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Writing in groups 
Group work helps students learn collaboration at a high level, but 
not all students enjoy group work situations. This handout offers 
a guide toward creating a positive environment for collaboration, 
with some tips towards making an equal share of work for all 
group members. 
 

1. Start with a conversation 
You’ll need to talk a few things over with your group members 
before you actually start on the project itself. Some information 
that all group members need to decide and know includes: 
• Logistics: How often, when, and where will you meet? 
• What role will each person fill? Or, if some roles rotate through 

group members (such as each person taking a turn being group 
leader for a week), what is the schedule for that? 

• Risk mitigation: What contingencies can be put in place in case 
a group member gets sick? What will the group do if a group 
member stops contributing? 

 

2. Divvy it up 
To avoid the soul-crushing realization that two group members 
both wrote the same section of a report (leaving another section 
unwritten by anyone), be sure to have a written list with the 
distribution of work clearly delinated. That means that the group 
will need to break the project into steps, like researching topic A, 
researching topic B, writing section 2 of an essay, or preparing 
the presentation slides for the introduction section of a talk. 
Then, assign tasks to group members.  
 
Keep in mind, though, that some tasks may need to be 
completed by two or more group members – and in that case, 
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make sure the names of all people assigned to a task are written 
down. 
 
3. Don’t let tech undermine you 
Tools that work well in other contexts might need a bit of 
tweaking to work in a group context. For instance, Google Docs 
can be a great way to write collaboratively. However, it is a good 
idea to save drafts of your work so that another group member 
does not overwrite (or erase) what you have written.  
 
when saving copies of drafts, be sure to include the date (and 
even the time of day) in their titles. That will make it much easier 
to find the most up-to-date back-up copy. 
 
4. Keep in regular communication 
Make sure that all group members check in with each other 
regularly. This is important for many reasons (including keeping 
everyone aware of where the project is in its progress), but it is 
especially important if anything goes wrong. Are you struggling to 
find sources on a particular topic? Are you unable to make a 
graph to represent the group’s data accurately? Did you fall ill, 
and fall behind on your work? Whenever anything goes wrong, 
contact your group right away. If you wait, you will diminish your 
groupmates’ trust in you. What’s more, you might wait too long for 
someone else to help you, harming the quality of the group’s 
work. 
 
5. Reflect on the experience 
Many professional situations will involve group work, so 
developing good habit for this kind of work (as well as learning 
from any less-than-successful experiences) will help set you up 
for the future. So, when the group task is over, take a few 
minutes to write a reflection on what you learned about 
teamwork. Writing activates a different part of your brain than 
does simply thinking about something, so you will remember what 
you learned better if you write it down. 
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