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Roles & Responsibilities

Team

	Team Leader/Planning Manager
	Philip Makara

	Support Manager
	Neil Girard

	Process/Documentation Manager
	Shaun Collins

	Development Manager
	Peter Vertenten

	Testing Manager
	Jennifer Kotski


General Responsibilities

Team Leader/Planning Manager 

· Build and maintain an effective team.

· Motivate all team members to work aggressively on the project.

· Resolve all issues team members raise.

· Keep the instructor fully informed about the team’s progress.

· Perform effectively as the team’s meeting facilitator.

· Produce a complete, precise, and accurate plan for the team and every team member.

· Accurately report team status every week.

Support Manager

· Ensure the team has suitable tools and methods to support its work.

· Ensure no unauthorized changes are made to baselined products.

· Ensure all the team’s risks and issues are recorded in the issue-tracking system and are recorded each week.

· Ensure the team meets its reuse goals for the development cycle.

Process/Documentation Manager

· Ensure all team members accurately report and properly use the process data.

· Ensure the team faithfully follows the process and produces a quality product.

· Accurately record and distribute minutes for all meetings.
· Delegate responsibility for document completion.

· Ensure uniformity of document appearance and organization.
Development Manager

· Guide the team in producing a superior product.

· Fully use the team member’s skills and abilities.
· Coordinate development efforts for the requirements, design and implementation phases.

· Ensure delegated work during the requirements, design and implementation phases is completed in a timely manner.
Testing Manager

· Ensure the product is developed in a manner which will enable it to be tested.
· Coordinate verification and validation activities.

· Perform quality assurance audits for the product development team.

· Ensure all artifact inspections are properly moderated and supported.

· Maintain defect logs for all deliverables.

Major Responsibilities per Phase

	Phase
	Team Leader /

Planning Manager
	Support Manager
	Process Manager /

Documentation Manager
	Development Manager
	Testing Manager

	Launch
	· Goals 

· Risks & Mitigation

· Team Organization


	
	
	
	

	Planning
	
	
	· Develop Process


	
	

	Requirements
	· Elicitation


	
	· Vision & Scope Document

· Software Requirements Specification

· SRS Revisions

· User Manual


	· Use Cases

· Context Diagram

· GUI Dialog Map

· Prototype


	· Inspect SRS

· Acceptance Test Plan

· System Test Plan



	Design
	· Design Presentation (end of term)


	· Systems Configuration


	
	· Architecture

· Database Design

· Detailed Design

· Design Document

· Conceptual Design Presentation


	· Design Inspection

· Integration Test Plan

· Functional Test Plan



	Implementation
	
	· Database Setup

· Forms

· Rework Configuration


	· Installation Manual

· Maintenance Manual


	· Code


	· Code Reviews/Inspections



	Test
	
	· Training


	
	
	· Integration Tests

· Acceptance Tests

· Defect Log Maintenance

	Post Mortem
	· Final Presentation

· Evaluations

· Conference Paper


	· Make Install CD


	
	· Create Poster


	


Meeting Format

Effective team meetings will be an essential aspect of a successful project.  Meetings shall have an agenda, which is sent to team members by the team leader before the scheduled meeting time, including entry criteria.  If the team leader is not present, another member will be appointed to lead the meeting and distribute the agenda.  Regular team meetings shall not run much longer than one hour.  Only necessary team members will attend meetings outside of class time.

These steps are followed in each meeting:

· Review agenda

· Ensure entry criteria is met

· Follow steps in agenda

· Process leader takes minutes

· Plan next meeting

Meetings shall be tracked by a meeting minutes document.  It shall contain the following:

· Team members in attendance

· Start time

· End time

· Meeting notes

· Date and time of next meeting

Process/Descriptions

The project is comprised of seven phases.  These phases are Launch, Planning, Requirements, Design, Implementation, Test, and Post Mortem.  Each phase is broken down into activities and deliverables to help time estimation.  

Throughout the project, several activities occur regularly.  Team meetings are scheduled multiple times a week.  The team website is updated with new information whenever it is available.  Peer reviews are filled out once a quarter.  


In the Launch Phase, the team defines their goals.  These goals are both team goals and individual goals.  The risks and mitigation are listed and defined.  The project environment is set up.


In the Planning Phase, the processes are defined.  The project is broken down into smaller components to ease management.  Each team member estimates the time required to complete each component.  This information is then grouped together and refined to make the team plan.


In the Requirements Phase, the problem is defined in greater detail.  The Vision and Scope document is written, showing that we have a basic understanding of what shall be delivered.  Elicitation meetings with the customer will give us a better understanding of what needs to be developed.  From these meetings use cases, prototypes, context diagrams, and dialogue maps are created to help bring about the solution.  To help test the solution the System and Acceptance Test Plans are written.  A User Manual is also written to describe to the customer how to use the program.  The final deliverable in this phase is the Software Requirements Specification.  This document is revised and refined until an agreement between the customer and developers is met.


In the Design Phase, the solution is modeled.  Diagrams are created to show how the system will address the problem.  Architecture, Class, and Sequence Diagrams show interactions among the components of the system on different levels.   The database design and Entity-Relation diagrams show how the database works with the system.  Integration and Function Test Plans are created and the initial configuration of the system is defined.  Presentations are given to show how the results of this phase.


In the Implementation Phase, the program is completed.  The database is created and populated with information necessary for program execution.  The online forms are created from the form generator.  The system is developed and code reviews verify the integrity of the developed code.  Test cases are run to confirm the system is doing its job.  The configuration is reworked until an optimal configuration is found.  An Installation Manual is written describing the steps needed to install the system.  A Maintenance Manual is written as well, stating the actions required the keep the system running optimally as well as make changes to the system.


The Post Mortem Phase is the last phase of the cycle.  Presentations are given demonstrating the system’s functionality.  Evaluations of each team member’s performance are filled out.  An installation CD is made for the system with installation instructions.  A poster is created showing the main functionality of the system in a graphical form.   

