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[bookmark: _p154h03fowgc]About this document
This document establishes and describes our team’s operational standards, such as team structure, roles, meeting protocols, collaborative tools, and a self review process that will invite teamwork and collaboration that will lead to the successful delivery of CryPTO.
[bookmark: _xka6iashibdx]Our Team
	Role
	Name

	Team Leader / Customer Communicator
	Richelle Rouleau

	Recorder
	Charles Haskins

	Architect Lead
	Alexander Anthis

	Project Manager
	Benjamin Jones



[bookmark: _5lx083pffr6h]Team Meeting Expectations
[bookmark: _uhsgoh5q3ac8]Meeting Times
Standard meeting time expectations for all group members will consist of either in person or online attendance every Saturday at 6:00pm, with flexibility to change depending on project or group members' needs. If meetings cannot be attended, work will be assigned to cover for anyone absent in the meeting otherwise meetings can be rescheduled to match everyone's availability. 
[bookmark: _xjjq5wdus538]Agenda Structure
Before each meeting, each member should submit a document with a brief update report and anything the member thinks may need to be talked about during the meeting. 
The meeting starts with a couple of minutes of an update report from each member, followed by any important agenda items that need to be talked about.   
[bookmark: _ymqkkjntu167]Minutes
The template for the meeting minutes can be found in the shared file. Simply copy that and use it for every meeting. Minutes will also be kept in the shared folder with a link that can access the folder in Discord. 
[bookmark: _ldohwc5xplz]Decision-Making Process
All major group decisions are subject to a ¾ majority vote unless objected to by a group member for either personal reasons or practical if also agreed upon by the group. Majority vote or group consensus will be the primary process for all group decisions.  
[bookmark: _clm6vt6u30xt]Attendance
Group members should not miss more than 3 meetings in order to remain on the same page. Group members who miss 2 meetings will receive a warning, both written and verbal, at the next meeting. If a group member is late to a meeting for any reason, they should inform the rest of the group via Discord as soon as is reasonable. 
[bookmark: _x325apwovcyd]Conduct
1. Begin with a polite heads-up.
2. Continue with a formal discussion in a meeting.
3. End with a team discussion with the CS Capstone Organizer.
[bookmark: _ynzphlmm5u80]Tools and Document Standards
[bookmark: _93dfw7wd4a3g]Communication methods
Discord will be used for primary communication, communication by phone or email is also okay as needed.
[bookmark: _s3k2o7k7rol]Version Control and Issue/Task Management
The group will use a private GitHub repository for version control. Aside from the initial commit, no commits will be made to the main branch without an accompanying pull request. Any pull requests to the main branch must be reviewed and approved by at least one other team member. The group will also use this private GitHub repository for task management, utilizing GitHub’s Issues feature. Related issues may be combined and resolved on a single branch and subsequent pull request.  

[bookmark: _e6hxlsbgjkis]Word Processing and Presentation
The group will use the Google suite of online document processing, including Docs and Slides. All documents, slides, etc., should be kept in the shared folder so the whole team may have access. For large documents that need multiple members' work, all parts must be finished 48 hours before the due date. Visual elements such as logos will be designed in Inkscape. 
[bookmark: _iq7rs5mdhns6]Team Issue Resolution
If there are any team issues (any problems with team members or their actions among fellow team members) the process for resolution goes as follows.
1. A post will be made to the “#issue-resolution” on our team’s Discord server, which will also be discussed in the following meeting. 
2. A meeting with the team member(s) in question will be held explicitly for issue resolution. 
3. If the issue persists, the issue will be discussed with the mentor. If the issue still continues, then the issue will be brought up with Isaac (after warning for Isaac only) if necessary. 
4. Firing doc can be used if no other method of resolution is successful with at least 3 warnings.
[bookmark: _eqlac82ekt6s]Team Self Review
Done monthly or more likely every 3 weeks
A sketch of the self review should be part of the update report/agenda paper submitted.
Will figure out dates of when these should take place with a reminder about them the week before, so everyone is on the same page. 

