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This packet should be used to guide your team development as the final project progresses. There are three parts to this weekly report: 1) 1-2 

page reflection that is to be submitted as a team; 2) a team attitude scale which is to be done by the group; and 3) peer evaluation grade sheets 

which are to be done by each member of the team and submitted individually.  

This framework serves three purposes: 

 This rubric defines the critical components of teamwork. The goal is to target the most fundamental aspects of teamwork. 

 This rubric outlines my approach to grading teamwork.  

 The rubric outlines my expectations of you within your teams 

 

 

 

CRITERIA FOR WEEKLY REPORTS & PEER EVAL. GRADE SHEET  

-USE THIS FRAMEWORK TO GUIDE YOUR WEEKLY REPORT AND PEER EVALUATION GRADE SHEETS- 

 1 – Unacceptable 2 – Promising 3 – Exemplary 

Decision Making - Ability of 

the individual/team to gather and 
integrate information, use logical 
and sound judgment, identify 
possible alternatives, select best 
solution, and evaluate the 
consequences. 

 Does not discuss how the team will 
work together 

 Does not discuss how well 
agreements are being followed  

 Allows breakdowns in team work to 
happen 

 Does not help the team solve 
problems; may cause problem 

 Discusses how the team will work together, 
but not in detail; may just “go through the 
motions” when creating an agreement 

 Discusses how well agreements are being 
followed, but not in depth; may ignore subtle 
issues 

 Notices when norms are not being followed 
but does not act to resolve issues  

 Cooperates with the team but may not 
actively help it solve problems 

 Makes detailed agreements about how 
the team will work together 

 Honestly and accurately discusses 
how well agreements are being 
followed 

 Takes appropriate action when norms 
are not being followed; attempts to 
resolve issues  

 Helps the team solve problems and 
manage conflicts  

Organization/Planning - 
Ability of the individual/team to 
organize and plan daily activities, 
individual contributions and overall 
projection of project. 

 Does not set a schedule and track 
progress toward goals and 
deadlines 

 Does not assign roles or share 
leadership; one person may do too 
much, or all members may do 
random tasks 

 Wastes time and does not run 
meetings well; materials, drafts, 
notes are not organized (may be 
misplaced or inaccessible) 

 Is not prepared, informed or ready 
to work with the team 

 Does not complete tasks on time 
 

 Sets a schedule for doing tasks but does not 
follow it closely  

 Assigns roles but does not follow them, or 
selects only one “leader” who makes most 
decisions 

 Usually uses time and runs meetings well, but 
may occasionally waste time; keeps 
materials, drafts, notes, but not always 
organized 

 Is usually prepared, informed, and ready to 
work with the team 

 Completes most tasks on time, but needs to 
be reminded 

 Sets a schedule and tracks progress 
toward goals and deadlines 

 Assigns roles if needed, based on 
team member’s strengths 

 Uses time and runs meetings 
efficiently; keeps materials, drafts, 
notes organized 

 Is prepared and ready to work; is well 
informed on the project topic and cites 
evidence to probe and reflect on ideas 
with the team 

 Does tasks without having to be 
reminded  
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 1 – Unacceptable 2 – Promising 3 – Exemplary 

Adaptability/Flexibility - 
The process by which an 
individual/team is able to use 
information gathered from the 
task(s) and feedback to adjust 
strategies through the use of 
compensatory behavior and 
reallocation of intra-team 
resources. 

 Does not monitor and refuses to 
adjust individual/team performance  

 Does not use feedback from others 
to improve work 

 Does not share the workload; 
controls all aspects of the project 
and tasks  

 Does not offer help or refuses to 
reallocate tasks to members who 
need help 

 Somewhat monitor and adjusts 
individual/team performance  

 Sometimes uses feedback from others to 
improve work 

 Somewhat shares the workload, but still 
controls aspects of the project/tasks 

 Sometimes offers help or sometimes 
reallocate tasks to members who need help  

 Consistently monitors and adjusts 
individual/team performance  

 Provides and accepts feedback as a 
way to improve the team/project 

 Shares the workload; does not control 
the project and tasks  

 Offers help/reallocate tasks to 
members who either have too many 
tasks or too little  

Interpersonal Relations - 
Broad area that encompasses 
cooperation and dealing with 
conflict within the individual/team. 

 Is impolite or unkind to teammates 
(may interrupt, ignore ideas, hurt 
feelings) 

 Does not acknowledge or respect 
other perspectives 

 Does not recognize our utilize 
special talents of team members 

 Does project tasks separately and 
does not put them together; it is a 
collection of individual work 

 Creates disputes among team 
members 

 Does not openly share work 

 Does not consider multiple 
viewpoints 

 Usually polite and kind to teammates 

 Usually acknowledges and respects other 
perspectives and disagrees diplomatically 

 Makes some attempt to use special talents of 
team members 

 Does most project tasks separately and puts 
them together at the end 

 Makes an attempt to moderate disputes 
among team members 

 Somewhat shares work with team members 

 Somewhat considers viewpoints of team 
members 

 Is polite and kind to teammates 

 Acknowledges and respects other 
perspectives; disagrees diplomatically 

 Recognizes and uses special talents 
of each team member 

 Develops ideas with involvement of all 
team members; tasks done separately 
are brought to the team for critique 
and revision 

 Encourages a team environment of 
cooperation not competition 

 Openly shares ideas 

 Considers different ways of doing 
things 

Communication – Is defined 

as establishing effective 
communication between self and 
others; it involves the exchange of 
clear and accurate information 
and the ability to clarify or 
acknowledge the receipt of 
information. 

 Does not use the technology tools 
agreed upon by the team to 
communicate and manage project 
tasks 

 Does not clarify or acknowledge the 
receipt of information 

 Talks over others and does not 
listen 

 Does not ask probing questions, 
express ideas, or elaborate in 
response to questions in team 
discussions 

 Does not give useful feedback to 
others 

 Uses technology tools as agreed upon by the 
team to communicate and manage project 
tasks, but not consistently  

 Sometimes clarifies or acknowledges the 
receipt of information 

 Sometimes talks over others and does not 
listen 

 Sometimes expresses ideas clearly, asks 
probing question, and elaborates in response 
to question in discussion 

 Gives feedback to others, but it may not 
always be useful 

 Uses agreed upon technology tools to 
communicate and manage tasks 

 Clarifies or acknowledges the receipt 
of information 

 Listens effectively and does not 
interrupt speaker 

 Makes discussion effective by clearly 
expressing ideas, asking probing 
questions, making sure everyone is 
heard, responding thoughtfully to new 
information and perspectives 

 Provides clear and accurate feedback 
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WEEKLY REPORTS 

- DO THIS AS A TEAM - 

The weekly reports are designed to generate reflective thinking not only about the project, but also your group’s experience during 

the design process. Generate a short report (1-2 pages – not including the grade sheets and attitude scales) which addresses:  

1. Progress on the project (1/2 page max) 

a. What was completed this week? 

b. What are your next steps? 

c. How will you achieve the next steps?  

2. Reflect Critically (positives, negatives, changes to be implemented) on the following topics  

a. Group decision making/planning 

b. Group adaptations and growth 

c. Group Interpersonal relations 

d. Group Communication 

e. Other insights  
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TEAM ATTITUDE SCALE 

- DO THIS AS A TEAM - 

Check/Circle/Tick anywhere on these scales to indicate your group’s current attitude: 

 

 

           

 

 

 

 

 

 

 

 

 

What is the overall attitude of your group this week? 

  

 

 

OPEN CLOSED 

NEUTRAL 

FLEXIBLE RIGID 

NEUTRAL 

DISTRUSTFUL TRUSTING 

NEUTRAL 

DIVIDED UNITED 

NEUTRAL 

COOPERATIVE COMPETITIVE 

NEUTRAL 

EXTREMELY 

GOOD 

EXTREMELY 

BAD 

NEITHER BAD 

NOR GOOD 
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PEER EVALUATION GRADE SHEET 

-DO THIS INDIVIDUALLY - 

Rate each person – including you - using the rubric on the previous page:  
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1.Individual’s  decision making/planning       

2. Individual’s adaptability/flexibility      

3. Individual’s interpersonal relations      

4. Individual’s communication      

5. Individual’s contribution      

 

Comments/Concerns: 

 Describe the comment/concern: 

 

Steps YOU have taken to remedy this issue:  

 

Additional ideas YOU have to remedy this issue:  


