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Group Communication Observation Tool (GCOT)

Information and Suggested Activities

INFORMATION ABOUT THE GCOT

The GCOT is a tool for obtaining feedback regarding communication in group situations (meetings, workshops, classrooms, etc.).  It is an optional tool for individual use and is not a formal test, measure, or rating of communication.

The GCOT Form is a guide for recording feedback during an observation. This form is divided into eight communication categories with examples listed to help define each category.  Examples are not exhaustive, but are representative of the type of behaviors that may be observed for each category.  The listed behaviors are intended as a guide and therefore are not presented as a checklist. A one-page summary of GCOT categories is also available.

By using the GCOT, faculty receive feedback on communication in group situations, including areas of strength and areas that may need improvement. GCOT feedback may be obtained through a self-initiated process or as part of an arranged observation by a Chairperson. Faculty may utilize information gathered through the GCOT in developing communication plans and in writing annual self-appraisals.

SUGGESTED ACTIVITIES FOR GCOT USE

· Choose a group communication setting for the observation (a meeting, class, workshop, etc.)

· Select a person to be your observer. This observer could be a peer or a chairperson.

· With your observer, decide how the observation will be conducted, including where and when it will be and whether it will be a one-time or repeated occurrence.  
· You might want to schedule more than one observation to track changes in your communication effectiveness. 
· Since there are eight GCOT communication categories, you may want to set up multiple observations and focus on a few categories per observation.
· With your observer, discuss the process for observation and feedback, including respect for confidentiality.
· Meet with your observer after the observation(s) to discuss written comments and other feedback gathered with the GCOT form.
· For help in addressing areas identified for improvement, you may use the following resources:

· Faculty Staff Sign Language Education Program (FSSLEP) http://www.ntid.rit.edu/aslie/programs/fsslep/overview.asp
· Spoken Communication Techniques and Strategies (SCTS) Program 



http://www.NTID.RIT.edu/faculty/scts
Group Communication Observation Tool (GCOT) Form

Observed Person:
___________________ 
Setting:
□ Class  
□ Meeting  
# of Participants  ___

Observer:
___________________

□ Lab  
□ Presentation  

Date:
___________________

□ Other _______________

	Categories
	Comments

	I. Organization

· Shares pre-organizers or agenda before class or meeting.

· Makes transparencies and handouts easily readable.

· Allows realistic amount of time for agenda or lesson.

· Writes helpful information on board as class or meeting progresses: key concepts, agenda items, vocabulary, future dates, etc.

· Emphasizes new vs. old material, what is essential information, expectations.

Other: __________________________


	Comments/Suggestions:


	II. Environment

· Size of room is appropriate for number of participants.

· Lighting is good.

· Adjusts lighting as needed (e.g., when viewing projected information).

· Arranges furniture for clear visibility.

· Places equipment to allow visual access to all.

· Has appropriate writing surfaces/writing implements.

· Acoustic and visual distractions are minimal.

· Makes the best of a bad situation.

Other: __________________________


	Comments/Suggestions:


	III. Visuals

· Makes projected print and illustrations appropriate in size and clarity.

· Uses areas of the board that are visible to all participants.

· Indicates on the screen (hand, arrow, pointer) what is being discussed.

· Signifies incorrect answers/methods by crossing them out or noting them in some other way.

Other: __________________________


	Comments/Suggestions:


	IV. Communication Moderation

· Encourages participants to interact.

· Encourages turn-taking.

· Encourages waiting to be recognized.

· Identifies new speakers/signers.

· Repeats questions and comments as necessary or asks speaker/signer to repeat them.

· Keeps discussion on topic.

· Discourages irrelevant or distracting side conversations.

· Interrupts when communication breaks down.

Other: __________________________
	Comments/Suggestions:



	V. Pacing
· Uses pauses to allow participants to think and respond.

· Allows sufficient time for participants to view visuals before discussion.

· Allows sufficient time to change eye gaze (e.g., between technologies and speaker/instructor).

· Waits until facing the group to speak or resume speaking.

· Allows sufficient time for completion of activities before discussion.

Other: __________________________


	Comments/Suggestions:


	VI. 
Presentation
· Seems to be understood  by the participants.

· Converses at a level of sophistication appropriate to audience and material.

· Carefully introduces new vocabulary.

· Gives visual clues when changing topic (e.g., pauses, lists on fingers).

· Makes eye contact with participants.

· Uses appropriate facial expressions and body language; is animated.

· Uses discourse structure effectively (opening, closing, summarizing).

· Produces signs and fingerspelling clearly and accurately.

· Uses fingerspelling for emphasis.

· If SimCom is used, what is said has the same meaning as what is signed.

· Uses clear lip movement if using SimCom.

Other: __________________________


	Comments/Suggestions:


	VII.
Interaction
· Is able to fully and fluently converse with deaf participants.

· Understands participants' communication.

· Monitors understanding by participants.

· Asks for clarification when he/she does not understand a question or comment.

· Is willing to repeat or rephrase when a participant expresses confusion about what was communicated.

· Appears comfortable communicating with participants.

· Participants seem comfortable communicating with instructor/presenter.

Other: __________________________


	Comments/Suggestions:



	VIII. 
Sensitivity to Cultural Diversity
· Establishes or mentions communication guidelines.

· Makes communication accessible to all.  

· Is sensitive to individual communication needs and preferences of those present and is able to adapt to them.

· Is sensitive to the visual nature of signed communication (e.g., maintains clear sight-lines to participants).

· Does not write and talk at the same time.

· Does not talk without signing.

· Uses appropriate attention getting behaviors.

Other: __________________________


	Comments/Suggestions:



Additional Comments/Suggestions:

Use back if additional space is needed.

Summary of GCOT Categories 

I. Organization

· Shares pre-organizers or agenda before class or meeting.

· Makes transparencies and handouts easily readable.

· Allows realistic amount of time for agenda or lesson.

· Writes helpful information on board as class or meeting progresses: key concepts, agenda items, vocabulary, future dates, etc.

· Emphasizes new vs. old material, what is essential information, expectations.

II. Environment

· Size of room is appropriate for number of participants.

· Lighting is good.

· Adjusts lighting as needed (e.g., when viewing projected information).

· Arranges furniture for clear visibility.

· Places equipment to allow visual access to all.

· Has appropriate writing surfaces/writing implements.

· Acoustic and visual distractions are minimal.

· Makes the best of a bad situation.

III. Visuals

· Makes projected print and illustrations appropriate in size and clarity.

· Uses areas of the board that are visible to all participants.

· Indicates on the screen (hand, arrow, pointer) what is being discussed.

· Signifies incorrect answers/methods by crossing them out or noting them in some other way.

IV. Communication Moderation

· Encourages participants to interact.

· Encourages turn-taking.

· Encourages waiting to be recognized.

· Identifies new speakers/signers.

· Repeats questions and comments as necessary or asks speaker/signer to repeat them.

· Keeps discussion on topic.

· Discourages irrelevant or distracting side conversations.

· Interrupts when communication breaks down.

V. Pacing
· Uses pauses to allow participants to think and respond.

· Allows sufficient time for participants to view visuals before discussion.

· Allows sufficient time to change eye gaze (e.g., between technologies and speaker/instructor).

· Waits until facing the group to speak or resume speaking.

· Allows sufficient time for completion of activities before discussion.


VI. 
Presentation
· Seems to be understood  by the participants.

· Converses at a level of sophistication appropriate to audience and material.

· Carefully introduces new vocabulary.

· Gives visual clues when changing topic (e.g., pauses, lists on fingers).

· Makes eye contact with participants.

· Uses appropriate facial expressions and body language; is animated.

· Uses discourse structure effectively (opening, closing, summarizing).

· Produces signs and fingerspelling clearly and accurately.

· Uses fingerspelling for emphasis.

· If SimCom is used, what is said has the same meaning as what is signed.

· Uses clear lip movement if using SimCom.

VII.
Interaction
· Is able to fully and fluently converse with deaf participants.

· Understands participants' communication.

· Monitors understanding by participants.

· Asks for clarification when he/she does not understand a question or comment.

· Is willing to repeat or rephrase when a participant expresses confusion about what was communicated.

· Appears comfortable communicating with participants.

· Participants seem comfortable communicating with instructor/presenter.

VIII. 
Sensitivity to Cultural Diversity
· Establishes or mentions communication guidelines.

· Makes communication accessible to all.  

· Is sensitive to individual communication needs and preferences of those present and is able to adapt to them.

· Is sensitive to the visual nature of signed communication (e.g., maintains clear sight-lines to participants).

· Does not write and talk at the same time.

· Does not talk without signing.

· Uses appropriate attention getting behaviors.


