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Week 4 Assignment 

Overview 

Conducting an effective interactive meeting online requires many of the same steps as a face-
to-face meeting—minus the travel time. In your reading, ―E-Communications 101,‖ Gwen 
Solomon advises that ―time-tested tactics include assigning roles, creating and sticking to an 
agenda, accepting all input respectfully, and making sure there is follow-through on action 
items.‖ 

In this week’s assignment, you will continue to work in the wikispace you created as you 
collaborate with colleagues to establish a timeline and develop and finalize an agenda for the 
first interactive meeting of your online learning community. 
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Rubric 

Use the following Rubric to guide your work on the Week 4 Assignment. 

Tasks 

 

Accomplished 

10 

The evidence suggests 
that this work is a “Habit of 

Mind.” The educator is 
ready to mentor others in 

this area. 

Proficient 

8 

The evidence suggests 
that performance on this 
work matches that of a 

strong educator. 

Needs Improvement 

6 

The evidence does not yet 
make the case for the 

educator being proficient at 
this task. 

Developing a Meeting 
Timeline 

Student posts a meeting 
timeline that reflects 
collaboration with 
colleagues. 

Student posts a meeting 
timeline.  

Meeting timeline not 
posted. 

 Developing a Meeting 
Agenda 

Student posts a specific, 
thorough agenda related to 
improving technology 
integration on campus; 
agenda reflects 
collaboration with 
colleagues.  

Student posts an agenda 
related to improving 
technology integration on 
campus.  

Meeting agenda not 
posted, or incomplete. 

Assignment Mechanics Responses are relevant to 
course content; no errors 
in grammar, spelling, or 
punctuation.  

 
 
 

Responses are relevant to 
course content; few errors 
in grammar, spelling, or 
punctuation. 

Responses do not reflect 
knowledge of course 
content, lack clarity and 
depth, and/or include 
multiple errors in grammar, 
spelling, and punctuation, 
including APA errors. 
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Week 4 Assignment, Part 1: Developing a Meeting Timeline 

For the first part of this week’s assignment, you will work collaboratively with the colleagues who 
joined your wiki space during Week 3 to establish a timeline for the first interactive meeting of 
your online learning community.  

To complete this assignment: 

• Before you begin, access the video, ―Wiki in Plain English‖ at 
http://www.youtube.com/watch?v=-dnL00TdmLY to obtain more information about wiki 
as a tool for collaboration. Share the link to ―Wiki in Plain English‖ with members of your 
wiki space.  

• Enter the following address into your address bar: http://www.wikispaces.com  

• To add a new page, under ―Actions,‖ click on ―New Page.‖ Enter the name of your page. 
The name should relate to the group’s first task—setting a timeline for contributing to 
and finalizing the agenda. The newly created page will automatically be listed on the left 
side, under ―Navigation.‖  

 Suggest a proposed start and end time for collecting the group’s input on the agenda. 
Then request input from the wiki members on the proposed timeline. 

Copy and paste the collaborative timeline from your wiki page here.  

Timeline: 
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Week 4 Assignment, Part 2: Developing a Meeting Agenda 

To complete this assignment:  

 Before you begin, make sure all wiki members have viewed ―Wiki in Plain English‖ at 
http://www.youtube.com/watch?v=-dnL00TdmLY 

 Enter the following address into your address bar: http://www.wikispaces.com  

 After the group has decided on the timeline, add another new page to your wiki. To add 
a new page, under ―Actions,‖ click on ―New Page.‖  

 Enter the name of your page—something related to creation of the agenda. This time, 
wiki members will brainstorm ideas for the agenda items for the first interactive meeting 
of the professional learning community. Group members should think about the following 
as they plan the agenda: 

o Purpose 

o Objective 

o Grade level 

o Facilitator’s name 

o Community members 

o Activities: the purpose of each activity, the description of each activity, the 
activity’s steps, and the estimated time for each activity. An example of a 
beginning activity might be to have the community members create a shared 
vision. 

 As your group prepares the agenda, keep in mind that the goal of the online learning 
community is to improve technology use and integration at your campus. 

Copy and paste the collaborative agenda from your wiki page here.  
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Agenda Builder: 
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Resulting Agenda: 
 

 
 
 
 

How can a wiki facilitate an online learning community? In what way(s) is using the wiki for 
collaboration easier than face-to-face meetings? In what way(s) is using the wiki more difficult?  

 
Many of us have very full calendars, making it difficult to find a time that is available for 
everyone to sit around the same table to discuss important issues.  A wiki can help 
facilitate a virtual meeting in a couple of ways.  It will allow for everyone to ―discuss‖ 
issues at different times, yet allow all parties to observe the entire discussion.  This can 
be done by what we have done in our assignment this week – each participant can 
contribute at their convenience; and the information is waiting for the next participant to 
enter the ―meeting space‖ and contribute their opinions/advice. 
 
In addition, this saves time in traveling.  All participants may not be housed at the same 
physical location.  When a face-to-face meeting is arranged, it requires everyone to travel 
to a centralized location, complete the meeting, and then travel back to their original 
location.  Thus using otherwise valuable time on the road.  A wiki environment allows the 
user to conduct that meeting from any location without delay, and without using time 
needed for other tasks. 
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The convenience of meeting when one is available, as opposed to finding a time and 
location that would allow everyone to attend, time saved, and locations not being a factor 
make the wiki environment easier than face-to-face meetings.   
 
It is more difficult, however, due to these same issues.  A collaborative meeting 
sometimes requires brainstorming.  The time delay using the wiki environment would 
hinder that interaction.  Also, decisions are slower to come due to waiting on some 
participants to ―arrive‖ and contribute. 
 
As a wiki can be a both a useful tool, as well as a hindrance in the decision making 
process, the purpose, desired outcome, timeline of topic, and other factors should always 
be considered before deciding which environment to use for meeting facilitation. 
 
 

 

 

 


