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Team Mission Statement
The goal of this project is to build a computer hardware and software system that is capable of manipulating analog voice input using digital signal processing techniques to produce an analog voice output that sounds like a different person’s voice.  To accomplish this goal, the integration of both hardware and software components into a workable whole will be required.  In addition, specialized software will need to be adapted to available hardware components in order to produce the desired voice effects.
Team Member Organization
The list of team members, their roles, contact information, and team structure are presented below:
	Name
	E-mail Address
	Phone Number
	Project Role

	Jeremy Adams
	cavemanf16@gmail.com
	614-775-0956
	Project Lead, Documentation

	Travis Sidelinger
	travis@ilive4code.net 
	614-353-4026
	Chief Software Developer

	David Blosser
	
	
	Chief Hardware Developer

	Christian Mengue
	jczomo@yahoo.com 
	614-499-1299
	System Integrator Documentation


Expected Team Member Performance
Team members are expected to contribute to the entire project throughout the project lifecycle.  The project leader will provide documentation of project status, milestones, and goals via a Microsoft Project planning document.  Team members will be permitted to fulfill the role of project leader at any time in order to achieve the appropriate results for hardware development, software development, project documentation, or component integration as needed.
Any non-performing team member will be notified of grievances by other team members at least one time prior to any further actions.  If after the initial confrontation of that individual’s non-performance no changes are observed in that team member’s behavior and the team member has not communicated to the team after two weeks, the team may seek that team member’s removal via a team vote.  The team vote must be unanimous amongst all remaining members of the team, and if successful, the individual and the assigned DeVry project staff mentor will be notified of that individual’s removal from the team.
Performance Reviews

Team Members will individually evaluate each member of the team and provide their evaluations to the Team Leader.  These evaluations will be compiled by the Team Leader and presented to the DeVry staff mentor upon completion of the project.  In addition, each team member will fill out a leader evaluation form and provide this independently to the DeVry staff mentor upon completion of the project.  

Please see the documents “Team Member Evaluation Form.doc” and “Team Leader Evaluation Form.doc” attached to this document. 

Job Description

Team Leader:
Devise the techniques that facilitate planning, controlling, and monitoring the project development. Monitor activities and make sure that the project is running according to the schedule. Leads team meetings, track and control all phases of the project. Complete some of the documentation.
Software Developer: 
Acquire sufficient information, documentations and illustrate the software part of the project. Keep team members updated on any software research evolution. Implement a large part of the code and participate in the system integration.
Hardware Developer:

Acquire sufficient information on hardware components necessary for the project.
Complete most of the hardware circuitry and help during the integration process.
System Integrator & Documentation:
Determine via a set of tests if all the software modules from the various developers work together. Determine via another set of test if the software module work with any special hardware. Require assistance from other team members when a defect is found. Complete some of the documentation.
Ground Rules
As a group, we have consensually set some rules that will help us working together with success. These rules will define how every individual team member should behave during meeting, how long each meeting should be, where we should meet, what time we should meet, and what sanction should follow after misconduct of a team member.

Concern Areas:

· Attendance to meetings
· Assignments

· Decision making

· Participation

· Personal conduct during meeting

· Basic communication courtesy

· Conflict Management

Team Rules and expectations

· Attendance to meetings
· Assignments
· Decision making
· Participation
· Personal conduct during meeting
· Basic communication courtesy

· Conflict Management
non- perfomance procedures: team member

Policy:

A member may be removed from the Team based on non-performance. This section has defines the criteria for non-performance and possible removal.

Procedure:

All team members will receive performance reviews every two weeks to let them know how they are performing. In case a team member is not performing as expected per team rules and expectations, these are the procedures that will be followed.
If a member of the team is not performing the entire team must agree with a majority vote that the concern member should be given a verbal warning or a written warning.

A valid excuse will be decided by the majority vote by all team members.

A combination of two or more verbal warning will cause a written warning.

A combination of two or more missed classes (unexcused) will cause a verbal warning.

A missed meeting (unexcused) will result in a verbal warning and more than two consecutives missed meeting will result in a written warning.

Two or more written warning will result in a team vote to have the member remove from the team. The three remaining members must all vote together in order for this motion to be effective. The professor or the team advisor must be present when the vote take place.

performance evaluation: team memmber
Date: 

[image: image1.emf]Excellent  Good  Fair  poor   Total 

4 3 2 1 Points

Meetings

Lectures

Professionalism

Meeting Agenda

Accepts Criticism

Positive Attitude

On Time

Task Assignments

Task Accomplishment

Help Others

Works Well with others

Participate in Meetings

Feedback

Explain Ideas well

Communicate well

Doesn't Talk

Readibility of Work

Translation of Ideas

Neatness of Work

Consistency of Work



           Total points:

Written

Verbal

                                                          Attendance

                                                 Personal performance

                                                    Team performance

                                                  Communication Skills


Average = 60 points
Team Member Comments:______________________________________________________
___________________________________________________________________________

Team Member Signature:______________________________________

Team Leader Signature:_______________________________________
student evaluation

Student Name:_____________________________
Meeting Date:______________________________

1. Poor (NO)
2. Less Than Average

3. Average

4. Greater than Average

5. Excellent(Yes)

6. N/A (Does not Apply)

· ATTENDANCE

i. Was the student in attendance for the team meeting? 1 2 3 4 5

ii. Was the student on time to the team meeting? 1 2 3 4 5

iii. Did the student usually inform the team about potential absenty?1 2 3 4 5

· PARTICIPATION

i. Did the student participate in decision making? 1 2 3 4 5

ii. Did the student participate in deliverable for the team? 1 2 3 4 5

· QUALITY OF WORK

i.        Did the student provide deliverable that are useful for the team? 1 2 3 4 5
ii. Did the student turn in quality work due to team members? 1 2 3 4 5

iii. Did the student make changes to work when necessary? 1 2 3 4 5

· TIMELESS OF WORK

i. Did the student turn in work when due to team members? 1 2 3 4 5

ii. Did the student turn in any update to work due on time? 1 2 3 4 5

The overall rating for the student is: 1 2 3 4 5

non performance removal form


Name: _________________________
Date: ___________

Number of Previous Warning(s): ________

Dates(s): _________







________

 

  _________







________

  

  _________

​​​​​ Reason for Removal: ___________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

List of previous Warnings: _______________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Member Comments: ____________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Team leader Comments: ________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Team Signatures:


__________________________





__________________________






__________________________

Dismissal Vote: yes ___   No ___

Date of Vote: _____

meeting attendance log
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