	How Proficient Collaborators Think and Act

	Strategy
	Examples/ Actions

	

Be responsible to the group
	· Come prepared with work completed, materials in hand.
· Bring along interesting ideas, questions and artifacts.
· Take initiative; help people get and stay organized.
· Live by the group’s calendar, work plan and group norms.
· Settle problems within the group immediately; don’t let them derail your purpose.
· If you are unprepared, admit it and take on other work.

	

Listen actively
	· Make eye contact.
· Stay interested and communicate this through your body language.
· Summarize or paraphrase.
· Use names of group members.
· Take notes when helpful.

	

Speak up
	· Join in and speak often but take turns and listen well.
· Connect your ideas with what others have said.
· Ask follow-up questions.
· Use appropriate tone and voice level.
· Draw upon the information you have brought to make your ideas clear.
· Overcome your shyness.

	

Share the air and encourage others
	· Show friendless and support.
· Take turns; invite others to participate.
· Be aware of who’s contributing and give air time to everyone.
· Monitor yourself for dominating or avoiding.
· Build upon and learn from other’s ideas.

	

Support your views and findings
	· Explain and give examples.
· Refer to specific passages or evidence.
· Connect or contrast your ideas to others’.
· Dig deeper into the topic; revisit important ideas.

	

Show tolerance and respect
	· Receive other’s ideas respectfully; no put-downs.
· Try to restate opposing viewpoints.
· Use neutral language in disagreeing.
· Offer your different viewpoint; don’t be steamrolled.
· Welcome and seek insight in different viewpoints.

	

Reflect and correct
	· Do frequent reflections on group processes.
· Identify specific behaviours that helped or hurt the group process.
· Talk openly about problems.
· Make plans to try out new strategies and review the effectiveness.
· Keep a written record of the group’s progress.


Adapted from Comprehension and Collaboration, Harvey and Daniels, 2009

