COM302: Service-Learning Project
The Project: This semester, you will utilize your knowledge and skills to complete a service project with a community partner. You will meet with the community partner, determine and negotiate what problem you will be working on, develop a strategy for addressing their needs, execute the plan, and present your findings to your community partner. The campaign has multiple parts:
1.   	Forming - Storming - Norming 
2.   	Performing
3. 	Adjourning
Teams will be decided based on community partner needs and student interest. Teams may be asked to act as additional resources for other groups based on workload and group size. Teams should distribute extra work across the group to ensure matching/similar workloads for all. 
Organizational worlds revolve around communication, contracts, deadlines, teamwork, problem-solving tasks, and serving the community. As such, throughout the semester, your team will create and maintain service contracts and logs to outline team goals, identify and assign tasks, track work completed and pending, seek team feedback, and assess the outcomes of the finished product. Contracts and outcome assessment forms will be distributed in class.
1. Forming – Storming – Norming

a. Team Contract: These should be well-thought-out answers, written in complete sentences (bulleted lists can be incorporated). Remember, I was not in your team discussions, be sure I can understand your ideas. Submit one contract per team. See Appendix A

b.  Skills Boost: Use LinkedIn Learning to boost your skills before beginning the project. This helps ensure each team member has the necessary skills to complete the project. Your instructor will provide more information about specific courses. Upload completion certificates to our Learning Platform individually.

2. Performing - Tasks for each team member will vary based on their focus within the project. In general, team members will receive the same grade on their team activities, assignments, and presentations. However, failure to complete tasks by deadlines, participate in group work, attend class, attend group meetings, presentation of inadequate work or behavior that otherwise impedes your team’s ability to complete the project will result in a reduced individual grade. This will be assessed through the team worklog, professor and community partner observations, as well as peer evaluations.

a. Conceptual Map Presentations: Explain your team’s plan to your community partner and request/negotiate feedback/approval. Approval from both your instructor and your community partner is required before moving forward. (Note: You can and should check in with your community partner after this point as more questions and decision-making moments arise.) 

b. Teams Worklog/Meeting Agendas/Minutes: In addition to agendas/minutes, develop and maintain a system to identify and assign tasks, track work completed/pending, ask for feedback, and communicate with group members. I will be reviewing these to look for equitable distribution of work, team involvement, and quality of work completed. You will submit all team agendas/summarizes/task tracker lists on our Learning Platrorm at the end of your project. Submit one file per team.
i. Agenda: Things to include: date/time/location, meeting goal, planned topics to discuss, estimated time needed for each item, topic discussion leader, and any supplementary documents for review (for example, a draft of a paragraph or PPT). Be sure to share these with your team before the meeting.
ii. Summary notes: Things to include: who attended, summary of each topic discussed, decisions made, action items (who is in charge of doing what next), time/date/location of next meeting. Be sure to share these with your team after the meeting.
iii. Task Lists: Who, What, By When, Progress, Completed on time, etc.

c. Project Completion (100 points): Complete the project in collaboration with your community partner. Projects will vary each semester. 

d. Community Partner Presentation (20 points): Alongside the project, your team will complete an end-of-project report which explains a.) the work/research done and decision rationales, b) points of equity within the project for the community partner and audiences, and c) how the project aligns with the culture of the organization. This is not an academic paper/presentation. It should be understandable for those unfamiliar with research/design processes and highlight the work you did for the community partner. The team will elect speakers; however, all team members are expected to attend the presentation and contribute in some way. The report should SHOW the work alongside the explanations. More details on this will be distributed in class.

3. Adjourning 

a. Reflection & Team Evaluations: Each student will complete a questionnaire that evaluates their own performance as well as the performance and contributions of his/her/their group members. You will also be asked to create a 1-2-page reflection of work done and critique your work and communication using concepts from class. See Appendix B

b. Community Partner Evaluations: Your community partner will be invited to provide feedback on the professionalism, communication style/skills, and quality of work output for each team. 






Appendix A
CP Team Contract: 
Goal 1: Forming: Get to know each other
1. Complete the first three “Strategies of Your First Meeting” in Chapter 4 of your text: Icebreaker, Sharing Contact Information, & Advocate for Yourself. You only need to turn in your contact information. The rest can be discussion based.

	Team Member’s Name
	Primary Mode of Contact
	Secondary Mode of Contact
	Primary Team Role(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



2. What “primary tensions” do you have related to a team-based project this semester?



Goal 2: Storming & Norming
Part 1: Using Strategy 4 in your textbook, discuss your team norms, strengths, and goals and complete the questions below.
1. Discuss “norms” you would like to see in your team this semester. Please be clear and specific. For example, saying “good communication” is vague and abstract. Guidelines such as “respond to group texts within 12 hours” or “no contact after 6 pm” are clear and specific. (Remember that you may develop additional norms as you begin working. Add and adjust as you go. It is up to your team to be aware of norms and discuss any that you are uncomfortable with or would like to change to increase team cohesion.)
a. Categorize norms as “task” or “social” dimensions.

2. How might you handle norm “violations” as a team? Who will be in charge of handling any difficult conversations? What if that person is the one violating the norms? At what point might you alert your supervisor that there is an issue? (Again, be specific and clear in your responses.)

3. How, where, and when can your team meet to work on this project?

4. What does equity/justice look like for your team in relation to working together?

5. How will your team make decisions?

Part 2: Using Strategy 5 in Chapter 4 of your textbook, start setting goals and assigning tasks. Microsoft Planner is a good tool for this if you have access. Goblin tool’s Magic ToDo can also help you divide big goals into manageable chunks.

6. Describe the problem/need your client would like you to help them with? How can you translate that into team goals?

7. Who is your client’s audience in relation to the problem/need identified? What do you need to know about that audience to best help solve the identified problem/need? 


8. What behaviors does your community partner want the audience to enact? What information does the audience need to adopt that behavior?

9. What might the impact of this project be on stakeholders?

10. How will you determine if information and materials you create are clearly laid out, explained with the target audience in mind, easily found/navigated? How will you know if the meaning of the information provided is clear? (In other words, how might you assess your work?) What other sites/organizations can you look to for assistance/models?

11. How will each team member’s personal/educational/experiential background aid in helping you achieve these goals?

12. What biases from your personal/educational/experiential background might impact this project? How can you overcome them?

13. Complete Activity 1 in Chapter 4 found under “Activities to Strengthen Teamwork Skills.” List all your “bad ideas” followed by “good ideas” for the project below.
	Bad Ideas
	Good Ideas

	
	



14. What steps will you take to achieve your goals (think of this as a task list that you will build on as you complete the project.) This is just a starting point! What are some things you know need to be done? Who will oversee that part of the project? How will your team lead, organize, track, edit, check the work? This will help you start developing meeting agendas.

	Due Date
	Task
	Team Member(s) Responsible for this Task
	Other Info

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





Appendix B

Reflection & Evaluation:
Goal 4: Adjourning
As you wrap up your project, reflect on how things went. Remember, this is an individual assignment. Each team member will complete this assignment independently. These should be well-thought-out answers, written in complete sentences (bulleted lists can be incorporated as needed). Remember, I was not on your team. Be sure to provide context and examples so I can understand your ideas. I am grading based on whether you know and understand course content and can reflect on and explain that content within your team experience.

1. Conduct an audit of your team’s task logs and group chats. 
a. What leadership/organizational style did your group best align with (Think about content from class such as traits, styles, situational, transformational, discursive, team norms, coupling, interdependence, etc.)? 
b. Was your team's communication style effective? Why? Why not? Please provide examples and quotes to explain.

2. Review your task log. 
a. How did your group handle the distribution of work assignments, feedback, and project timelines? Do you feel the work was equitably shared? 
b. How did your team make decisions (plops, delegations, averaging, voting, consensus, unanimity? Provide an example of a decision-making process to explain your rationale.

3. What group roles/norms did you actually adopt (reflect on your previous contracts to see your predictions) and how did this affect your working relationships with different team members? 
a. What emotions did you experience during the project? (Emotional labor, emotional work, emotion with work, emotion at work, emotion toward work.)
b. What levels of organizational conflict (latent, perceived, felt, manifest) appeared in your team? How did you manage the conflict/related emotions? Think about Karl Weick from week 4 and sensemaking. Knowing what you know now, would you handle situations differently?

4. Using concepts and vocabulary from class, provide feedback on one thing you did really well, and offer constructive criticism for one area in which your group could improve organizational communication strategies.

5. Use the rubric below to evaluate YOURSELF and each of your teammates. Be honest and constructive. Copy the form as many times as needed for your group. Your feedback helps ensure that everyone is accountable and recognized for their contributions.
Ratings based on a scale of 1 to 5, where:
5 = Always / Exceptionally well
4 = Often / Above expectations
3 = Sometimes / Met expectations
2 = Rarely / Below expectations
1 = Never / Significantly below expectations

Name: 
	Category
	Description
	1
	2
	3
	4
	5

	Active Listening & Inclusion
	Paid attention in meetings, listened with intention, encouraged others, and helped teammates feel included.
	☐
	☐
	☐
	☐
	☐

	Idea Contribution
	Shared thoughtful ideas, participated in planning, and contributed to group discussions.
	☐
	☐
	☐
	☐
	☐

	Timeliness
	Turned in assigned components on or before deadlines.
	☐
	☐
	☐
	☐
	☐

	Quality of Work
	Submitted work that was complete, thoughtful, and met the standards expected by the team.
	☐
	☐
	☐
	☐
	☐

	Adherence to Team Norms
	Followed group-agreed norms (e.g., meeting times, communication practices, shared expectations).
	☐
	☐
	☐
	☐
	☐

	Equitable Engagement
	Took on a fair share of the workload and supported group progress without dominating or withdrawing.
	☐
	☐
	☐
	☐
	☐

	Fulfilled Assigned Role(s)
	Took responsibility for and followed through on their assigned team role(s) consistently.
	☐
	☐
	☐
	☐
	☐



In a written paragraph explain: (be sure to provide examples and context in your answer)
1. What’s one thing this teammate did well?

2. What’s one way this teammate could grow in future team projects?

