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EDC Team Meetings

As is explained on the “EDC Spring Quarter 2006 Assignments and Grading Sheet,” in weeks 3, 6, and 9, each team will hold a half-hour meeting with instructors to review the team’s key decisions, plans and questions.  The team is responsible for planning and conducting the meeting. 

A successful meeting requires effective preparation: The team has to understand what it is trying to accomplish and create an agenda that will lead to (a) discussion of important issues and (b) agreement on next steps or “action items.” 

What you need:

· An “action-oriented” agenda. An “agenda form” is provided on CMS under “EDC Documents.” Each team is to assign roles of meeting leader and scribe, and ensure that all team members (including the scribe) participate in discussion during the meeting. At the end of the meeting, each team will complete a “meeting notes form” (provided by instructors) that lists action items. 

· A thorough and well-organized report (with appendixes) that is sufficiently informative so that the meeting can focus on questions, issues, and decisions. Reports must be written and designed so that meeting participants and instructors can locate information quickly during the meeting, Please see the EDC textbook for more guidance on writing professional-level progress reports. 

Deadlines: By 5 pm the day before your team meeting, please (a) post the agenda and report, and (b) please email the agenda and report to both instructors.  Also, please bring copies for each instructor to the meeting. 

Other required preparation is noted in the “Assignments and Grading Sheet,” for example, the team process check, and Gantt chart.  Please refer to the “Assignments and Grading Sheet.”

Grading: 

The team meetings determine your “project management” grade for the class (25% of the grade).  At the end of weeks 3 and 5, you will receive an advisory grade so that your team knows how it is doing.  The actual grade for project management will be assigned following the week 9 meeting.  This grade is not an average of the grades received at the three meetings; rather, it reflects your achievement by the end of week 9. 

Reports: Advisory team grades (not individual grades) will also be given for each of the three reports (slight modification of the syllabus); however, the lead writer (a rotating responsibility) for each report will be noted.  It is the job of the lead writer to make sure that each report is the result of an effective team process.  Toward that end (addition to the syllabus), each report must include a 150-250 word statement (written by the lead writer) describing the following: 

· What were the strengths and drawbacks of the process the team used in writing the report? 

· In allocating responsibility for the report, how has the team utilized the knowledge and strengths of each member? 

· How has the team ensured a high quality report? 

