
Group/Collaborative Writing Assignments 

Standard Operating Procedure (SOP) 

Introduction:   

 In general the teacher provides the students with an assignment and the students submit the 

assignment answers in its learning. The teacher then corrects the assignment and assesses it. 

Whereas group writing assignments were given to students group for the purpose of 

producing an Authenticated document. 

 

 In the academic world, all of us are likely to participate in some form of group writingðan 

undergraduate group project for a class or a collaborative/group research paper. Writing in a 

group can have many benefits: multiple brains are better than one, both for generating ideas 

and for getting a job done. However, working in a group can sometimes be stressful because 

there are various opinions and writing styles to incorporate into one final product that pleases 

everyone. This handout will offer an overview of the collaborative process, strategies for 

writing successfully together, and tips for avoiding common pitfalls. It will also include links 

to some other handouts that may be especially helpful as your group moves through the 

writing process. 

  

Objective: 

Students will gain opportunities to collaborate effectively.  

Students have opportunities to see how other students view the same topic. 

Use assignment that has authentic purpose and audience such as creating Wikipedia entries or 

study guides for the course. 

An assignment with an authentic purpose and audience can increase students interest and 

commitment 

 

Procedure:  

1. Before conducting the Activity Instruct the students about the rules and importance of 

Group Writing Assignments. 

2. This activity is best suited for 30 studentôs i.e. 10 groups and each group comprises 3 

students. However it can be conducted for a class with 60 students. 

3. Divide students in to small groups (Maximum of four), Inform the student groups to 

bring textbooks/journals/handouts required for writing Assignment. 



4. After giving Assignment topics (probably different topics to different groups), ask the 

student groups to brainstorm and decide their roles (like who is writing and who is 

collecting info from books etc.) 

5. These assignment questions should be of Blooms Taxonomy higher order verbs. 

6. Instruct them to write precise information about the topic. And we will use this as a study 

material for the class. 

 

Here we outline the steps of the collaborative process. You can use these questions to 

focus your thinking at each stage. 

1. Pre-writing process 

a. Share ideas and brainstorm together. 

b. Formulate a draft thesis or argument. 

c. Think about your assignment and the final product. What should it look like? What 

is its purpose? Who is the intended audience? 

2. Planning and logistics 

a. Decide together who will write which parts of the paper/project. 

b. What will the final product look like? 

c. Arrange meetings: How often will the group or subsets of the group meet? When and 

where will the group meet? If the group doesnôt meet in person, how will information be 

shared? 

d. Scheduling: What is the deadline for the final product? What are the deadlines for 

drafts? 

3. Research/data collection 

a. How will the group find appropriate sources (books, journal articles, newspaper 

articles, visual media, trustworthy websites, interviews)? If the group will be 

creating data by conducting research, how will that process work? 

b. Who will read and process the information found? This task again may be done by 

all members or divided up amongst members so that each person becomes the 

expert in one area and then teaches the rest of the group. 

c. Think critically about the sources and their contributions to your topic. Which 

evidence should you include or exclude? Do you need more sources? 

d. Analyze the data. How will you interpret your findings? What is the best way to 

present any relevant information to your readers-should you include pictures, 

graphs, tables, and charts, or just written text? 



4. Drafting/writing  

a. Separately (each group member has his/her own portion of writing to do) 

i. Note that brainstorming the main points of your paper as a group is helpful, even 

if separate parts of the writing are assigned to individuals. Youôll want to be sure 

that everyone agrees on the central ideas. 

ii.  Where does your individual writing fit into the whole document? 

b. Together (the group actually meets to compose text collaboratively) 

i. Writing together may not be feasible for longer assignments or papers with 

coauthors at different universities, and it can be time-consuming. However, 

writing together does ensure that the finished document has one cohesive voice. 

ii.  Talk about how the writing session should go BEFORE you get started. What 

goals do you have? How will you approach the writing task at hand? 

iii.   Many people find it helpful to get all of the ideas down on paper in a rough 

form before discussing exact phrasing. 

iv. Remember that everyone has a different writing style! The most important thing 

is that your sentences be clear to readers. 

5. Revising, editing, and proofreading 

a. If your group has drafted parts of the document separately, merge your ideas 

together into a single document first, then focus on meshing the styles. The first 

concern is to create a coherent product with a logical flow of ideas. Then the 

stylistic differences of the individual portions must be smoothed over. 

b. Revise the ideas and structure of the paper before worrying about smaller, sentence-

level errors (like problems with punctuation, grammar, or word choice). Is the 

argument clear? Is the evidence presented in a logical order? Do the transitions 

connect the ideas effectively? 

c. Proofreading: Check for typos, spelling errors, punctuation problems, formatting 

issues, and grammatical mistakes. Reading the paper aloud is a very helpful strategy 

at this point. 



GROUP WRITING ASSIGNMENTS 

Improvement 

No change 

Negative change 

Assessment: 

Measuring students scores both before and after completing an activity is one way to assess 

effectiveness of the activity 

1.Prepare a comparative sheet of marks scored by the students both before and after the 

activity 

Student Roll.No 
Score before the 

activity 

Score after the 

activity 

Improvement/No 

change/Negative 

change 

16R21A0401 7 5 Negative change 

16R21A0402 6 6 No change 

16R21A0403 5 6 Improvement 

16R21A0404 6 8 Improvement 

2. Prepare a pi-chart including no.of students showing improvement, No change, Negative 

change 

 

 

 

 

 

 

 

 

3. if more than 60% of students have shown improvement then the activity is assumed to 

be successful and completed .if 50-60% of students have shown improvement then the 

activity is partially completed and revision is recommended. In these cases you can 

claim full variable pay amount. if less than 50% of students have shown improvement 

then faculty looses the variable pay amount. 

 

 

 

 

 



Group writing Assignment activity conducted by Mrs. B.Lakshmi  

 

 



 

 



 



 

 

 

 

 

 

 

 

 

 

 

 

Activity on Group writing Assignment  



 



 


