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1. Role Descriptions and Assignments

1.1. Team Leader

The team leader will be responsible for organizing and running meetings, as well as handling any administrative duties such as paperwork or materials requests.  The role of team leader is assigned to Marisol Buelow.

1.2. Sponsor Liaison

The sponsor liaison will serve as a singular point of contact between the sponsor and the team.  Other team members may communicate with the sponsor directly if needed, however the sponsor liaison will facilitate the majority of sponsor communication.  The role of sponsor liaison is assigned to Marisol Buelow.

1.3. Recorder

The recorder is responsible for recording and distributing minutes from team meetings.  The role of recorder is assigned to Jevon Yeretzian.

1.4. Facilitator

The facilitator is responsible for helping to resolve disputes among teammates.  The facilitator should not take sides in a disagreement.  The facilitator should seek advice from Dr. Doerry should a situation get out of hand.  The role of facilitator is assigned to Erica Liszewski.

1.5. Documentation Coordinator

The document coordinator is responsible for organizing and compiling deliverables for the team.  The document coordinator is not responsible for all the content within a document.  The document coordinator is responsible for ensuring that all parts of a document are organized in a reasonable and consistent format and that the document looks and reads in a uniform manner.  The role of document coordinator is split, with Jevon Yeretzian handling EE documents, and Erica Liszewski handling CS documents.

1.6. Webmaster

The webmaster is responsible for building and maintaining the team website.  The webmaster is not responsible for providing content for the website.  The webmaster is responsible for ensuring that the website is kept up to date and that content is presented in an organized and usable layout.  The role of webmaster is assigned to Geoffrey Fang.

2. Meeting Times and Structure

2.1. Meeting Times and Locations

The team has three weekly meetings; each meeting serves a specific purpose.  Advisor meetings are held on Wednesdays at 9:30am with Dr. Mlsna, and on Thursdays at 3:00pm with Dr. Doerry.  Advisor meetings are held in the office of their respective advisor.  Team meetings are held on Mondays at 9:30am in Peterson Room 308.  The remainder of this section addressed only team meeting procedures.

2.2. Standard Meeting Agenda

Team meetings will be organized according to the following agenda:

· Status of tasks from previous week

· Discussion of tasks for following week

· Assignment of tasks for following week

2.3. Decision Strategy

Decisions affecting the team as a whole will be made by the team as a whole.  All viewpoints and ideas will be presented and discussed.  If the team as a whole cannot agree upon a single strategy or single combination of strategies, a ¾ vote will rule.  If the team is split evenly, the two ideas will be discussed with Dr. Mlsna to break the tie.

2.4. Minutes Standards

Minutes will be taken at all team meetings.  Minutes will be distributed via email within 24 hours of the meeting.

2.5. Meeting Attendance Rules

Attendance at meetings is mandatory.  A team member must inform the team in advance if he/she is going to miss a meeting and the team member must provide a reasonable explanation for their absence.  In emergency situations, where the team member cannot provide advance notice for absence, the team must be informed and given a valid reason as soon as possible.  

Absence from one meeting without advanced notice or emergency circumstances will result in a formal memo from the team sent to the absent team member and Dr. Doerry.  Absence from further meetings without advance notice or emergency circumstances will result in a discussion with Dr. Doerry where further action will be decided.  

Absence from more than 3 team meetings throughout the semester must be justified with a professional or medical excuse in writing.  This situation will be judged on a case-by-case basis.  Decisions may include Dr. Doerry if there are questions as to the validity of the excuse or disciplinary action.

2.6. Conflict Resolution Strategy

Conflicts within the team will be dealt with on a case-by-case basis.  Conflicts involving decision making and meeting attendance are discussed in their respective sections (see sections 2.3. Decision Strategy and 2.5. Meeting Attendance Policy). The general strategy for resolving conflicts will be as follows.

First Level – Team will discuss the problem with the offending team member(s).  Attempts will be made to resolve the conflict internally.

Second Level – If conflict persists or cannot be resolved within the team, a meeting will be scheduled with either Dr. Doerry or Dr. Mlsna depending on the nature of the conflict.  Further action will be decided based on advisement.

3. Document Standards

3.1. Word Processor Version

All documents will be written electronically will be Microsoft Word 2000 compatible.

3.2. Document Coordination

Document coordination will be the responsibility of the Document Coordinator (see Section 1.5. Document Coordinator).

3.3. Document Version Control

Version control of documents will be the responsibility of the Document Coordinator.  The Document Coordinator should create a backup copy of the document before any major changes.

3.4. Document Format Standards

Ensuring a uniform format throughout a document is the responsibility of the Document Coordinator (see Section 1.5. Document Coordinator).  In general, document format will be Times New Roman 12pt. font with bolded section headers.

3.5. Document Deadlines and Review Process

Deadlines for components to be submitted to the document coordinator will depend on the overall size of the document.  In general, document components will be due to the document coordinator 7 days before the final draft is due.  The document coordinator will compile and output the draft for review no later than 4 days before the final document is due.

4. Team Self-Evaluation Methods

4.1. Team Self-Evaluation Schedule

Team self-evaluations will take place at major milestones.  Specifically, the team self-evaluations will be held the week that peer evaluations take place.

4.2. Team Self-Evaluation Process

The team self-evaluation will take place during a team meeting.  The team will discuss the overall progress of the project.  The team will also discuss strategies that are working well along with strategies that are working poorly.

5. Team Member Behavior Standards

5.1. Design Changes Standards

Design changes are divided into two categories: large and small.  Large design changes include: architectural changes, changes to modules that will affect other modules, and changes in formatted output.  The team as a whole needs to be aware of and approve all large changes.  Small changes include: internal module changes that will not affect other modules and other changes with minimal impact on the overall team effort.  An individual team member can make small changes without the approval of the team.  If a team member is unsure as to the classification of a change, the team member should seek the approval of the team before implementing the change.

5.2. Meeting Behavior

Meetings are an important part of the design process.  Team members should be on time to all meetings.  Team members will respect the opinions of other team members and not interrupt or verbally attack anyone who is speaking.  Side talk will be limited to before and after meetings in order to ensure proper attention is given to the design process.

6. Conclusion and Catch-All

This document covers standard and foreseeable standards and does not cover every possible circumstance that may arise during the course of the project.  If a circumstance arises that is not explicitly covered in this document that circumstance should be handled in a reasonable and intelligent manner.  If needed, guidance should be sought from Dr. Doerry, Dr. Mlsna, or another individual qualified to advise on the specific circumstance.  These standards may be amended by the team at any time using the decision making strategy outlined in section 2.3. Decision Strategy.

Abstract

The following document contains a set of standards created by and for the CS/EE486 team Heimdalls Eyes.  This document outlines standards for roles, meetings, documents, and behavior.  This document should be consulted should any team member have a question or concern about their role, behavior, or documentation standards.

