fixed plans like lectures or work shifts
Ask everyone when they are free or available
Set the rules: only use free tools, and meetings must be held before any deadlines

// PROCESS
Make a clear note of the meeting goal and all key dates
Put together everyone’s available times
Look through the list to find a time that works for the whole group

IF no time fits everyone THEN
   Check if anyone can move their plans around
   Suggest having the meeting online as an option
END IF

IF we still can’t find a common time THEN
   Choose the time that suits the most people
   Agree how anyone who misses it can catch up later
END IF

Check the chosen time is before the first deadline
Double-check it doesn’t clash with anyone’s plans
Confirm all details and save them

// OUTPUT
Show the final agreed time and date
Give the location or online link
Show a schedule that fits around deadlines with no clashes
Share a simple plan everyone can follow
Explain what happens if someone can’t attend
END
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