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Project Team and Teamwork

“The ability to function on (multi-disciplinary) team environment”
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Howard University



Senior Design Project Teams

Team 1 2 3 Team Leader (Sr) |Weekly Meeting Day and Time
Terminator Ragland Robinson Collins |Vil Robinson M4-5

AutoMoe |Cunninghams ,S|Campbell Gaire McCoy Campbell W1-3

eTrike Johnson Burse Walker |Morakinyo |Burse M3-5

SLAM Lewis Cunningham, JPeeples |Veal Veal M12 -1

Graphone |Adewumi Talentino Edge Adewumi T4-5

Sandia Thomas Young Chastang |Bell Chastang M11 -1
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Key Elements of VIP Team Project
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Senior Design Project in VIP Framework

o VIP
 Long Term and Large Scale
e Long-term goal(s)
e Main vehicle for project progress: Weekly
Team Meeting
e Senior Design Project in VIP team
A Small-Scale Achievable Academic Year
Goal from the Long-term goals
 Determined by the Senior Students In the
team and the Academic Advisor

« Main vehicle for project progress: Weekly
Team Meeting




3 Important Things to do for team Project

1) Weekly Meetings (outside class)
— Tasks are defined, assigned, and checked toward the target

e 2) Project Note
— Meeting minutes
— Recording of team activities
— Submission for Grading --- end of the Fall 2018
— Returned to teams in Spring 2018 for continued activity
recording
o 3) Digital Project Folder

— Storage of all materials of team works and team submissions
and presentations
— Options:
» Links to a digital storage space
» 1 pdf file at the end of the semester

— Checked for grading at the end of each semester




 First Team Meeting
— When: Week of September 17 - 21

— Tasks

e |Invitation of all team members

— ME seniors
— Underclass students (Jr, Sp, and Fr)
— Advisor (or project assistant)

o Select/Determine “small-scale 2018-2019 academic
year goal” from the “long-term project goal” of the
team

« Completion of Team Contract

e Submission:
— Team contracts for all team members
— Due: Monday 9/24/2018



Team

e Team

— A special kind of group
— Deliberately formed to commit to a purpose

—“Ateamis a ( ) humber of people

with ( ) who are

committed to a set of performance (

), for which they hold themselves (
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« Composed of ( )
o With (
« Committed to (

* Holding each (



More than just tasks

e Effective Team

Output;
4 ) productivity” & A7 A
“( ) morale” \X& L
e Key to Success
—( ) between
( ) and
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1 Tasks

e Tasks:
—Directed toward reaching
( )
—Focus on ( )

and decision-making
— Elements of effective task
accomplishment
e Seeking Information
e Sharing Information
* Walking the talks
 Bringing results to meetings
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2 Relationship

* Relationship:
—Building Morale through
iInvestment in ( )

attributes of motivation,
confidence, group dynamics

—Elements of effective
relationship and high team
morale

e Listening

e Seeking agreement
e Encouraging

« Compromising




e Team s
— Formed by ( ) among team members
— Guided by a vision and set of common ( )

— Functioned by roles of members to accomplish

( )

— Run by following agreed-upon rules and
procedures

il




Team Contract — Joining a team

e Goal
e Expectations

e Rules and
Policies

e Commitment

"www.mwftr.com/VIPatHUteams1819.html -

£ Most Visited & Getting Started 3 Latest Headlines

wEg ¥+ & 0

Requirements for VIP Participants

Requirements

1]

1. Approval from Team Advisor (use Team Contract From -- See the nght column)
2. Weekly Team Meeting Participation & Meeting Records

3. Participation in Semester-End Team Presentation (last week of the semester)

4. Submission of Survey (last week of each semester)

3. Submission of 1-minute video (or audio) clip of Elevator Pitch (Last week of the
semester)

* W& Team Contract Form (in pdf), Team Contract Form (pdf fillable), and a Sample
Contract

* VIP Weekly Meeting Recording Form
* VIP Survey (See below) at the end of the semester
* Elevator Pitch & How to Prepare for 1t?

* VIP Presentation Tips




Team Contract: Goals and Expectations

* Goal Statement
— Long-term Goal

— 2018-2019 Academic Year Scope/ Goal: for
senior students

— Clear, measurable targets that indicate progress
toward the purpose (Deliverables)

e EXpectation

— Team’s expectation on team members in
* Meeting attendance and on-time arrival
 Activity participation
e Communication
* Productivity
» Assigned task completion
» Keep the deadline

15
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Team Contract: Rules and Policies

e Rules and Policies

— Running of Meetings
e Who runs the meeting?
e Cell-phone policy
— How meeting absenteeism and tardiness
will be handled

 Policies for missing meeting or being late

— Expectations of quality works

 How to handle late and incomplete work of a
member?

* How to reward team members who exceed
expected performance

— Relationship
 What each member to bring to each meeting
« Developing “can do” attitude 16
o etc



Team Contract

Fillable Form

For Academic Year:

Subnit the completed form to your tean advisor and keep a copy for wvou.

Project Team Confract

WP @Howard

Project Team

Name

Project Team Namea: Dhsembmai Wanon- Email-
Advizor

Project Team Mame: Dhscmmbme (Mfajor): Emaal-
Graduate Assistamt

Lonz Term Goal of
the Project

The Scope and
Deliverable of the

Academic Year

Academic Year Scope/Goal:

Academic Year Deliverables:

General Rules and

Policies

Each team member is required to

o Work proactively and keep the adviser and team members mformed of things related to the

project.
# Be honest and open during all project activities.
» Encowrage drversity m team work.
+  Provide the opportunity for equal participation.
Be open to new approaches and new ideas.
Encowage evarvone to paticipate in selving problems.
Focus on solving problems, not blanung people.
Only use constructive criticism.
Be present on fime for weeklv meetings,
Bring assigned works completed to the meetings.
Honor meeting timeframes.
Present ideas clearly and concisely.

Respond m a imely mammer.
Honor the team leader and follow the leader's instruction and assiznment

Read comnmmications (emails, meeting mmutes, action tems, ete.) from the team.

Team Specific
Rule: and Policies

Stated by the advizor or graduate assistant:

Commitment by
Participant

Tvolumtarily participate in the project team with expected activities to collectively achieve the long-term
goalz and the academic year objsctives under the guiding goals, roles, and policies as stated m this
contract. ] understand that I am obligated to abide by these rulez and policies. I understand that {f I do not

abide by them, I may be requesied to leave the praject team
-

Name (print) Signature

Email Major

Leval
(G, 5, Ir, Sp, Fr)

Approved by the
Advizor or
Graduate Assistamt

=]

(EE. CpE. C5, ME, CV, CHEM, etc)
[

Approver's Name Sigmature
(Advisor or Graduate Assistant)

Date




Team Contract Form -

Sample

leted form to your team advisor and keep a copy for you

[ S ™
am ZL 2@_ Project Team Contract WPWHan.rd

For Academibc Yoar:

2018-2019

Pr 1 \ £ ; I ; F

N Time to Space: Converting time-domain signal to 2D image
Projea Team ame: Discipline{Major) Ermail:

Advinor Dr, Charkes Kim EE Climnowan sy

H-wj et Team S Discipline (Major) E il

Graduste Assivtant | Demick Anang EE demick.anang Ehmon howard, sda

Long Term Cyoal of
the Projea

Developmenl an slecionc devioe which messsss Tre doman signals snd conrvedts 10 a 20 mage for 8 soenBic parpose

The Scope and
Pdiverable of the

Academic Year

Academac Year Scope 'Goal F
\cademic Vearseopeoat cingle signal conversion to 20 image

Academsc Year Dddiverables

A prototype which demonstrates the said conversion

Gienernl Hules amd

Palices

Each team member is reguired to
*  Work proactively md keep thie advisor and team members infonmad of things relaiad 1o the
progcct

» Bz bonest and open during all projact sctivibes

* Encourage divermi tcam work

=  Prowvide the opportul fior cqual partcipation,

* e open o new appoaches and new dess fr

& Encoufage cveryonc io partiapate in solving probloms W
=  Form on sohving problicms, nof blamang people

&  Dnly e Constre ihve cnliciam

& B proescoton tine for wedkly medmgs.

* Hring sssignod works compleiad 1o the mectings

*  Homor mecting tmefames.

=  Prosent ideas clearly and concisely

s  Resd commumscations {emails, mesting nummes, aciion ems, cic. ) from the icam
# Hespond in a umdy mamner

s  Honor the tmm leader and follow the lesder's instruction snd ssxgnment

Team Specific

Rules and Polides

Soated by the sdviser or graduste ssistani:

Ceommitment by
Participant

I iy puarticipate o coilectivedy a #ie
o acadanic year o the guiding go aned policies ax stoved in this

of. fumderaimd hhar [ om of o ol by e rules amd policies. [ understond phat if 1 e mot
atdede by her, [ ury B reo e i et o ]
Adam Trask Jibaee Tk 911812018
Mame (print) Qg o [EF1=
adam.trask@easiofeden com CpE Sr
Eril Major Level

(EE. CpE. C5, ME. CV, CHEM. 212} (GrSe Jr Sp. Fri

Approved by the
ﬁﬂ T ar

Charles Kim y oS 9/19/2018

“Ilﬂl]l!{ A it mnt D ! D D T O D D D -
Approver’s Name i\ Sgnanre Date
{Advisor or Craduate Assistant] ™ Fal W

QDOJ\WT\—&LL




Running Effective Weekly Meetings

 Weekly Meeting
— The main form of information exchange
— Tasks to be identified and allocated
— Status on assigned tasks reported
— Assigned/completed tasks are discussed

 Meeting Agendas and Minutes
— Without agenda, meeting Is not productive

— Agenda contents:
e Purpose
e Topics
» Desired outcomes
— Meeting Minutes — Project Note

19



Meeting Etiquette

 Begin the meeting on time

* Review the agenda as the first activity of the
meeting

e Focus discussion on facts (not on personal
Issues) and stay on track
* Close the meeting effectively
— Summarize the decisions made
— Repeat the action items for each member
— Set the agenda for next meeting

20



Peer Evaluation — Rationale

e What?

— Evaluation of each team member’s
strength and weakness in terms of
Tasks and Relationships

e Why ?
— Teamwork & Fairness
e How?
— Each member fill out the form
iIndividually

— Submit the form individually via
email (when required) — at the
end of the semester

— The submitted evaluation forms
and results are kept confidentially
by the advisor or the instructor.

— But will be used in grading




Peer Evaluation Form

* For each item (we have 10 items) a team is given a sum of money
allocated to $500 per member.

* For each item, distribute the sum to each member according to
his/her performance on the item

 The same scores for all members are not accepted nor counted.
e P =[Total Amount of Money Received]/$5000

Peer Evaluation

Write each member's LAST name helow
(including vours)

Works cooperatively to complete team assignments
Prepares for, arnves on time, and attends meetings
Makes positive contributions to meetings

Work 1s of lugh quality and completed on time
Brings a creative spark to the team

Supports and respects other members' efforts and
OPIIONS

Is able to give and recerve feedback effectively

Is responsible and accessible

Is enthusiastic about the project and energetic

Demonstrates effective leadership, keeps team
focused. and elevates the work of the entire team

TOTAL 22
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Summary: 15t Task

 First Team Meeting
— When: Week of September 17 - 21

— Tasks

 Invitation of all team members
— ME seniors
— Underclass students (Jr, Sp, and Fr)
— Advisor (or project assistant)

» Select/Determine “small-scale 2018-2019 academic year
goal” from the “long-term project goal” of the team

« Completion of Team Contract
e Submission:
— Team contracts for all team members
— Due: Monday 9/24/2018
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