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Hand-in-handbook 
 
Welcome to the interprofessional course. We hope that you find the course informative and 
inspiring. You are part of a team made up of students from at least two professions. You 
must stay in the same teams throughout the course. 
 
The focus of the course is that, in your teams, you train cooperation across professions, by 
working on a challenge/case posed by practice – e.g. a local authority, an NGO or a hospital. 
The course is structured on the basis of learning activities that to a great extent are initiated 
by you as students, and in which you cooperate actively with other students. So you are 
mutually dependent on each other and share responsibility for each other’s learning, and it is 
important to have a clear grasp of your own profession and also be ready to learn about the 
other students’ professions.  
 
The purpose of the Hand-in-handbook is to help you to train and develop cooperation within 
the team – including to facilitate your cooperation, give and receive feedback, and together 
reflect on your cooperation on resolving the practical challenge/case set. Many of you will 
probably have worked with these elements before in your own study programmes, so you 
will be able help each other to achieve a good process.  
 
In some places the text is placed in boxes – to indicate that these are specific instructions for 
your team collaboration. 
 
We hope that the Hand-in-handbook can support your team collaboration and serve as 
inspiration for your cooperation. 

 
 

1.0 Contents 

2.0 The team's cooperation contract 
In the team, you must draw up a cooperation contract, which you will continuously follow up 
on and possibly revise. 
 
3.0 Facilitation of meetings 
Each of you will facilitate at least one team meeting. The meeting facilitator is responsible for 
both leading and facilitating the team’s meeting. 
 
4.0 Feedback  
You will continuously train giving and receiving feedback to and from each other in the team. 
Peer feedback must be specific, appreciative, academically motivated and forward-oriented. 
 
5.0 Reflection 
You will continuously describe and reflect on your cooperation within the team. What do you 
need to do more of, and what should you develop further, during the cooperation?  
 
6.0 Supervision 
As a team, you are offered three to four supervisions during the course. A focal point is 
determined for each supervision. The other content of the supervision is the team’s 
responsibility.   
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7.0 References to the Hand-in-handbook – for inspiration 
Here, you can find inspiration for literature concerning cooperation, facilitation, feedback 
and reflection.  
 
 

2.0 The team's cooperation contract  
 
In the team, you will draw up a written cooperation contract on one of the first days of the 
course. The cooperation contract can help you to strengthen your cooperation, as a dynamic 
tool that must be continuously developed, evaluated and revised, in collaboration with your 
supervisor. 
 
The cooperation contract will typically comprise 1-2 standard pages and must be attached as 
an appendix to your written assignment (see the course description in section 6.2.).  
 
It is essential for your team to have clear agreements concerning the cooperation, to 
eliminate any doubt concerning your expectations of each other. You can use these 
questions as a basis to discuss, and then write down, the framework and agreements that are 
to apply to your cooperation. 
 
Questions to serve as inspiration for drawing up the team’s cooperation contract 

What agreements do we wish to make in terms of the working method?  
 

 What agreements do we wish to make concerning working hours, meeting place, 
meeting discipline, preparation, workload, absence and working atmosphere? 

 What agreements do we wish to make about coming late to meetings and being 
absent from work in the team? How will the lost time be made up? Responsibility 
for keeping up and following up? 

 How do we ensure that every team member’s profession is included in the team 
collaboration? 

 How do we in the team achieve the targets/tasks set? 
 
What agreements will we have concerning the working environment in the team?  
 

 What do we expect of each other with regard to the academic level?  

 How will our meetings be organised and run? Should we keep a log/diary with an 
overview of the team's work process, etc.? See also section 3.0 concerning the 
facilitation of meetings. 

 What social framework will we have in the team? (Time for informal chats, Friday 
bar, cake rota, etc.?)  

 
What agreements will we have in terms of ongoing evaluation of our cooperation?  
 

 Who is responsible for ensuring that we evaluate our cooperation in the team 
(facilitator or someone else)? How will this take place? How often will it take place? 
See also section 4.0 concerning feedback. 

 What must we do if agreements and cooperation contracts are not observed?  



 

 

 

 

 

 
4 

 How will we handle disagreements or conflicts in the team? This might be personal 
conflicts/chemistry, role conflicts, academic conflicts, attitude conflicts, norm 
conflicts, labour conflicts, conflicts of ambition, knowledge conflicts, process 
conflicts, etc. 

Instruments to resolve disagreements in the team – taken from IntraPol 
Nip any disagreements in the bud before they become conflicts and start to excessively 
influence and affect your work. Below is a proposal for a process whereby you can discuss 
and resolve disagreements within the team. It is often a good idea to get help for this 
process. If any disagreement arises, you should first speak to your supervisor. The supervisor 
can help to resolve the disagreement or refer you to a student adviser.  
 
Questions to serve as inspiration on handling disagreements in the team 

Investigate the disagreement 

 Go round the table and let everyone describe how they experience the cooperation 
and any problems in this respect. Everyone should have a chance to speak without 
interruption. If necessary, you can set a time limit so that everyone has e.g. five 
minutes to speak, without anyone else interrupting. 

 Make sure that each person feels that their input is heard and acknowledged. 

 You should also be aware of your mutual expectations of each other.  
Working in a team is a professional working relationship, not a therapy or 
friendship group.  

 
Understand the disagreement 

 Listen to each other's version of the disagreement without interrupting or judging. 
Have a nuanced discussion about what is said. No single person has the right recipe 
or truth.  

 Try to get to the root of the disagreement and understand it.  

 Everyone is a party to the disagreement. 
 
Find proposed solutions 

 Finally, go round the table again, so that you can also make suggestions for how to 
resolve the disagreement in the team.  

 Your starting point should be what you can each do for the cooperation in the 
team. 

 
Evaluate proposed solutions 

 Agree on when you will evaluate the agreed solution proposal(s). 

 
 
How can criticism and disagreements be positive? 
It is not appreciative to gloss over problems or to sweep them under the carpet. Often 
professional development takes place only when you are able to handle disputes, 
disagreements, or even conflicts, in a constructive way. If you are too ready to agree, you will 
not necessarily get down to the underlying nuances and perspectives. Different academic 
backgrounds and disagreements are not only necessary to resolve complex tasks; they are 
also of great benefit to your academic development. By putting your different academic 
profiles into play, you will, for example, be able to take a more nuanced view of the 
challenge/case posed by practice, and thereby offer more constructive solution proposals. At 
the exam, it can also be beneficial to describe the disagreements that have arisen during the 
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process, since disagreements can be related to many areas of cooperation theory and 
significant reflection.  
  
 

3.0 Facilitation of meetings 
 
You must all take turns to be the meeting facilitator of a team meeting, with the team 
agreeing on the order (e.g. whose birthday comes first). The meeting facilitator is responsible 
for both leading and facilitating the team meeting – among other things by creating a 
structure, managing the process and staying focused by, for example, asking reflective 
questions, listening actively and giving each participant an opportunity to contribute. When 
facilitating cooperation, it is important that everyone has a say, and that no one is allowed to 
dominate or hide. It is important to focus on roles and any power structure. 
 
Facilitation can be defined as follows: The concept of facilitation concerns helping a group of 
people to achieve a common goal and assisting them in achieving the required results by 
staying focused on the framework and dialogue. This concerns managing the form and the 
goals, rather than the content (Ravn 2011; Van Loon & Larsen 2012). 

Tools for facilitation of meetings 

The meeting facilitator can use various different tools, techniques and inclusive processes to 
help the team to progress in the work and the cooperation – for example talking in pairs, 
active listening and silent reflection. Read more in the book Studiegrupper. Samarbejde og 
facilitering (in Danish only). Chapter 5 (see reference in section 8). 
 

 
To ensure that the cooperation in the team is professional, your meetings must be 
structured. You can use this outline for your team meetings: 
 
Outline structure of team meetings 

Allocation of roles: Who is to be the facilitator? Who is to take the minutes? 
 
Follow-up and possible revision of the cooperation contract: You must follow up on your 
cooperation contract regularly, and revise it, where appropriate.  
 
Plan the day’s work tasks: Discuss how far you have come in the process with the team’s 
challenge/case, so that all team members know what they are to work on. 
 
What knowledge do we need in order to work on the challenge/case, and where can we find 
this knowledge? Draw up a bibliography of known and new literature, which you will use to 
work on your challenge/case. 
 
Work on the challenge/case: When the team has obtained the relevant knowledge, you can 
work on the team's challenge/case. 
 
Feedback: You must give each other feedback on the day's team meeting. 

 
After each meeting with the meeting facilitator, you must assess your meeting in order to 
develop your team collaboration. The following tools are to be used for this. It is extremely 
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important that you give each other feedback in a specific, constructive and friendly way. See 
also section 4 on peer-to-peer feedback. 
 
How do we assess and develop our team collaboration?  

Based on the following five action dimensions, you must assess your interprofessional 
team collaboration.  
 
How good are you, on a scale from 1 to 5 (where 5 is the best), at: 
 

 1 
(÷) 

2 3 4 5 
(+) 

Communicating with each other      

Collaborating in a targeted way      

Cooperating in an appreciative way      

Putting your different academic profiles into play      

Creating interprofessional learning through reflection      

 
You must do the following: 

 Give an individual response and each use about a minute to describe your experience of 
the meeting (without interruption). 

  Then discuss the responses in the team. Answer the following questions: 
- Are we moving in the right direction? 
- What do we wish to retain in our team collaboration? 
- What do we wish to develop in our team collaboration? 
- Where do we go from here? 

 You should also consider your different roles: 
- How was it to be the meeting facilitator?  
- How was it to be a meeting participant? 
- As meeting facilitator or meeting participant, how have you contributed and 

interacted well? 
Save the response so that you can see how your team collaboration develops. 

 

 
4.0  Peer-to-peer feedback 
 
You are expected to give and receive feedback in your team as a central element of your 
learning from the interprofessional course. Peer-to-peer-feedback can be understood as “the 
observation, commenting upon and at times assessment of students’ work by other 
learners”(Nagori & Cooper, 2014, s. 216). 
 
Peer-to-peer feedback focuses on giving feedback on fellow students’ work and on receiving 
feedback on one’s own work. You can use peer-to-peer feedback to practice your ability to 
cooperate. You are encouraged to, for example, explain and reflect on your own 
understanding, achieve a mutual understanding and correct any misunderstandings, as well 
as describing what you see and hear.  
 
The perspectives of various professions can strengthen the durability of the problem solving. 
It is difficult and time-consuming to give and receive feedback. Yet it is necessary to activate 
your own and the other team members’ knowledge and to find a sustainable and well-
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founded solution to the challenge/case on which you are working. Peer-to-peer feedback 
thus helps you create professionally committed communities. 
 
Students sometimes ask why the teacher cannot just give the correct answers, but it is 
actually you as a team who are the ‘experts’ in the interprofessional collaboration. You are 
experts in your own professional area, experts in experience from your own educational 
programmes and practical training, and experts as citizens/users/patients/clients in the 
respective contexts. 
 
When you give each other feedback, it is important to distinguish between feedback directed 
at a person and feedback directed at a performance. The feedback must be directed at a 
performance and, fundamentally, be specific, appreciative, academically motivated and 
forward-oriented: 
 

How do I give feedback to my fellow students? 

 Start by giving feedback on what works well. 

 Give feedback on the basis of something specific that you observe or hear right 
now 
– not on the basis of your own old experience from another situation. 

 Be forward-oriented.  

 Be specific on the basis of actions, and not on the basis of general values or 
interpretations of motives. 

 Express yourself with curiosity and in the first person, for example: “I think of ...” “I 
wonder”, “I feel that ...”, “I am curious about ...” 

 Connect to the other team members’ statements and relate to them. 
 

 
When you receive feedback, it is important not to react spontaneously to what is said. Here 
are some tips on how to receive feedback: 
 
How should I receive feedback from my fellow students? 

 Listen and avoid defending yourself/retaliation. 

 Let the person expand on their feedback. 

 Understand the feedback before you react. Reformulate and ask for examples that 
can help you to understand and put the feedback into perspective. 

 Ask for the feedback that you require, but do not get. 

 Receive the part of the feedback that you can use afterwards. 

 Decide what you will use the feedback for and assess its value and the 
consequences of ignoring or using it. 

 

 

 

5.0  Reflection 
 
You are expected to use reflection as a special way of thinking and as a learning method. This 
entails that you carefully consider your actions and understanding, and use theory and 
reflective questions from your fellow students to create new perspectives and opportunities.  
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Reflection can be understood as: “A conscious, careful and time-consuming way of thinking, 
which is characterised by a critical-constructive questioning and answer-seeking approach” 
(Wackerhausen, 2008, p. 14).  
 
In principle, you can each undergo a reflection process, but usually reflection together with 
others will be of far greater benefit. There is a lot of opportunity for this during this course 
and particularly in your team. Together you should reflect on how your cooperation in the 
team has developed and also on the resolution of your practical challenge/case. 
 
For the interprofessional courses, we have created a reflection circle, inspired by e.g. Kolb, as 
well as various reflection models from the professional bachelor's degree programmes (Illeris 
2006). The model is illustrated below, and consists of a seven-step process: 
 

1. The situation: You start by describing a situation.  
2. Thoughts: You then reflect on the thoughts and emotions which the situation evoked in 

you. 
3. Focus: You do not have time to reflect in depth on all aspects of a situation in one 

reflection, so you need to choose what the focus should be for the reflection in question. 
4. Analysis: You must then analyse the selected focus area with the inclusion of theory, as 

well as your different competences. 
5. Conclusion: Based on your detailed analysis, you must complete the analysis by concluding 

what was good or less good, and its significance.  
6. New action: For the reflection to develop your collaboration, you must then reflect on 

what you will do the next time you face a similar situation. 
7. Reflection: Finally, you must summarise what you have learned from the reflection.  

 
You can then start again by reflecting on the new action.  
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Reflection circle 
 
 
 
 

 
When you go through a reflection process in the team, you can, for example, do this so that 
one student describes a team collaboration to be reflected on. The facilitator or the rest of 
the team must then ask reflective questions. This will typically be questions starting with 
“when”, “why”, “how”, etc. It is important that the team does not judge or propose solutions 
immediately, since this will impede the team’s innovation and development. During the 
process, you must apply theory and use it to analyse and learn more about the situation. The 
same can be done with situations from the work on your challenge/case.  
 
 

6.0  Supervision  
 
Each team is offered 3-4 supervisions during the course. A focal point is determined for each 
supervision. The other content of the supervision is the team’s responsibility. The team is 
responsible for preparing an agenda for each supervision.  
 
You must send the agenda, any revised cooperation contract and any other relevant material 
to your supervisor by no later than 8:00 on the day before the supervision, unless you have 
agreed otherwise with your supervisor.  
  
First supervision 
The focal point determined for the first supervision is to discuss the team's cooperation 
contract. Before the first supervision, you will send your cooperation contract – together 
with the agenda – to your supervisor.   

1. The situation.

Describe what 
happened in the 

situation.

2. Thoughts.

What were 
your thoughts 
and feelings?

3. Focus.

What do you wish 
to focus on in the 

reflection?

4. Analysis.

Analyse the focus 
with the help of 

theory. 

5. Conclusion.

What was good 
or less good?

What impact did 
your actions 

have? 

6. New action.

What will you do 
next time you 
face a similar 

situation?

7. Reflection.

What have you 
learned from 

the reflection?
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Second supervision 
The focal point determined for the second supervision is to discuss an example of a 
professional collaboration situation. You must describe the example, and analyse and reflect 
on the example, on the basis of theory. This may be an example of a situation which 
illustrates something about your different academic profiles in relation to the work on the 
challenge/case.  
 
Third/fourth supervision 
The focal point determined for the third and any fourth supervision is to discuss your 
professional collaboration on and with the challenge/case, including what you have 
contributed, from your different academic profiles, to achieving the joint proposed solution, 
You can also discuss your pitch of the proposed solution.   
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