CS 406 Software Engineering I

 Fall 2001

Instructions to Project Teams

Lecture #2: August 23, 2001

1. Each team must consist of 5 people. Exceptions will be rare and with my permission.

2. Select a team leader.

3. Leader responsibilities:

a. Schedule meetings.

b. Assign responsibilities.

c. Oversee progress of the project.

4. Team meetings:

a. Schedule regular meetings. Schedule them early and be regular in attending these meetings. This is a must. 

b. Select a team web site manager. Meeting minutes must be posted within 24 hours of the meeting. We review your web site frequently. Poorly maintained web sites are often an indication of project not making good progress.

c. Clearly write down the objective of each team meeting, record it in meeting minutes, inform everyone about the objective in the meeting call out.

d. Missing a team meeting is not a good thing. Must be an exception and with a very good reason. “I have other appointments is not a good reason.”

5. Documentation:

a. There is a significant emphasis on documentation. You will write requirements, design, and final document. The document will grow from an initial version to the Final Document. There are deadlines for documents on the web site. Document formats are on the web site. Adhere to the format.

b. Documentation must be linked to your web site. It must be in ps, pdf, or word format. The TA will get it off your site.
6. Team members:

a. Do not hide behind other members of the team. Shoulder your responsibilities. Try to meet your deadlines.

b. All members of a team are given a score that is equal to the team score multiplied by an ICI (Individual Contribution Index). The ICI is between 0 and 1. It indicates the relative contribution of each team member. The Evaluation page of the 406 site has more details.
7. Presentations:

a. Teams must prepare presentations in advance, place a link to their slides on their team sites and send email to the sponsor and the instructor that the slides are available. This must be done preferably by midnight before the day of presentation. 

b. Look at presentation guidelines.

c. Every member of the team MUST make presentations. All must share equally. No one should stay away. 

8. Conflicts within a team:

a. The team leader must try to resolve any conflict as soon as possible. Conflicts are dangerous and often lead to degradation of project performance.

b. In case of difficulty in resolving a conflict, the leader must see the instructor.

c. In case a team member has a problem with the team leader or with any other member of the team, please see me ASAP. 

