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Foreword 

This is the fourth publication of the Peer-assisted Learning (PAL) Program at the University of Minnesota 

and it is in every way as valuable to the professional development of the PAL team as the first three 

have been. I am proud of the training our facilitators receive – it is participatory, thoughtful, and rooted 

in sound pedagogy. In recognition of the quality and depth of the training, PAL recently earned approval 

from the College Reading and Learning Association (CRLA) for Levels I and II of the International Mentor 

Training Program Certification. While there is much credit to be spread around, putting together this 

publication has highlighted how well the team and team leader structure has facilitated the personal 

and professional development of undergraduate facilitators during their tenure with the PAL program. 

The team structure has served our program well.  Our 25+ student facilitators are grouped according to 

three main content areas: mathematics, the sciences, and a third that is comprised of health and social 

science courses. In the latter category, we have found that these PAL sessions share enough similarities 

in the type of learning required that the facilitators can offer each other valuable peer support in how to 

effectively plan and conduct them.   

Jane is just the right author of this guide; she was an especially talented team leader. Many of the ideas 

in this book blossomed out of her curiosity about peer learning and her creative vision of leadership.  

Jane was intensely dedicated to making team meetings relevant to each facilitator’s professional 

development.  She eagerly tried new activities with her team and continually found interesting (and fun) 

ways to engage her team members in their very early morning team meetings. 

For the first few years of the PAL program, I led the team meetings. But it became quite clear that the 

experienced facilitators could do a better job of setting agendas and leading discussion, as they are the 

seasoned ones who have been in the classroom – they know what issues need discussing. Plus, after a 

few semesters of facilitating under their belt, the students I hire are eager to share their opinions and 

assume more responsibility. While I still drop in on occasion for part of a team meeting, I now meet with 

the team leaders every three weeks. The resources Jane gathered and the activities she developed in 

this guide allow our team leaders to function more independently as they cultivate and expand their 

professional skills; they are also learning more from their fellow team leaders.  

Program Directors and Supervisors: This guide served as the basis for my fall training that included just 
the team leaders, which was separate from the two day pre-semester workshop held for all facilitators.  
Team leaders are charged with holding two breakout sessions, just for their team members, during the 
workshop.  I have already noticed an appreciable improvement in the quality and documentation of the 
ideas and discussions that the three teams are having.  The leadership skills of each team leader are 
thriving in unexpected ways.  It’s all very exciting. 

Thank you Jane, for giving so much to the Peer-Assisted Learning Program at the University of 

Minnesota –Twin Cities. It has been a complete joy to work with you, learn from you, and watch your 

leadership talents flourish. 

Mary Lilly 
  PAL Program Director 
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Preface 
 

The Peer-Assisted Learning (PAL) program at the University of Minnesota is a community of student 

scholars and leaders. Program members facilitate PAL sessions through partner-pair and small group 

activities to support student learning in a collaborative environment. In addition, each facilitator is a 

member of a team, where they receive ongoing support through team meetings and discussions designed 

by a team leader. These forums are creatively designed to encourage members to reflect and examine 

such topics as metacognition, cooperative learning, and goal setting. This guide is dedicated to those team 

leaders as they mentor and support their members in their roles as facilitators. 

During my undergraduate career, I was a Math 1051 PAL facilitator for four semesters and a team leader 

for the final two. For me, navigating the responsibilities of leadership was a delightful challenge; I wanted 

to create a space for members to openly share their ideas and experiences, while challenging their 

colleagues to grow in their roles as facilitators. Furthermore, I incorporated topics of professional 

development, communicating professional experiences, and goal-setting to encourage members to 

connect their experiences in PAL to their present and future career objectives. My goal was for members 

to view their time in the PAL program as an opportunity to cultivate useful skills, such as time-

management, professionalism, adaptability, and verbal/written communication, which they can leverage 

long after their time in the program. To accomplish my goals, I surveyed the PAL land to find available 

resources, and I energized my team through engaging topics. In early morning meetings, I encouraged 

facilitators to ponder deep concepts together. Acquiring confidence in my leadership was certainly a 

process – a process that required vulnerability to failure and a contemplative attitude towards success. 

Through constant reflection, I learned from the things that didn’t work well, and tweaked them for a 

better future result. The tricky part was reminding myself to continue to reflect and grow even when it 

did work out, archiving the activities and ideas for future use. My biggest fear was growing complacent. 

To be a good leader, I knew that I needed to embrace this fear and avoid the temptation to bask in prior 

accomplishments. The keys to success in this position are confidence and a reflective mindset; I intend for 

this guide to inspire the team leader’s growth in both. 

In each section, you will find a combination of personal excerpts, resource outlines, meeting and 

discussion ideas, and activities to help you explore your thoughts on important leadership topics. Such 

topics include cultivating team identity, communicating with the team, planning for weekly huddles, 

gauging and promoting participation, and much more. Throughout this work, you will encounter the term 

‘huddle’ to encompass team meetings and discussions; highlighting that these interactions are close-knit, 

casual, and energizing interactions, where team members gather together to share and exchange, reflect, 

and encourage their colleagues.  

Take advantage of the space provided to jot down your ideas. Ultimately, this guide strives for you to 

explore your own ideas on the topics expressed, design ways to apply your ideas, and then apply your 

ideas with confidence. This is your guide. Pick and choose which sections to delve into. Tailor this guide 

to you! 

   
 Jane Benson ’16  
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 1.1   Your New Role 
 

“Congratulations on your new role as a team leader! You are here because you have the patience and 

dedication needed to excel in the duties that await you. Leading a team of facilitators will certainly be 

different from your experiences facilitating students. You will be leading leaders. Odds are, your team 

will be comprised of highly-motivated and self-reflective individuals. With this dynamic, there is great 

potential for your team to resemble that of a tight-knit community – a community whose members 

interact through insightful conversations, deep collective reflections, and collaborative brainstorming 

sessions.  It is your duty to challenge these conversations, and arrange the opportunities for your team to 

reflect and brainstorm together. That being said, you will have the opportunity to inspire and challenge 

how your team members lead their students. Now, that is just one of the many rewarding aspects of the 

job. Stay tuned to discover what the others will be.”  – Jane 

 

Position Description 

The PAL team leader position provides an opportunity to directly lead a team of facilitators – both new 

and experienced – to be successful and effective in their roles. The main forum for accomplishing this is 

in the PAL team meetings, where facilitators develop and maintain a shared identity (sense of team), 

reflect on their experiences, exchange strategies and plans for future PAL sessions, and participate in 

program administration. This position meets occasionally with the PAL Director to review team progress, 

identify strengths and weaknesses within the group, and develop action steps to be addressed in team 

meetings and additional training.   

 

Responsibilities/Duties 

The team leader will perform the regular duties of a PAL facilitator and: 

• Assist with pre-semester training - attend Day 1 to welcome new team members. 

• Plan and conduct weekly/bi-weekly team meetings. 

• Meet with PAL Director as requested. 

• Prepare relevant and useful topics on the PAL Hub for team members; topics will arise from 

team meeting discussions, observations, and PAL Director’s input. 

• Model desired responses and reflections during team meetings and on Hub postings. 

• Monitor Hub postings to ensure full team participation. 

• Coach team members with useful comments in team meetings, in observations, and on Hub 

postings. 

• Plan mid-term surveys and end-of-semester surveys in courses being facilitated by team 

members (this is a team activity which you will lead). 

• Determine personal leadership goals in discussion with the PAL Director. 
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 1.2   Design your Goals 
 

Brainstorm 

Take a few moments to think about your desires and expectations for yourself in this new role. In what 

ways do you hope to grow? What aspects of the position do you think will challenge you? Below are a 

few blank spaces for you to jot down your thoughts.  

Remember: “Goal-setting is a process – As you grow over the semester, so will your aspirations.” – Jane 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

Formalize  

Of the ideas that you expressed above, select one or two to dedicate to goals. See the table below for 

the “What? So What? Now What?” method of goal-setting, where there are few slots for you to add in 

your ideas.  

What? So What? Now What? 

What is it that you desire 
to do?  

Why do you want to work 
towards this? 

What action steps will you take to work 
towards your goal? 
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 1.3   Open your Toolbox  
 

“I felt overwhelmed by how many resources I had to do my job. The biggest help of all turned out to be 
Mary. I would wander into her office and leave with ideas that could inspire novels.” – Jane  
 

The following is an outline of the resources you have right at your fingertips:  
 

Resource Highlights and Tips Location 

Guide for Team 
Leaders 

An interactive guidebook that discusses many of the 
important aspects of the Team Leader position. 
 

Your hands, right 
now   

PAL Hub Primary hub for PAL employees. Find employment and 
contact information, session schedules, and useful 
resources. In addition, all session plans and 
reflections, bi-weekly discussions, and meeting notes 
will be posted and stored here.   
 

Google Site 

Mary Lilly, PAL 
Director 

Delighted to share her knowledge and insights with 
you, Mary is always here to help.   

220 Walter 
Library 
mlilly@umn.edu 

PAL Team Meeting 
Topics 

A timeline of the topics to be discussed during fall and 
spring semesters.  

PAL Hub  
Resources 

Prior years’ meeting 
notes 

Find previous meeting notes on Moodle and the PAL 
Hub, organized by team and semester. 

Moodle, PAL Hub 

PAL Training Videos  Video collection of facilitators leading sessions.  
 

Tips: 

 Use these videos to highlight facilitator 
behaviors. 

 Prompt discussion by asking team members 
what they would do in the situation. 

 
Note: Videos must be used in conjunction with the 
“PAL Training Videos Key”.  

PAL Hub  
Resources 
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PAL Training Videos 
Key 

Organized description of all the videos found in the 
PAL Training Videos folder.  
 

Tips: 

 Videos are organized by facilitator. 

 Use video label to access video in the PAL 
Training Videos Folder. 

 You might use the ideas in the Notes column 
in planning for weekly huddles. 

 Add your personal reactions and ideas in the 
Notes column  

 

PAL Hub  
Resources 

Guide for Peer-
Assisted Learning 
(PAL) Facilitators 
(Sands & Lilly, 2015)  

Interactive guidebook for PAL Facilitators.  
 

Tips: 

 Try focusing your weekly huddle on one of the 
PAL principles. 

 Go to the T.O.C. and let inspiration take over.  

 The “What Would You Do?” sections have 
great situations that your team can discuss 

 Any of the “Consider This” sections can serve 
as discussion prompts  
 

Hard Copy, PAL 
Hub  Resources  

Tried and Tweaked 

(Paz & Lilly, 2014) 
Collection of activities that were tried and reviewed by 
previous facilitators. Now, it is up to current 
facilitators to re-try and tweak them. 
 

Tips: 

 Encourage team to try an activity even if it is 
not in their specific subject area. 

 Encourage team to contribute to this work by 
writing up a thorough description and review 
of their activity.  

 Give reference to specific activities from book 
in relevant situations. For example, reference 
review activities during midterm season.  
 

Hard Copy, PAL 
Hub  Resources 
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Two (Or More) Heads 
Are Better Than One 

(Walker, 2010) 

A Facilitator storybook that discusses different topics 
and challenges through various first-hand facilitator 
perspectives.  
 

Tips: 

 Incorporate these stories into team huddles 
by using them as a spring-board for 
discussion.  

 Treat a single story as a “What Would You 
Do?”- Generate the questions before meeting. 

 Some of these stories are tragically funny – 
Bring them to meeting as a re-energizer!  

 The “What do you think?” sections of each 
chapter can serve as excellent discussion 
prompts.  
 

Hard Copy, PAL 
Hub  Resources 
 

 

“Tried and Tweaked is an excellent resource for facilitators looking to try something new in their PAL 

sessions. However, I noticed that my fellow math facilitators felt the activities were more useful for 

classes in chemistry or the social sciences. I decided to challenge my team to tweak some of the activities 

to be better suited to their subject areas. I had them partner up, pick a few activities to alter, and then 

share their new activities with the group, explaining how and why they changed them. The meeting was 

a huge success! Not only did it challenge the team to think creatively, it also produced several new 

activities that facilitators tried in the following weeks.” – Carolyn, Math Team Leader 

 

“As a participant in this math team meeting, I thought that Carolyn’s use of Tried and Tweak was 

excellent in reminding me of my resources. It’s often easy to forget all that I have access to, so a simple 

reminder inspired me to integrate Tried and Tweaked into my session planning for that week. In addition, 

since we practiced using Tried and Tweaked in meeting, I felt more confident using it on my own in the 

future.” – Jane  
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 1.4   Meet your Team  
 

Get to know your team 

Go ahead, read the above header again. Now, smile! The team that you will lead this semester is your 

team. So, who are these people? What do you know about them? Each member will contribute a unique 

bundle of qualities and talents to the group, and it can be difficult to pinpoint all of these aspects. As the 

semester progresses and as relationships are established, your understanding of your teammates will 

grow. Let’s start by asking the simple questions. Below, you will find a question map to guide this 

activity. 

 

“When I began leading in the fall of 2015, I led The Voluntary Team. Each member facilitated different 

courses –nursing, psychology, economics, physiology, statistics, you name it! Additionally, all of my 

teammates were new to the PAL program. I was presented with the challenge of mentoring an extremely 

eclectic group while maintaining cohesion within. We ended up calling ourselves ‘The Snowflakes’. As 

each snowflake is different and unique, so were we.” – Jane  

 

Consider facilitator behaviors and attitudes that might arise  

One of your responsibilities will be to monitor the behaviors and attitudes of your group members. 

Through the session plans and reflections, and the weekly huddles, you will have many opportunities to 

keep tabs on how your teammates are doing. However, situations do arise where facilitators need 

additional coaching in their roles, and it is up to you to investigate and see how you can be of assistance. 

Keep Mary informed about specific challenges you are experiencing with team members. At some point, 

she may want to intervene or you may want to refer the situation to her.  
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Workspace for Team Member Information 

 

Facilitator Course Year in School Additional Information 
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What Would You Do?  
 

The situations described below are inspired by real events in team meetings, bi-weekly discussions, and 

other forums. Understanding your position duties and responsibilities, as well as the policies of the Peer-

Assisted Learning Program will help you to cultivate your responses. 
 

“Leaders, if you are faced with a difficult situation, it’s ok to pause before acting.” – Jane  
 

 

1. You lead a team of both new and returning 
members. During an in-person discussion, 
several of the returning members seem 
disengaged. 

 

 What cues might you observe to 
indicate they are disengaged? 

 

 What can you do to re-engage those 
members? 

 

 
2. You notice that one of your team members 

shows up late to meetings, rarely shares 
their voice in conversation, and their bi-
weekly discussion responses are brief.   

 

 

 How might the behavior of this 
facilitator impact other members? 

 

 What is the first step you take to 
address the behavior? 

 

 
3. You have one team member who continues 

to amaze you in meetings and discussions. 
They are always so respectful and kind. You 
hate to admit it, but this particular member 
is indeed your favorite.  

 

 

 What potential issues could arise?  
 

 What boundaries should be put in 
place to prevent these issues? 

 
4. You are leaving your apartment to drive to 

an in-person meeting. Your car won’t start 
and you have no way to make it.  

 

 With a little bit of planning, how might 
you be able to arrange a remote 
meeting?  

 

 
5. It is week eight of the semester, and you 

notice that several of your teammates are 
not submitting their session reflections.  

 

 What are the pros and cons of 
bringing the situation to the attention 
of just the individual facilitators? The 
entire team 

 
6. What other situations do you think might 

arise?  

 

 What questions can you ask yourself 
now so that you are ready to address 
this situation in the future? 

 

“To prevent choosing favorites, I aimed to find the best quality in each member.” – Jane  



 

 

Peer-Assisted Learning Program 
SMART Learning Commons 

University of Minnesota 

10 Guide for Team Leaders 

Identify Team Expectations 

Consider what it is that you expect from your team over the course of the semester. Right now you have 

the chance to identify your expectations, and to strategize a plan so that your team can excel at these 

expectations.  

 

Expectation Plan of Action 

What role do you expect facilitators to play as 
members of your team?  
 

What opportunities can you arrange to invite 
facilitators to excel at these expectations?  
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 1.6   Cultivate Team Identity 
 

"We called ourselves the Snowflakes to encompass just how different we were in our academic areas. 

Brainstorming that nickname was how we initiated the creation of our shared identity. Every time, I 

called my team by our nickname, we were reminded of the bond we shared. Well… I hope they were 

reminded!” – Jane   

Altogether, you and your team will create a new shared identity. This collaborative identity will be 

formed by the attitudes, perspectives, and contributions from the members within. As team leader, you 

have the chance to initiate the creation and eventual maintenance of this identity. 

 

Ponder this:  

 Of the teams you have been a member of, with which did you feel the most in-sync? 

 What were the main aspects of that particular team’s identity?  

 What opportunities were arranged so that you could contribute to that identity?  

 

 

Team Identity – What is it and why do we need it?  

Team identity goes beyond the sense of pride an individual receives from being a member of a particular 

group. We need to think about the origin of that pride – why do we feel proud to be a member of that 

team? Usually, it is because we support our team’s purpose, and we believe that we are able to 

contribute to it. There is also a sense of trust that the team support us in our work. Team identity is a 

shared purpose that all members can contribute to. 

 

 

 

 

 

 

 

The question still remains – why do we need to establish a shared purpose? Well, we want our members 

to get the most out of meetings and discussions so they can be the best facilitators they can be. Team 

identity will lead to trust, mutual respect, and better communication, and therefore, better 

participation. Instead, lack of team purpose might result in general disengagement and lack of 

participation in certain members.  

How do you envision your 

team’s purpose? 

How can your team members 

contribute to that purpose? 
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Team Member Identity  

We will use individual team member identity as the mechanism to foster a sense of shared purpose. The 

key is to encourage facilitators to explore the question “Who am I as a member of this team?” Learning 

Point Group (learningpointinc.com), a consulting firm focused on leadership and supervisory 

development, proposes a method for establishing team member identity in groups. The goal of this 

activity is to encourage team members to explore their identity through their commitment, 

contribution, and concerns regarding the group. See below for guiding questions and prompts taken 

directly from Learning Point Group’s activity (Learning Point Inc.). 
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Explore Team Member Identity  

We now have many guiding questions to help us ponder team member identity. The next step is to 

apply these questions to the activities and discussions that we arrange. Let’s begin brainstorming! For 

each of Commitment, Contribution, and Concerns, choose one of the questions in that category, and 

then brainstorm an activity that illustrates that question. See below for an example.  
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The Greater PAL Community 

It can be easy to forget that your team is just one within the greater PAL program. Each team rests on 

the eight principles that uphold the entire program. Just as you will encourage your members to explore 

themselves within the context of your team, you should strive to encourage them to explore their role 

within the greater PAL community. One way to maintain and contribute to the purpose of the entire 

program is to maintain cohesion between the teams. As a team leader, how can you foster collaboration 

across teams? 

 

Ponder this:  

 What unique insights and perspectives does each team bring to the table? 

 What are the benefits of your team gaining access to these insights and perspectives?  

 What action steps can you and your fellow team leaders take to increase collaboration across 

teams? 
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 2.1   Pre-Semester Checklist 
 

To-Do  

    ✔ 

 

Prior to training:  
 

1. Make a contact group in Gmail of your team members’ emails  ________ 
 

2. Explore the PAL Hub ________ 
 

3. Review training assignments for new and returning facilitators ________ 
 

4. Send out a welcome email to your team (see 2.2) ________ 
 

5. Review training agenda with Mary ________ 
 

6. Prepare agenda for team meeting breakout sessions ________ 
 

Training – team meeting breakout sessions:  

7. Develop communication plan with your team (see 2.3) ________ 
 

8. Explain fliers and making announcements in lecture (not for Math 1031, 1051) ________ 
 

9. Choose meeting time and space ________ 
 

Post training:   

10. Notify team of first team meeting, to be held before their first PAL sessions ________ 
 

11. Remind team members about introducing themselves to their instructors – by 
email and in person - after one of the first week’s lectures that they attend 

 

________ 
 

12. Continue to fill out Workspace for Facilitator Information (see 1.4)  
 

________ 
 

13. Reflect on the questions posed in 2.5 
 

________ 
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 2.2   Welcome Emails 
 

When you compose your welcome email, you are doing so much more than just introducing yourself. 

You are setting the tone for the entire semester! Think of this email as a virtual handshake. Strive for 

each team member to feel as if you are personally shaking their hand, welcoming them to the team.  

Points to consider: 

 Introduce yourself – major, year in school, career plans (if known), your PAL experience 

(courses, how long)  

 Makeup of the team – subject areas; voluntary/mandatory; who’s new, who’s returning 

 What your role will be at the pre-semester training 

 Share a memory from when you first started with PAL, or recall something from the first 

training that has stuck with you 

 Tell what you like/love about PAL 

 Express your excitement for the upcoming semester 

 

Ponder this:  

 Reflect on the welcome email sent by your team leader – Which points did they include? Which 

points do you wish were included? How did you feel after you read the email? 

 How can you construct your welcome email to set the desired tone for the semester? 

 

Example 1: 

Hello Math Team, 
 
My name is Rachael and I will be the Math Team Leader for the upcoming semester. I will be graduating 
next spring and this will be my fourth semester facilitating with PAL. I am pursuing a degree from CLA 
with a major in Biology, Society, and Environment. As a freshman here at the U of M, I took Pre-Calc 
1051 and was a student in a mandatory PAL course. PAL helped me stay on top of my homework, build 
relationships with students in my class, and gave me the opportunity to study material in a semi-
structured setting. I really loved working with someone other than my TA or professor who built a 
classroom where it was perfectly normal to make mistakes and ask questions. I am looking forward to 
getting to know each of you and working with you as we strive to facilitate learning in our respective 
math courses. Let me know if you have any questions right away about training or the semester, I would 
be happy to help you out. Also, for those of you who are new to the team, I recommend getting 
acquainted with the resources available in our 'shared documents' folder, found on the left margins after 
logging into the Staff page. These resources will be very helpful throughout the semester. Have a great 
rest of your summer! 
 
Rachael  
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Example 2: 

Hey Everyone!! 

Can you believe it’s already the end of summer? Time to start thinking about PAL training!  
 
First off, just wanted to let everyone know that the team has gained four new members!!! Elaina, (who 
many of you know from the math team last year) will be joining us and facilitating PHSL 3051 and PHYS 
1301W. We also have three new computer science facilitators: Ben, Andy and Michael who will be 
facilitating CSCI 1133. A huge welcome to all four of you! 
 
Prior to next week's training, check out the prep work that Mary has posted on the PAL website. This 
year, Mary wants to try using a Moodle page instead of the PAL Wiki page we have used before. This 
Moodle page should show up under your courses in my. 
 
Also, please don't forget to SEND MARY YOUR UPDATED FALL SCHEDULES. If nothing has changed since 
you last sent her your schedule in the spring please let her know that as well. Once everyone has sent 
Mary their schedules, I will start putting together a Doodle poll to help us decide when we will be hosting 
our team meetings this semester. 
 
Can't wait to see everyone next week! :)  
Jessica 
 

Example 3: 

Dear PAL Facilitators, 
 
Hello! My name is Jane Benson, and I will be the PES/VOL Team leader this upcoming fall. This will be my 
third semester facilitating Math 1051 for college pre-calculus. I am in pursuit of my BA in mathematics 
through CLA with a minor in Economics. My primary concentration lies in Math education, and I aspire to 
become a teacher/ professor.  
 
One of my favorite memories from my previous year of facilitating was when I witnessed my students 
coordinating a study session for their final midterm. This indicated to me that students felt comfortable 
with each other. That is one of the goals of PAL - to create a welcoming and encouraging environment 
for students to learn with each other. To see this goal in action was beyond rewarding. 
 
You all get to take part in something incredible this fall. Be prepared to be challenged, and rewarded.  
I am so excited to take part in this journey with all of you. 
 
Warm regards,  
Jane 
 
P.S. DO email me with any questions that you might have prior to training. That is what I am here for. :) 
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 2.3   Communication Plan 
 

Communication details to consider:  
 

 Develop standard subject line for all of your emails 

o Example for weekly reminders: “PAL Snowflakes – Week of 9/27 – Reminders” 

 If asking for something in an email, will you add “response requested” in the subject line? 

 Frequency of emails – weekly? Biweekly?  

 Expectations regarding response time 

 Will you send alerts about time reporting, the next team huddle, any prep expected for in-

person meetings?  (PAL Hub will have a calendar with team meetings and time reporting listed.) 

 Will you ask facilitators to prepare for upcoming in-person team meetings? For example, do 

they need to think about a question or prepare a prompt for the upcoming meeting? 

 How do you plan to use the team meeting notes and bi-weekly discussion pages?  What do you 

expect from the team as far as reading them?  

Example 1:  

Good afternoon Snowflakes, 
 
Just sending a few friendly notifications: 

 Meeting Location: We’ll keep our original meeting location at the Starbucks in Coffman at 8am!  

 Bring your Facilitator Guidebooks and computers to tomorrow's meeting. We will discuss and 
generate potential meeting/ Moodle post topics.  

 Take a look at the most recent Moodle post. React to the questions that I pose in my response to 
your post - bring your thoughts to meeting.   

 
Until tomorrow,  
Jane 
 

Example 2: 

Hey Everyone! 

Hope you all had a nice break! First of all, timecards are due TODAY, hope you all have gotten them in!  

 We will be discussing our review sessions so come prepared to discuss potential topics and 
questions for them. 

 We will also be having a brief discussion on the Moodle posts from last week so make sure to 
complete this activity and be prepared to discuss some of the things you wrote about.  

 Bring a printed copy of your worksheet or session plan for this week 
 Try to be on time! Our discussion time is valuable and it’s our last meeting! 

Thanks everyone, looking forward to seeing you all tomorrow! 
Rachael  
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 2.4   Meeting Time and Space 
 

“Due to our hectic schedules, the only time that we were able to meet was at seven AM on Thursday 

mornings. We met at the Starbucks in Coffman, so everyone could get their fill of coffee need-be.” – Jane  

 

Meeting Time  

Choosing a meeting time will require everyone to put their heads together. There are several online 

resources that simplify the scheduling process. Two such resources are Doodle and When2meet; both 

allow team members to submit their availability online. Do some digging to find which method will work 

best for you. Just know, you do not have to sift through everyone’s schedule by hand to find a meeting 

time. Let technology take that burden!  

 

Meeting Space  

Consider meeting locations that are central to team members’ classes and obligations.  Below is a list: 

Location Highlights 

Starbucks in Coffman 
 
 

 Central to both East and West Bank 
 Hub for bus routes that circulate campus  
 Coffee – need we say more?  
 Excellent for early morning meetings, as there are many 

tables available (Be careful of this location from mid-
morning to late afternoon as it can get crowded) 

Northrop Auditorium  Quiet, sunny, and clean  
 Surdyk’s Café inside (serves food too)  
 Large study nooks/tables located on the sides of each 

floor – might require leader to arrive early to score a spot  

Walter Library   Two conference rooms on third floor with whiteboards 

 Quiet and secluded (no distractions) 

 Convenient for picking up printouts/SMART cabinet 

Purple Onion   Casual, relaxed atmosphere 

 Food and coffee – good for early morning meetings 

 Can be noisy and distracting (esp. midday) 

Classroom  Availability depends on day and time – talk to Mary  

 White board space 

 Quiet and no distractions 

Keep in mind the differences between public and private spaces - both have pluses and minuses. 
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 2.5   Gauge Participation 
 

Just as the success of your PAL session relies on student interaction, your team meetings will be more 

productive if the members voice their ideas, ask questions, and thoughtfully reflect on their sessions 

during the meeting. 

 

What constitutes participation?  

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

How do team members’ personalities influence how they contribute to the team? 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

What are some observable cues to gauge team member participation? 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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 3.1   Semester Checklist  
 

To-Do     Fall 

  ✔ 

  Spring 

✔ 

Communications: 
 

  

14. Send out reminder for meeting, notifying team members of meeting 
agenda and of any preparation that you expect 
 

______ 
 

_______ 
 

15. Explain fliers and making announcements in lecture (not for Math 1031, 
1051) 
 

_______ _______ 
 

16. Offer encouragement and humor as needed when communicating _______ 
 

_______ 
 

Meetings: 
 

  

17. Refer to PAL Team Meeting Topics regularly _______ _______ 
 

18. Make an outline of topics you plan to cover and prepare a calendar for 
yourself 
 

_______ 
 

_______ 
 

19. Refer to training videos to integrate into meetings/discussions 
 
 

_______ 
 

_______ 
 

20. Keep track of participation of team members in meetings/discussions _______ 
 
 

_______ 
 

Observations: 
 

  

21. Check that all team members have scheduled a peer-observation and 
completed them 

 

_______ 
 

_______ 
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 3.2   Pre-Planning Questions 
 

“While there are many helpful resources in planning for weekly huddles, there still remains one resource 

to mention – this resource is your team. There will be times during the semester when the needs of your 

team will require you to rethink tomorrow’s meeting agenda or reconsider next week’s discussion post. 

By remaining in-tune with your team, you will be able to identify these moments. The key is to be flexible 

and open-minded to the idea that plans may need to change. To jumpstart my planning process, I would 

ask myself a few general questions to help me assess the dynamics of my team.” – Jane 

 

Pre-planning Questions: 

 How can I use the team meeting/discussion to meet the needs of my team? 

 

 What should facilitators take away from the topics presented? 

 

 What resources do I want to bring to my team members’ attention (e.g. handout on 

redirecting questions)?  

 

 What activity will I use for team members to debrief their previous sessions?  

 

  What type of warm-up or wrap-up can I include? 

 

 What experiences and perspectives do my team members bring to discussion? How can 

I structure the meeting so team members have a chance to share these unique insights? 

 

  What ideas still linger from the previous weekly huddle? Or, for the in-person meeting, 

what themes from the previous week’s discussion post need further consideration 

 

  What activity or facilitation strategy can I model for my team members? 
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3.3   Words of Encouragement 
 

“Your team members are also students – they face midterms, finals, all-nighters, and many of them work 

other part-time jobs. Simple words of encouragement can brighten a team member’s day, as well as re-

engage them in their work duties. Consider how you can offer encouragement to your team during high-

stress periods such as midterms or finals – this will remind your team that you care. See below for an 

email excerpt from Carolyn that inspired me to include this section.” – Jane 

 

Carolyn’s Email of Encouragement 

Hey Team, 

I thought some of you might need some encouragement today, especially those of you doing review 
sessions, so I thought I would share a conversation that I had with a former PAL student today. 
She came into my room after my session was done (her class was in the room next) and asked me if the 
math on the board was College Algebra. I said yes, it's from a PAL session. She got really excited and said 
"I love PAL! I was in College Algebra and it was super helpful!" 
 
If you're ever feeling discouraged about your impact, remember that the negative voices are loudest. 
There are students out there who love our PAL sessions and that's why we keep doing it. 
 
Carolyn 
 

Design your Encouragement Plan 
 

Brainstorm some possible points during the semester when your team could use some extra motivation 
– midterms, finals, review sessions, etc. Think about how you want to encourage them. You might 
arrange a fun interactive team meeting, send out a kind email like Carolyn did, or arrange with Mary to 
have snacks at the meeting. Below are a few blank spaces for brainstorming.  
 
 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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3.4   Weekly Huddle Objectives 
 

“Part of session planning is to develop learning objectives (LO’s) to give students clear academic goals to 

works towards. LO’s help maintain organization and structure. We can all agree that time management 

is a challenge in PAL, and LO’s can help us manage and prioritize content, and thus, our time. Similarly, 

weekly huddle objectives can focus meetings/discussions on a few clear topics, as well as help maintain 

structure. Consider forming huddle objectives prior to meetings and discussions, and sharing them with 

the team. See below for huddle objectives examples from past meetings and discussions.” – Jane  

 

Example 1 – Strategize for the Unplanned  

 Reflect on your session to determine the connection between unplanned events and observable 

clues.  

 Design a facilitation strategy to help you anticipate a "bump in the road" before it occurs, or that 

you can use to accommodate for the unplanned situation as it unfolds (see Appendix A: 

Strategize for the Unplanned meeting worksheet).  

Example 2 – Meeting Topics Workshop 

 Design meeting topics in a collaborative setting.  

 Determine how you can provide feedback to another team member with the following question 

in mind: Do I say something that could inspire further conversation? (see Appendix B: Meeting 

Topics Workshop activity). 

 

Example 3 – Ideating Worthwhile Activities 

 Reflect on how you currently teach and/or model study strategies in our PAL sessions. 

 Identify evidence-based study strategies from Make It Stick that might apply well to you PAL 

sessions 

 Brainstorm warm ups, activities, or wrap ups that include these strategies (see section 4.2). 

 

Example 4 – Communicate Experiences in PAL to Future Employers 

 Articulate how your experiences in PAL have shaped your intellectual, personal, or professional 

skills.  

 Determine how you will communicate your growth in PAL in a professional context (job 

application, personal statement for grad school, interview, etc.) (see section 4.4). 
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3.5   Promote Participation 
 

“One of the greatest challenges of leading is defining ‘participation’. Each team member has a unique 

personality and communication style, and these differences reflect in how they participate. You will have 

members that are quiet, some that are outspoken, others that are loud – and you get the idea. The key is 

to gauge how each member communicates and interacts with the group. Then, after you understand 

more about your team members, you can arrange opportunities that challenge their professional 

growth. You might choose to challenge some members to speak more, while you encourage others to 

speak less (to give other members a chance to share their voice). Think about your team, and think about 

how you can challenge them to ‘dig a little deeper’. Your method of doing so will depend on the specific 

team members involved in the interaction.” – Jane  

 

Promote Participation Unique to Each Member  

 Take note of the personalities and communication styles that your team members express. Ask 

yourself, ‘What observable cues indicate to me that he/she is participating?” Do this for each team 

member. Then ask, “How can I encourage and promote the unique participation style of this member?” 

 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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4.1   Conduct PAL in a Diverse Community  
 

Weekly Huddle Type: 
In-Person Meeting 

Grouping: 

Pairs  Large Group 

 

Supplies/Prep: 
Prepare discussion questions that address the different aspects of diversity involved in conducting PAL. 

You might choose to incorporate a collaborative technology like Padlet (https://padlet.com/) for team 

members to record their thoughts. 
 

In a previous math team meeting, facilitators explored topics of diversity through a variety of questions. 

These questions, listed on the following page, were coupled with the warm-up activity, Quiz Quiz Trade 

(see Appendix C: Quiz Quiz Trade). For the activity portion, team members put themselves into pairs and 

discussed different prompts posed by the team leader, and their thoughts were recorded on Padlet – 

the following image contains the discussion from this meeting. 

 

Notes:  
If you want team members to bring their laptops, send a reminder so they come prepared. 

https://padlet.com/
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Quiz Quiz Trade Questions 

 What aspects of diversity are not visible in your session? 

 How can you learn about these aspects even though you cannot see them? 

 

 You are leading a PAL session for a course composed mostly of STEM majors. Everyone is male 

except one female. 

 What challenges does this situation pose? 

 How might you handle these challenges? 

 

 A student confides that she needs help with an issue that is causing a lot of frustration. English is not 

her first language and she is having difficulties following the class lectures. 

 What suggestions do you offer? 

 How could you turn this into a learning opportunity for the group? 

 

 A student confides that he needs help with an issue that is causing a lot of frustration. He discloses 

that he has a learning or physical disability. 

 What suggestions do you offer? 

 How could you turn this into a learning opportunity for the group? 

 

 “First seek to understand, then to be understood.” - Steven Covey, Author of Seven Habits of Highly 

Effective People. 

 In what ways do you “seek to understand”? 

 What does this quote mean in the context of your PAL session? 

 

 Think about a time in which you felt your teacher/ TA/ coach was respectful of your personal 

identity in class. What happened? Which aspect(s) of your identity were they mindful of? 

 

 What parts of your personal identity are most important to you? How do you express these aspects 

of your identity?  
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4.2   Ideate Worthwhile Activities  
 

Weekly Huddle Type: 
In-Person Meeting 

Grouping: 

Pairs  Large Group 

 

Supplies/Prep: 
Prepare the Google Slides template prior to meeting (see next page for a slide example). 

Determine which section(s) of Make It Stick (Brown, Roediger, & McDaniel, 2014) to highlight for the 

meeting. Will you have facilitators review the reading before meeting?  
 

Warm-Up:  
The following questions are answered individually on notecards, then discussed in the large group.  

 Which study strategies do you find most helpful in your personal life? 

 In prior PAL session, how have you tried to incorporate worthwhile study strategies into session 

plan/activities? How do you model these study strategies? 
 

Activity:  
Team members take a moment to choose the evidence-based strategy from Make It Stick that is most 

appealing to them. They then elaborate on why they chose that specific strategy.  
 

Team members design an activity that incorporates their chosen study strategy – warm-up, wrap-up, or 

main activity in a PAL session. Members then record their ideas on Google Slides while responding to the 

following points:  

 Chosen study strategy  

 Activity/warm-up/wrap-up that incorporates the strategy 

 Why the strategy works 

 

Wrap-Up: 
Team members take turns sharing their activities with the large group.  
 

Possible Question Probes:  

 How difficult will it be to incorporate this activity in a PAL session? 

 Should you explicitly explain the strategy to the students?  

 Can you model it first?  

 How can you monitor feedback to gauge how the strategy “worked”?  
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Activity Examples 
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4.3   Create Learning Objectives  
 

Weekly Huddle Type: 
Bi-Weekly Discussion 

Grouping: 
Individual 

 

Discussion Post Prompt:  

In session planning, we generate learning objectives to answer the question: "What will students be able 

to do by the end of the session that is specific and measurable?" - see the PAL session planning 

form. Let’s examine how we currently write these LO’s, and see how we can improve. By sharpening our 

LO’s, we give our students clear academic outcomes to work towards mastery in session.  

Check out:  

http://www.celt.iastate.edu/teaching/effective-teaching-practices/revised-blooms-taxonomy 

Iowa State University - Center for Excellence in Learning and Teaching utilizes a revised version of 

Bloom's Taxonomy (a method of organizing educational outcomes/ goals) in order to guide how their 

educators/ aspiring teachers form learning objectives.  

Also:  

https://www.mindtools.com/pages/article/smart-goals.htm 

Many of us are familiar with SMART goals: Goals that are Specific, Measurable, Attainable, Realistic, and 

Timely.  

Respond to the following:  

 How do the ideas from the above resources challenge your current method of writing learning 

objectives? 

 Apply these ideas by rewriting one learning objective from a previous session plan. Include the 

original learning objective and the revised version, as well as describe the changes that you 

made. 

 

Notes:  

This discussion prompt asks facilitators to revise previous learning objectives; another option is to have 

them apply the principles of Bloom’s Taxonomy to form the learning objectives for their upcoming 

session.  
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4.4   Articulate Professional Development  
 

Weekly Huddle Type: 
Bi-Weekly Discussion 

Grouping: 
Individual 

 

Discussion Post Prompt:  
 

Dear Team Members,  

    

Can any of you relate to the picture above? Perhaps, you are scrambling to finish grad-school 

applications, job applications, or prepare for that big interview coming up? If so, then stay tuned, this 

discussion-post is here to the rescue! Even if the picture above does not describe your current situation, 

this topic will still prepare you for your future professional endeavors.  

 

In this post, you will:  

 Articulate how your experiences in PAL have shaped your intellectual, personal, or professional 

skills.  

 Determine how you will communicate your growth in PAL in a professional context (job 

application, personal statement for grad school, interview, etc...). 

 

Respond to the following prompts:  

 Reflect on your intellectual, personal, and professional skills for a moment (you are all very 

talented, so this might take a while ). Choose two of the underlined skill areas, and elaborate 

on how PAL has shaped your growth in those specific areas. 

 Suppose you want to communicate your growth in PAL in a personal statement or in an in-

person interview. How will you communicate the skills that you have developed? What exactly 

will you say and how do you plan to say it? 
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4.5   Redirect Questions  
 

Weekly Huddle Type: 
In-Person Meeting 

Grouping: 

Pairs  Large Group 

 

Being able to skillfully redirect questions is on just about every facilitator’s radar. In order to help guide 

team members through this topic, dedicate a team meeting to discussing scenarios in which redirecting 

methods can be used. In order to prepare, brainstorm scenarios in which a facilitator might find 

themselves redirecting questions. Another option is to have facilitators generate these scenarios for 

themselves. Next, have facilitators work in pairs as they discuss possible ways to handle the situation. 

Afterwards, debrief the ideas as a large group. See below for Lu’s math team meeting notes on this 

activity.  

 

Meeting Notes: 

Article Source:  

http://www.asc.dso.iastate.edu/tutoring/currenttutor/questions 

 

Scenario 1 

Student: “I don’t know how to start this problem. Could you walk me through it step by step?” 

Possible Responses: 

 “Let’s take a look at it together”. Most of the time, students will be able to figure out how to 

approach the problem after they read the question again. 

 “What information are you given in the problem? What kind of answer are you looking for?”  

Scenario 2 

Student: “What should I do after I set up the equation?” 

Possible Responses: 

 Ask students to consider what the goal of the problem is, and what types of information they 

need in order to achieve that goal.  

 Encourage students to trust their intuition. In the real world, students will need to be able to 

generate possible solutions/answers to various situations, and they can use their intuition as a 

resource in doing so.  

  

http://www.asc.dso.iastate.edu/tutoring/currenttutor/questions
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Scenario 3 

Student: “I finished this problem. Can you check my work for to see if it’s correct?” 

Possible Responses: 

If it’s correct: 

 “Looks good!” If it is really nothing complicated, just let them know. Sometimes it is OK to ask if 

they are confident about their answer, but sometimes could be condescending. It depends on 

how you word it.) 

 “Walk me through your work so I can see exactly how you did it.”  

If it is not correct: 

 “Not quite” Be honest but don’t make the student feel embarrassed 

 “You are close. “Give them a hint. 

 “Can you walk me through your work?” Figuring out what went wrong is one of the most 

important parts of learning process. 

Scenario 4 

Student: “I remember our professor mentioned log differentiation at some point, but I can’t remember 

exactly what that is, could you tell me what the definition is and how to use it?” 

Note: If it is something that the students must know for exams, then it is usually a good idea to avoid 

directly giving them the answer. They need to know where to find it. 

Possible Responses: 

 “So what pops into your mind when you see “log” and “differentiation”?” (Students should have 

the right intuition.) 

 “You can refer to your book or lecture notes.” (If they don’t have a book or notes, could let the 

group share one. Encourage group interaction as well!) 

 “Try to Google it!” (It is also mentioned that the facilitator could show them how to find online 

resources using Google, so that students won’t think that the facilitator didn’t give them the 

answer because the facilitator does not know the answer either!) 
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4.6   Connect Weekly Huddles  
 

Weekly Huddle Type: 
Discussion Post  In-Person Meeting 

Grouping: 
Varied 

 

Connecting discussion posts and in-person meetings can be helpful during the semester. For example, 

mid-semester survey planning can span two weeks – one in-person meeting and one discussion post. 

See below for one example of how to conduct mid-semester survey planning over a two-week period.  

 

Week 1: Bi-weekly Discussion Post Prompt 

Mid-semester surveys are a great way to gauge student responses to a set of questions. Their responses 

help us to know how we can improve and better our sessions. As well, they fill us in on what we are 

doing well.  

 Some questions that we discussed include:  

 What keeps you coming back to PAL? 

 What would you add/ change/ take away? 

 Which activities have worked well? 

For the first part of this post, think about what types of questions you would like to include on our 

surveys. What would you like to know? How might these questions help you plan for future sessions? 

Goal: Create an original question, or tweak an existing question! 

 

 Last week, we talked a little bit about a hypothetical survey situation: You pass out a survey that asks, 

"How do you feel when you leave PAL?", and a majority of your students respond with "Challenged".  

 How would you interpret this? 

 Is there a difference between challenging your students and a student feeling challenged? 

 In what ways, do you personally feel that you need to challenge your session? 

 What do you want your students to gain?  

 

The above questions are prompts. Do not feel pressure to hit every bullet point; they are just to get you 

thinking about these ideas. What is more interesting is where you all take these ideas. 
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Week 2: In-Person Meeting  

The in-person meeting can be used to sift through potential survey questions, finalize the wording, and 

arrange the questions on the survey. See below for Jane’s meeting notes on one way to conduct a mid-

semester survey discussion.  

 

Meeting Notes: 

Today, we sifted through our potential survey questions. 

Before meeting, I put all of the potential questions on note cards. Then, as a team, we organized the 

questions into groups: questions that got at similar ideas were in the same group. Then, out of those 

groups, we chose one question that best represented the idea (in some instances, we rewrote the 

question to better encompass what we were trying to ask). The final step was to arrange the questions 

in the order that we would like to see them on the survey.  

 

This is what we came up with:  

 Why did you decide to come to PAL in the beginning? 

 What do you hope to gain from PAL? 

 Which activities have been least helpful? 

 What types of activities would you like to see in the future? 

 How do you feel when you leave PAL? (Empowered? Confused? Challenged? Stressed?) 

 What keeps you coming back to PAL? 
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4.7   Incorporate Warm-Ups and Wrap-Ups  
 

Weekly Huddle Type: 
In-Person Meeting  

Grouping: 
Varied 

 
There is a strong connection between planning for PAL sessions and for in-person meetings – both 

require careful preparation and topics being discussed must be relevant to its participants. The structure 

of a PAL session can also serve as a model for in-person meetings – warm-up, activity/discussion, 

followed by a wrap-up. See below for a list of short activities that can serve as a warm-up or wrap-up. 

The last two activities are a way to prevent team members from giving a monotonous play-by-play of 

their previous sessions.   

Snowball Fight 

Snowball Fight is a hands-on activity that promotes individual reflection, and encourages facilitators to 

consider perspectives that might differ from their own. To prepare, the team leader designs a discussion 

prompt and gives each facilitator a slip of paper on which to jot down their thoughts. Individually, team 

members think about their responses and write them on the slip of paper; to keep the responses 

anonymous, team members do not record their names. In previous team meetings, the prompts, “What 

is the purpose of a warm-up?” and “What are the attributes of an effective review session?” were used 

with this activity. After facilitators record their thoughts, they form a circle. Then, they crumple up their 

slips of paper and throw them into the circle’s center (snowball fight!). Next, each member picks up a 

new slip of paper/snowball from the center; if a member picks up their own paper, they can swap with 

another person. Going around the circle, each member shares the response on their new slip of paper – 

the response of another team member whom remains anonymous. After all members share, the team 

leader asks members if they would like share their personal responses to the prompt. Note that by 

design of this activity, all responses are originally anonymous, and only after all perspectives and 

viewpoints are shared, are facilitators allowed to claim ownership of their response. In team 

environments, members might be so eager to share their thoughts that they neglect to consider the 

perspectives of their peers. Snowball Fight encourages team members to be mindful of different 

perspectives, while still giving them the opportunity to share their voice in the conversation.  

Newspaper Headline 

This activity gives facilitators the opportunity to reflect on their recent PAL session, and share their 

thoughts with the group. The team leader asks team members to create a newspaper headline that 

summarizes their PAL session or highlights an important event – the catchier, the better. The goal is to 

create a headline that captures the reader’s attention, while conveying the events of their prior session. 

This activity encourages facilitators to prioritize what information to share with the group.  

Session in One Breath  

This activity is designed to give facilitators the chance to reflect on their previous PAL sessions, and 

share their thoughts with the group. The team leader prompts the group by saying “Tell me about your 

last PAL session. However, you have to tell me what you want to say in one breath”. This activity urges 

team members to prioritize which information to convey to the group
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Appendix A  

“Strategize for the Unplanned”  

February 16, 2016 

 

 
Meeting Objectives:  

1. Reflect on your session to determine the connection between unplanned events and observable 

clues.  

2. Design a facilitation strategy to help you anticipate a “bump in the road” before it occurs, or 

that you can implement to accommodate for the unplanned situation.  

 

Activity:  

 

1. Recall: Which aspects of your session did not go as planned? At what point, did you realize that 

things were not going right?  

 

 

 

 

 

2. What observable clues were present that indicated that session was not going as planned? If 

you missed these clues, what will you look for in the future? 

 

 

 

 

 

 

3. What real-time adjustments could you have made? That is, if you were to go back in time, what 

could you have realistically done differently?  

 

 

 

 

 

 

4. What facilitation strategies could you adopt for future sessions? Keep in mind the observable 

clues that you can look for and how you might look for them.  
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Appendix B 

Meeting Topics Workshop  

During the spring semester, each team member has the chance to lead a team meeting. The following 

slides were created during the Meeting Topics Workshop, where team members collaborated on 

potential topics. 
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Appendix C 

Quiz Quiz Trade  

The following activity is taken from Tried and Tweaked, activity 3.1. 

Supplies/Prep: Generate a set of questions that pertain to the 
material – make sure there are at least as many questions as there are 
students. Put these questions on small strips of paper or notecards. 
 
For my Math 1051 PAL sessions, I like to use Quiz Quiz Trade as a 
warm-up. I prepare strips of multi-colored paper – each piece of 
paper has a math problem to solve or a conceptual question to 
discuss. Each student receives a piece of paper. I instruct them to 
find a partner, and take turns asking the question on their slips of 
paper to their partners. Afterwards, they swap questions. Then, 
each person, with a new slip of paper, finds a new partner. The 
process repeats with partner pairs quizzing each other and trading 
papers.  
 
Quiz Quiz Trade can take up very little time, or it can span the time 
of an entire activity – it is very versatile! It is up to you to decide 
how long students move around and interact with each other. 
However, at the end, debrief the questions as a large group. You 
might ask students “What are the highlights from your discussions 
in this activity?” Allowing time for large group discussion is 
important because it gives students the chance to unravel their 
thoughts with their peers.  
 
Encourage students to get out of their seats and move around. The 
point of this activity is to promote participation and allow students 
the opportunity to work with new people.    

 ~ Jane  
 

 

 

 

 

 

 

Subject Area: 

 Any 
 

Grouping:  

 Pairs 
  

Notes: 

You might want to 

come prepared with 

extra questions for this 

activity. If a student 

receives a question for 

a second time, they can 

swap it out for another.  

 

I find it helpful to be 

very explicit with this 

activity – I tell students 

“This activity is 

designed to get you all 

up and moving.”  
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