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[bookmark: _Toc234516498]Introduction
In education, having a well-organised group meeting is crucial to the completion of a successful project and working in a team. Although students usually have a problem about arranging meetings due to their different class schedules, part-time work and personal affairs. These time conflicts may lead to unmet deadlines, inequitable workload, lack of communication and late group projects (Jaiswal et al., 2025). Thus, there is a need for a formal process to facilitate better meeting coordination and for all members to be able to effectively participate in meetings. This report is a discussion of the scheduling problem in that it defines the requirements, constraints and key variables of the problem before suggesting a logical solution to be supported by a flowchart. Lastly, an examination of the proposed approach's suitability and its limitations are carried out.

[bookmark: _Toc234516499]Problem Deconstruction
The scheduling problem can be broken down into a number of related subproblems. The principal users are the college computing student who is working on a project in groups. Participation of members is subject to change as they have to attend lectures, work part-time, travel for work, and have personal obligations. This makes it challenging to schedule a meeting time for everyone to attend. Second, the task doesn't just include arranging a meeting, but also making sure the meeting will take place regularly, and before weekly project deadlines. Thus, the time availability and deadline management is an integral component of the problem.
One of the other parts is distribution of workload. When some classes miss and/or delay the meetings they may do more work than others and there may be less group performance and unfairness. One of the challenges is communication, which might not be updated in time, which might cause confusion and reschedules (Muskan Sharma Kuinkel et al., 2024). There are also a number of constraints in the problem including fixed college timetables, limited available free time, deadlines and group agreement.
If you can divide the problem into smaller components, it will be easier to come up with a logical answer. The process should gather availability, analyze for common time, identify availability conflicts, prioritize meetings that are on the deadline and confirm the availability of the meeting. This helps to address the assessment requirement to analyse the problem and identify requirements, constraints and variables.

[bookmark: _Toc234516500]Requirements and Constraints
In order to effectively solve the scheduling problem, it is important to identify the functional and non-functional requirements along with the constraints which affect the scheduling process. Functional requirements are a description of what the scheduling solution is supposed to do. The system should gather information on the availability of all group members, look for overlapping free time, recognize conflicts, prioritize meetings ahead of weekly deadlines and validate the selected meeting time with the rest of the group (Sun et al., 2024). It should also promote equal opportunity for participation by providing an opportunity for each member to attend meetings where possible.
Non-functional requirements have to do with the quality of the solution. The scheduling process should be easy to use, reliable and simple to use and students should not need any advanced technical knowledge to use the process. The answer must also be adaptable to changes in availability, and yield a consistent schedule.
There are a number of restrictions on the usefulness of the scheduling process. Students have lectures that they don't move around from day to day, jobs that they can only work during certain hours, personal obligations that they need to attend and other times when they are not available. Deadlines for projects at the end of every week will result in less time for project meetings and unexpected changes can lead to reorganisation of project meetings. Also, it is not always possible to have all members present at the same time and thus the most appropriate compromise must be found (Asiri et al., 2023). Identifying these requirements and constraints is a solid basis for building a viable and effective scheduling solution that takes into account the availability of service providers, fairness, and meeting the project deadline.

[bookmark: _Toc234517335]Table 1: Requirements and Constraints
	Type
	Requirement / Constraint
	Explanation

	Functional requirement
	Collect availability
	Each group member must provide available time slots for the week.

	Functional requirement
	Identify common meeting time
	The solution must compare schedules and find shared free time.

	Functional requirement
	Check deadline suitability
	Meetings must be scheduled before weekly project deadlines.

	Functional requirement
	Confirm attendance
	Members should confirm whether they can attend the selected meeting.

	Non-functional requirement
	Simplicity
	The process should be easy for students to understand and use.

	Non-functional requirement
	Reliability
	The selected meeting time should reduce clashes and confusion.

	Constraint
	Fixed timetables
	Lecture times cannot usually be changed.

	Constraint
	Part-time jobs
	Work shifts may limit student availability.

	Constraint
	Personal commitments
	Family, travel, and personal duties may restrict meeting times.

	Constraint
	Limited common availability
	It may not always be possible for all members to meet together.



[bookmark: _Toc234516501]MoSCoW Prioritisation
In this section, you can talk about MoSCoW Prioritisation, and how it is helpful to distinguish between essential scheduling requirements and less important features. Discuss it in your own words (in this structure):
Start with:
Requirements are prioritised using MoSCoW prioritisation scheme into Must have, Should have, Could have and Won't have categories. This increases the chances of the scheduling solution addressing first the most important needs.
Then explain:
The Must have requirements are: gathering all members' availability, determining the meeting time before the weekly time limit, and not getting too many time clashes (Gibson et al., 2023). If these are not included, then they wouldn't solve the primary problem.
The Should have requirements are: Fair attendance, Remind students and Give students the opportunity to update their availability. They help increase the reliability, but are not as essential as locating a meeting time.
Online Meeting options, Colour coded Schedules and automatic Notifications are the Could have requirements.
The Won’t have requirements are more complex AI-based scheduling, or paid software – the solution should be simple for Level 4 students.

[bookmark: _Toc234517336]Table 2: MoSCoW Analysis
	Category
	Requirement
	Justification

	Must have
	Collect all members’ availability
	Without this, meeting times cannot be compared.

	Must have
	Find a meeting before the weekly deadline
	This directly supports timely project completion.

	Must have
	Avoid major timetable clashes
	This reduces missed meetings and scheduling problems.

	Should have
	Send meeting reminders
	Reminders reduce forgetfulness and improve attendance.

	Should have
	Allow availability updates
	This helps manage timetable or work changes.

	Should have
	Support fair participation
	This reduces uneven workload among members.

	Could have
	Online meeting option
	Useful when students cannot meet physically.

	Could have
	Colour-coded schedule
	Helps students quickly identify free and busy slots.

	Could have
	Automatic notifications
	Improves convenience but is not essential.

	Won’t have
	Paid scheduling software
	The solution should remain simple and accessible.

	Won’t have
	Complex AI scheduling
	This is unnecessary for the assessment scenario.



[bookmark: _Toc234516502]Key Variables
There are a number of factors that will impact the viability of the suggested scheduling solution. The most important variable however is the availability of the group members as it affects whether or not a common time for a meeting can be found. The number of acceptable meeting dates is determined by the duration of the meeting and the weekly project deadlines are the latest possible meeting dates. The more people are in a group, the more complex the scheduling becomes as there is less opportunity for a group to find a time on which everyone is available (Donelan and Kear, 2023). Other factors that are important are the priority of project tasks, conflicts for time and commitments. Recognizing these factors helps to make logical decisions and helps in reducing the inefficiencies and unfairness in the scheduling process.

[bookmark: _Toc234517337]Table 3: Key Variables
	Variable
	Meaning
	Effect on Scheduling

	Student availability
	Free time provided by each member
	Determines possible meeting slots.

	Meeting duration
	Length of the planned meeting
	Longer meetings reduce available options.

	Weekly deadline
	Latest date before project work is due
	Meeting must happen before this point.

	Number of group members
	Total students in the project group
	More members increase scheduling complexity.

	Timetable conflicts
	Clashes with lectures, work, or personal duties
	Reduces suitable meeting options.

	Task priority
	Importance of work to be discussed
	Urgent tasks may require earlier meetings.

	Communication response time
	How quickly students reply
	Slow replies can delay scheduling.



[bookmark: _Toc234516503]Proposed Scheduling Solution
The suggested approach is a process of scheduling that is structured, and involves evaluating group members' availabilities and determining the best time to meet before the project due date each week (Schexnayder et al., 2023). First, every student provides an indication of their availability in the week in terms of the lecture free periods, the work free periods and possibly online meeting times. This information is then put together in a common timetable.
Then, the available time slots are compared to find out time periods when all members are available. If more than one time is available, the first available time that works will be used, giving more time to tasks to be completed prior to the time limit. In case there is no shared slot, the process identifies the slot that has the least conflict and gets any non-existent members to participate by posting notes online, or recording or agreeing on a task to be completed.
The solution also comprises of confirmation and task allocation. After a meeting time has been agreed upon, everyone agrees to be there and the project tasks are assigned fairly among all (Kerzner, 2017). A reminder is then sent before the meeting to minimise the risk of people missing the meeting. This allows the timetable to be as conflict-free as possible, helps to balance workloads and ensures that meeting times are not so late that it will hinder the group from achieving a weekly project task in an efficient manner.

[bookmark: _Toc234516504]Flowchart and Explanation
The strategy for finding the best time to meet for a student project team is shown in the flowchart. The first step is to gather all group members' availability and input it into a group schedule. The system then checks to see if there is a common time period for the available time slots to see if there is a meeting time that can be identified. In the event of an appropriate slot being determined prior to the weekly project deadline, then it is chosen and agreed upon with all members. Tasks are then assigned in the project, reminders are given and the meeting is held.
If there is no common time then it will check for the time slot that has the least conflicts in the timetable. When required, alternative arrangements (including online participation or updates on task in an asynchronous manner) are made to ensure progress (Varkey et al., 2022). This rational approach minimises the scheduling of activities which may cause conflict, enables the fair participation of all members of the group and promotes effective communication and collaboration between project partners to ensure that project activities are completed in time.
[image: C:\Users\sarik\OneDrive\Desktop\Cognus\2026\July\09\D08617\flowchart.png]
[bookmark: _Toc234517363]Figure 1: Flowchart
[bookmark: _Toc234516505]Reflection and Justification
The solution is suitable as it employs problem solving skills which are structured in order to deal with a real-life scheduling problem. The problem was then decomposed into smaller problems (student availability, clash in timetables, deadlines, allocation of communication and workloads). This enabled the problem to be better understood and the primary reasons for not attending meetings to be determined.
Abstract thinking was also used because the solution does not emphasize the personal aspect of the individual students, but on the general aspect of the scheduling process. This enables that same approach to be applied by other groups at various times. MoSCoW prioritisation was helpful as it distinguished between Must and Should needs and the optional ones (Kravchenko, Bogdanova and Shevgunov, 2022). Instead, a trade show location search is more crucial than the advanced scheduling software.
This is the correct solution as it is logical – first, gather availability, then, compare time slots, then, check for conflicts, then, confirm the meeting and assign tasks. This promotes equitability, aids in minimizing confusion and allows for timely completion of the work undertaken by the group. The method, however, is dependent upon the availability and timeliness of the students. It may also not find a compatible time for the meeting if everyone has a conflicting time schedule. As a result, online participation and the ability to have items updated asynchronously (in the background) are also available as practical alternatives.

[bookmark: _Toc234516506]Limitations and Assumptions
The proposed scheduling solution makes the assumption that the availability of all the group members is correct and up-to-date prior to the scheduling process. It also assumes that students keep an eye on the notification of meetings and are able to cooperate in choosing a suitable time for the meeting. But, there are a few constraints to the solution. Meetings may have to be rescheduled due to any unexpected events including sickness, emergency work commitments and changes to the timetable (Kreamer and Rogelberg, 2024). Sometimes, it may be impossible to find a time that is appropriate for all of the members. Also, it relies upon the ability to communicate and connect to the Internet to participate online. The structured approach may not produce efficiencies in scheduling, due to these limitations.

[bookmark: _Toc234517338]Table 4: Limitations and Assumptions
	Area
	Limitation / Assumption
	Impact

	Assumption
	Students provide accurate availability
	Incorrect information may create clashes.

	Assumption
	Members check notifications
	Missed messages may reduce attendance.

	Limitation
	No perfect slot may exist
	Alternative online or asynchronous work may be needed.

	Limitation
	Last-minute changes can occur
	Meetings may need to be rescheduled.

	Limitation
	Internet access may vary
	Online participation may not work for everyone.



[bookmark: _Toc234516507]Conclusion
A key aspect of effective collaboration is how to schedule group meetings.If you want to collaborate, distribute the work among the group members equally, and complete the project on time, you need to find a way to schedule your group meeting. In this report, the scheduling problem was broken down into what was required, what was constrained and what were the significant variables, before using MoSCoW prioritisation to find out what were the most important scheduling requirements. A suggestion was made on how to logically schedule it using a flowchart, to support student availability, to minimize conflicts in the timetable and to ensure that meetings are scheduled before the weekly deadlines. While there are some drawbacks to the approach, including the possibility of scheduling changes and the need for group members' availability, this approach is a practical and structured way to help enhance the coordination, communication and overall performance of group projects in a college computing environment.
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