Checklist: Process Observation

This checklist can be used as a process-observation guide for virtual meetings including teleconferences and videoconferences. It allows an observer to record patterns of targeted behaviour which can lead to potential problems with team dynamics. 

The checklist involves observation, over the time frame of a meeting, of factors such as whether or not one person is dominating the discussion, whether or not there is healthy debate, and whether there is too much agreement.

	Behaviour
	Frequency

	
	Less than two times
	Two to four times
	More than

four times
	Total

	1. The team leader dominates the conversation.


	
	
	
	

	2. One or two team members dominate the conversation.


	
	
	
	

	3. One or two team members appear to negatively criticise the work of others.


	
	
	
	

	4. Debate appears to be excessively negative.


	
	
	
	

	5. Some team members appear to agree with everyone.


	
	
	
	

	6. Some team members appear to be left out of the conversation


	
	
	
	

	7. Some team members appear to be lost or not in touch with the team and its agenda.


	
	
	
	

	8. Some team members appear to be confused about information they should have received.
	
	
	
	


(Source: Duarte & Snyder 2001, p. 199).

