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Communication Skills for Engineering Students
                                         CCDP2100 B Summer 2014 Term Project Package


 	

 (
CCDP2100 B TERM PROJECT ASSIGNMENT PACKAGE 
)


Term Project Description
The CCDP2100 term project consists of a series of communication activities/tasks that provide you with an opportunity to familiarize yourself with some of the writing and oral challenges faced by both engineering students and practicing engineers. The project spans the duration of the term.   Your projects will be based on the call for proposal included below and will be done in teams of three to four students.   
The goal of CCDP2100 is to give you the abilities to be able to articulate clearly (in writing and orally), to a non-technical audience, your engineering knowledge and how it applies to system or product design and use.  

CALL FOR PROPOSAL:

Introduction

The purpose of your proposal for CCDP2100 is to obtain approval of a project topic, defined research questions, and team membership for your term project.  Given the intense nature of the spring course, suggested topics and some suggested research questions will be provided by the Instructor and Peer Mentor. These topics will allow you to apply theories, principles, and laws from first year courses in Mechanics, Chemistry, or Physics for solving critical humanitarian issues in the Middle East or elsewhere. Your group can of course refine/adjust the topic and questions to better suit your interests and expertise.

Background Information on the Requested Project Topics

Historically, the concept of engineering was derived from the design of tools necessary for survival [1, p. 23].  The field over time has developed into one which has created great technological advancements, infrastructure, modernized transportation systems, mechanized agricultural equipment, etc., all while making life easier, more prosperous, and much more comfortable [1, p. 8].

Unfortunately, this economic development and prosperity is not shared equally around the world.  Ninety percent of the world's products and resources are designed for 10 percent of the world's population [2].  Around the world, many common problems are still waiting to be solved with simple, inventions that serve basic humanitarian needs [3]. One current crisis experienced many countries and organizations around the world is the growing challenge faced by the millions of people being forced into refugee camps as a result of civil unrest in their own countries. The Syrian refugee camps popping up in Lebanon are a prime example of this crisis situation. Close to 3 million people have flooded into Lebanon in recent years, which has created the need for innovative and cost effective solutions for providing these refugees with access to some of the most basic survival requirements: housing, hygiene and food preparation, power, irrigation, etc. [4].
This CCDP 2100 project will give you the opportunity to explore some cost effective, yet high impact innovations that can be used to meet the needs of those in refugee camps in Lebanon (or elsewhere) by applying first year fundamental Engineering principles.  For this project you can examine current inventions that already exist and explain how they could be adapted for use by a refugee community like the one in Syria, or you could also propose the use of some new innovations that could be developed to meet this need.  

Topics and Proposed Research Questions:
· Sanitation (waste disposal)
· Water collection/treatment/distribution
· Structural needs (homes/schools/other)
· Heating and cooling of structures
· Power generation – wind turbines
· Power generation – solar energy
· Personal hygiene (toilets/showers)
· Food preservation/cooking
 
Deadline for Proposal:

The deadline for submission of your group project outline proposal is Class #3, while the submission of your individual proposals is due in Class #5.  

Project Deliverables 

If your proposal is accepted, the deliverables for the term project will be as follows:
· a team oral preliminary presentation of findings that will be held with the instructor/class; 
· an individually written report that will identify a cost effective, yet high impact invention, related to one of the topics outlined in class, which explains at least two of the engineering principles behind how  it works and why it would be effective in this context; and
· a team oral presentation for your classmates, instructor and possibly members of the Carleton University community who have an interest in the topics being presented.  Presentations should include an explanation of the invention (explaining the engineering principles involved), modification you feel that could be made to improve the invention if necessary, and an explanation of how or why it could be usefully adopted in refugee communities such as the one in Lebanon.  


The requirements for the proposal components and project deliverables are included on the following pages of this project package.
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Overall Course and Project Deliverables:

The course assignments and project deliverables are summarized in Table 1 below.  Assignment details are provided below Table 1.     

Note: Deliverable descriptions may be updated during the term, so it’s ideal to check in to the soft copy of available on cuLearn for each assignment.


Table 1: Course assignments and project deliverables 
	Assignment
	Due in class #
	Value (%)
	Comments

	Introduction email
	2
	1 mark
	Email to Instructor & TA


	Team Log Book/ Progress Report



	ongoing
	6 marks
3: team
3: indiv.
	· [bookmark: _GoBack]Provide team updates on decisions and progress
· Team contract (1 mark – team)
· Team meetings, at least two posts (2 marks – team)
· Contribute to your team by ensuring you provide up to date information on your individual research efforts
· Provide at least 3 individual progress reports of max. 1 page to update team on your findings and how they relate to the overall topic (3 marks – individual)

	
Proposal and Final Project Related Assignments

	Team project outline presentation (team)
	3
	10 marks
3: team 
7: indiv.
	Handout (7 individual marks):  Each team member state
1. your research questions
1. what you will be working on (provide images if helpful)
1. any relevant engineering principles that you think will be involved
1. list of research sources (including resource people), in IEEE format where applicable, with a brief indication of what information you'll use from each source

Presentation (3 team marks): 
Present the content of your handout to your classmates and instructor.   

	Project proposal
	5
	15
	Convince your instructor that your team is going to contribute the required content for the final project deliverables, and indicate how each team member will contribute. 

	Explanation of figure diagram
	6
	10
	Provide a clear and detailed description of a figure that will be used in your project.

	
Presentation of preliminary findings by power point
	 7
	7
2: team
5: individual
	Each team member: presents the highlights of their research to date  (2 minutes max per person)
(5 individual marks + 2 team mark)
Purpose: To ensure you moving forward on your project, get feedback from peers, practice presenting as a team.
Self assessment with peer feedback (Due class 8)

	


Final Deliverables

	Final Design Report

	Class 10
	35 marks


	35 individual marks:

	Final Design Presentation 
	Classes 11 & 12
	13 marks
3:team
10:Individual
	Each team presents an overview of their research project. Each team member presents the findings from their individual research questions. 






Before you start work on the 1st draft of any of your assignments, you should complete a copy of the Audience/ Purpose Analysis form in Table 2 below to ensure that your document or presentation has the appropriate content, and exhibits language, style, and tone appropriate to the audience.  


Table 2: Audience/purpose profile 
	Audience

	

	Purpose:
Why does your reader / audience want your information?
What do you, the writer / presenter, want to achieve?

	

	Reader’s / Audience’s existing level of knowledge about the content of your document
	

	Level of technicality

	

	Tone

	

	Length

	




INTRODUCTION E-MAIL (1 Mark)

Assignment Objectives:

The goals of this assignment are to 

1. introduce relevant information about yourself
2. give the Instructor an early indication of your written communication skills
3. make sure that you have read and understood all the material in the Course Outline and the Term Project Package
4. make sure that you know how to write an appropriate email to your instructor.

Assignment Instructions:

1. Read the Course Outline and this Term Project Package thoroughly
2. Prepare e-mail that covers the following information

Email content Part A:
 
· Your name 
· What year you are in
· Your engineering stream
· What courses you’ve taken so far
· Any additional courses you’re taking this term
· Relevant Work / Experience related to your program
· Did you enter Engineering straight from high school?  If not, what did you do in between?
· Your feelings about your engineering program so far
· What you expect to get out of CCDP2100 
· Your  experience with and ideas about working in a team

Email content Part B:

· Confirm that you have read the Course Outline, the Term Project Package and summarize what you believe are your responsibilities in the course (as an individual, a peer, and a team member).
· Include one question or comment about the content of the Course Outline AND one question or comment about the Term Project Package.   Your instructor will post the answers to all questions from students on cuLearn.  If you have other questions which remain unanswered, you can email your instructor at any time.  



DUE DATE: 
E-mail to instructor by Class 2.  Cc your TA (see email address on Course Outline).


Evaluation Criteria:
· Meeting audience expectations (content, tone, style, format)
· Demonstrating language proficiency
· Meeting submission deadline






LOGBOOK/PROGRESS REPORT (6 MARKS)  

Note:  All postings to be done on cuLearn so that all classmates, peer mentor, instructor can view your project progress.


Team Contract/Meeting Minutes (3 marks):
Goals:

· to establish the ground rules for team work
· to keep all team members up to date on decisions made as a group and progress of team requirements

Instructions:

Team Contract:
Within the first few weeks of class, your team will complete a Team Contract which will outline your rules for working together as a team. As part of this team contract, you should think about how you will divide up some of the work associated with team tasks across your group members. You should post a copy of your team contract in a folder on CU Learn by the designated due date (see course outline).

Meeting Minutes:
Your team should be meeting throughout the term. You should post the details of these meetings for the group to follow (what did the group discuss, what did you decide, who will do what). You will be assessed on at least 2 of these team minutes. For each submission, you should assign 2 group members to be responsible. One can write up the minutes and the other should review and confirm the minutes. The uploaded minutes must include the author of the minutes, date of the meeting, who attended, what was discussed, and action points, as well as the name of the team member who approves the minutes. 


Indivdidual Project Research Work (3 marks):  
Goals: 
· to keep your teammates up to date on your project research
· to make sure that you are doing your research and not procrastinating
· to ensure that you have research notes ready for your preliminary presentation, and your final report

Instructions:

Individual Research Logs:
In order to keep you and your team members, peer mentor, instructor, and general classmates informed about your ongoing research, and to help you to prevent procrastination, post your research notes periodically throughout the term (see schedule in course outline).  Each post which consists of point form notes which will help you to answer your research questions, with a source provided (in IEEE format), posted by the due date, will receive one mark.  Note that research may be text-based (electronic or hard copy), or it may be “primary research”.  Primary research would include asking professionals or experts about their concerns would be regarding the adoption of the product or service your team is focusing on.  For primary research, include in your research notes copies of email communication with research subjects.  

Due Date: See course outline

Evaluation Criteria:
· include relevant research information to ensure progress of you and your team
· providing up to date minutes with clear overview of progress and next steps
· meeting submission deadlines (late penalties apply as outlined in course outline)
PROJECT OUTLINE PRESENTATION  (10 Marks)

Working from the call for proposals presented at the start of this project pack, each team will present the following:

	Team project outline presentation (team)
	Due Class 3
	10 marks
3: team 
7: indiv.
	Handout (7 marks assigned to each individual team member for their individual handout):  Each team member creates  their own max 1-2 page section , but handout should be stapled/collated together as one document:
1. List your individual research questions and how they relate to the team topic.
1. Provide images if helpful.
1. List any relevant engineering principles that you think will be involved.
1. Provide a list of potential research sources (including resource people), in IEEE format where applicable, with a brief indication of what information you'll use from each source.

Presentation (3 team marks): 
Present 
A. the content of your handout (Part 1 of Team Goals section of Project Outline form in appendix b)
B. the  eight questions your team will answer when preparing your pamphlet content  (Part 2 of Team Goals section of Project Outline form appendix 3) 

TIME LIMIT: 8 MINUTES FOR THE TEAM
SLIDE # LIMIT:  4 SLIDES FOR THE TEAM (1 per team member)



Instructions:
· Work as a team to complete the Project Outline form in Appendix B to outline the key components your group project 
· Prepare your presentation and handouts using the key components outlined above as well as the evaluation criteria outlined below.

Submission:  
· Before Class 3: Submit soft copy of presentation slides + handout to cuLearn Assignment Submissions.
· Class 3: Submit 
a)  the hard copy of your slides (printed 4 per page) + a hard copy of your team’s handout

Evaluation criteria:

	Project Proposal Presentation 
	                 /10 Marks

	7 Individual Marks ( Handout)
· Content – Have you included all the content specified in the assignment. See bullets in the outline for this assignment?  (5 marks)
· Format – Can the reader easily locate your content?    (1 mark)
· Clarity – Is it easy for the reader to understand your content?  (1 mark)
	                       

	3 team marks (presentation):
· Did you cover the expected content?  (1.5 marks)
· Did you stick to the time limit? (.5 mark)
· Was your content presented  in a clear and organized manner? (1 mark)

	



PROJECT PROPOSAL (15 Marks)

Working from the call for proposals presented at the start of the project pack, each project team member must submit a complete and clear explanation of the team's proposed project to the course instructor for approval.  Proposal approval is required to continue with the team and the project.  

Content and Organization: 

The Project Proposal must include the following content (listed in Table 3 below):

Table 3: Proposal content guidelines
	Section #
	Section
	Content

	
	Title page
	· Title of proposal (make sure it’s specific)
· Names of recipients (+ their affiliations)
· Name of author + affiliation (course code, team #, team topic)
· Date

	1
	Introduction 
(1 paragraph)
	Provide:
· proposal context / reference to Call for Proposals
· purpose of the proposal (team and topic)
· brief summary (2 sentences maximum)  of your team's proposed project 
· preview of the content of your proposal

	2
	Background
(1-2 paragraphs)
	· Explain the project your class is working on.
· Show evidence of background research by including at least two references in IEEE format.

	3
	Project Description
Note: Create sub-sections
(maximum 500 words)
	· Describe your team's project idea.
· State what each team member will be in charge of, including research questions and research sources.  
· Provide references in IEEE format for the research sources. 

	
4
	Project Timeline

	One Timeline for your team (this will be completed as a team)
· Show the major project deliverables and the stages in completing those deliverables.
·  Include a team meeting schedule + name of team members assigned to record meeting minutes in team forum on cuLearn.
· Place timeline in an appendix.   Refer to appendix in body of proposal.
· Basically – who is doing what and when!


	5
	Conclusion
(1-2 paragraphs)
	· expressing your hope that the Project Proposal is accepted
· inviting questions / feedback
· providing contact information

	
No sec. #
	References
	Provide a reference for each citation in your proposal (in IEEE format).  Note: Make sure each hard copy source is available as a screenshot or photo or scan in your project team’s forum on cuLearn.

	 sec. #
	Glossary
	· Definitions of theoretical terms
· Each definition must be written in your own words. NOTE: It’s most effective if the definition is specific to / relates to your content.  
· You must provide a reference for each definition.
· Present terms in alphabetical order.



Format Requirements:
· The 500 word limit does not include information in tables, figure/table captions, headings and sub-headings, references, glossary, appendices.
· See format requirements in Course Outline for further details.  NOTE: You should NOT double-space material in tables and within each reference and glossary definition.

Evaluation:
This assignment is worth 15% and will be graded according to the following holistic evaluation scale:

Table 4: Proposal Evaluation Grid
	Holistic Evaluation Scale

	· Does not meet assignment requirements/ Expected content not present
· Audience not able to understand content
· Significant language errors that interfere with coprehension
	· Some assignment requirements are weak or not present
· May lack effective organization 
-ideas are not clear or not logically organized so reader has difficulty following the ideas
· Audience has difficulty understanding the content
· A number of language errors that interfere with comprehension
	· Meets all assignment requirements
· Easy to read/follow
-Organized effectively
-Coherently linked ideas
· Meets the goals and expectations of the audience 
· Language is clear and accurate


	

	10%

	10%
	20%
	30%
	40%
	50%
	60%
	70%
	90%
	100%



 
 
Submission Guidelines:
Draft #1:
· Submit soft copy of draft #1 in cuLearn before the beginning of Class 4.
· Bring a hard copy of draft #1 to Class 4 for peer review.

Final version:
· Submit soft copy of final version in cuLearn before the beginning of Class 5.
· Submit a hard copy of final version at the beginning of Class 5.  See other submission guidelines in the Course Outline.
· NOTE:  A student must submit a proposal in order to continue the project with his or her team.  The absolute deadline to submit a proposal reflecting the plans of his or her project team is Class 6.  (However, no grade will be awarded 48 hours after Class 5). 






EXPLANATION OF FIGURE ASSIGNMENT (10 MARKS)

Task
Explain a figure that is related to your term project topic.

Purpose
Completing this assignment will give you practice in explaining engineering content to a non-technical audience and will allow you to begin drafting your final report.

Instructions

Step 1: Before Class #6 - Select a Technical Figure

a) Select one technical figure that you have identified as being essential to your research on the topic you have selected to work on. Refer to the concepts/laws/principles in your project outline form. Note: Team members may choose to use the same figure if it applies across all individual research questions or they may choose to use different figures. Your team may wish to consult with the peer mentor regarding your choice(s) of figure(s). Consultations should be made at least 48 hours before class #6.

b) Do some research to gain a clear understanding of the figure (this research can also be used for your logbook/progress report submission).   

c) Copy and complete Table 4 below and bring it to class #6.

d) Make a copy of the figure and bring it to class #6.

e) Bring any relevant research sources with you to class #6.


Table 5: Explanation of Figure Form      
	
Topic:



	
Relevance of figure to research
(How will this figure be useful in your final report and/or final presentation?) 



	
Reference for figure in IEEE format (Please use the format from course textbook.)











Step 2:  In Class #6- Explaining a Technical Figure  

a) Write an explanation of the figure (in the exam booklet provided) for a non-technical audience.   (60-90 minutes)  

Attention:  Be sure to include proper in-text citations throughout your explanation and include a corresponding list of references.

Format Requirements
Your explanation
· should be no more than 2 pages of text
· should  be double-spaced
· should be written as legibly as possible
· should include references in proper IEEE format (proper citations and a list of references)


Evaluation Criteria

This assignment is worth 10% and will be graded according to Table 5 below.


Table 6: Explanation of a Figure Assignment Evaluation Grid
	
Relevance of figure to research

	      
               /2

	
Reference for figure in IEEE format

	
               /1

	
Figure 
Will be assessed on 
· labeling of components  (figures can be modified from original)
· formatting of figure (figure #, caption, citation)

	


              /2

	
Explanation  

Explanation of the figure will be graded on:
· quality of language (grammar, sentence structure, wording, conciseness, formal tone)
· organization of ideas (logical order, coherence, reference to figure in explanation)
· content (accurate explanation, relevant content, sufficient explanation of ideas)
· audience awareness (appropriate level of technicality, definitions of technical terms)
· format (double-spaced, properly cited references)

	




               /5

	
Total
	
              /10




 

PRESENTATION OF PRELIMINARY FINDINGS

	
Presentation of preliminary findings
	Delivered in Classes  7
	5 marks
2: team
3: individual
	Each team member: present the highlights of your research findings to date
· 5 individual marks for content, slide design + effectiveness of delivery and
· 2 team marks for effective preparation, organization, introduction, conclusion, consistent  visuals, and handout

Handout (one per team): 1-2 paragraph informative summary of each team member's presentation content + references



Purpose:  
· Ensure you are on track for completing your assignment within the assigned timeframe. 
· Inform your instructor and classmates about your team's research findings to date.
· Get feedback from peers and instructor.  
· You should ideally be able to answer at least 1 of your research questions during this presentation. Being able to answering 2 questions simply and coherently by this point would certainly boost your mark.

Content & Structure:
· Introduction (about 30 seconds)
Two slides:  
Slide 1:  Presentation title, context, date, names of presenters
       Slide 2:  Presentation overview
· Body (8 minutes maximum)
· Key points/highlights regarding each team member’s findings to date: You can choose to cover whatever you feel would be useful/interesting to the class.  Remember, you have only about 2 minutes each, so avoid trying to cover anything too theoretical, or you won’t be able to cover it in enough depth to make it clearly understandable.  Maximum one slide per team member.
· Conclusion (about 30 seconds):  What work does your team still need to do in order to complete your research?

· You will be given additional time for Q&A

Contribution:  Each team member must present their portion of the body of the presentation. You can choose two other members to provide the introduction and conclusion.

Submission:  
· Before Class 7: Submit soft copy of presentation slides + handout to cuLearn Assignment Submissions.
· Class 7 Submit:
a. the hard copy of your slides (printed 4 per page) so that I can provide feedback to your team on those slides
b. a hard copy of your handout

Q&A Session:
· Audience members:  it is your responsibility to provide constructive feedback to classmates and ask questions which need to be addressed at this stage of the project and to show due respect by refraining from discussion with other peers and use of electronic devices during the Q&A session.
· Presenters, make sure that everyone in the audience has heard / understood a question from an audience member before you begin answering it.  And make sure that everyone in the audience can hear your answer.

Evaluation: 
· Bring copies of the Peer Feedback Forms found in Appendix C and hand out to the teams that are not presenting so they can provide you with feedback on your presentation style.
· Collect Peer Feedback Forms after your presentation and use these to complete the Self-Assessment Form provided in Appendix D.
· Submit your self-assessment on cuLearn by class 8. 



FINAL DESIGN REPORT (35 MARKS) 

Report of Findings - Contents:  Refer to Table 6 below for details about report content.

Table 7:  Report of Findings: content requirements
	Component
	Description

	FRONT MATTER

	Title page 

	· Title
· type (purpose) of report
· recipient
· authors, your affiliation
· date

	REPORT BODY

	Sec. 1: Introduction 
(1-3 paragraphs)
	· Document purpose / context:
· Statement of team project and your role in that team project
· Statement of research questions to be answered in this report
· Document overview/roadmap. Include a reference to your glossary, and how terms defined in the glossary are denoted throughout your report.

	Sec. 2: Findings 
 (1000 words/4 page double spaced)
	At the beginning of Section 2, you’ll need a sub-section which provides an overview of the topic your team is researching, including a diagram and explanation.  This will provide the context and understanding necessary for the reader to understand how your particular area of focus fits into the “big picture”.

Present your findings (answer to your two research questions)


	Sec. 3:  Conclusion
(2 -3 paragraphs)

	· State how your findings fit into your team's findings and why the ideas presented in your project would be useful for the context of this proect.


	BACK MATTER

	References (no section #)

	Provide a reference for each citation in the document (in IEEE format).


	Glossary (no section #)

	· Define terms you feel your audience may not understand, in your own words.
· Provide a citation for each definition.
· Place terms in alphabetical order.
· Put defined terms in italics each time they are used in your report.


	Appendices (if needed)


	· Number and title each appendix.
· Refer to each appendix in body of report.











SUBMISSION GUIDELINES:

SOFT COPY: 
1. the final version of your individual report
2. any electronically reviewed report drafts
3. a soft copy of each of the sources you have cited in your report in a separate folder.   Without being able to access your sources, your instructor cannot completely evaluate your work. 

HARD COPY:
 Include in one team folder:
1. Each team member’s report
2. all reviewed preliminary drafts 
3. completed  " Report of Findings: Theoretical content accuracy " peer mentor approval form from each team member ( cuLearn > Forms) 
Note: Without this completed form your instructor will not know if your content is accurate, so it will be very difficult to judge the success of your document.


 Evaluation:
This assignment is worth 35% and will be graded according to the following holistic evaluation scale:

Table 7: Proposal Evaluation Grid – Final Report
	Holistic Evaluation Scale

	· Does not meet assignment requirements/ Expected content not present
· Audience not able to understand content
· Significant language errors that interfere with coprehension
	· Some assignment requirements are weak or not present
· May lack effective organization 
-ideas are not clear or not logically organized so reader has difficulty following the ideas
· Audience has difficulty understanding the content
· A number of language errors that interfere with comprehension
	· Meets all assignment requirements
· Easy to read/follow
-Organized effectively
-Coherently linked ideas
· Meets the goals and expectations of the audience 
· Language is clear and accurate


	

	10%

	10%
	20%
	30%
	40%
	50%
	60%
	70%
	90%
	100%


 
 






PRESENTATION OF FINDINGS (13 Marks)

	Presentation of team findings 


	11 & 12
	13
3: team
10: indiv.
	Present your team's findings 




Presentation purpose:
To present the findinngs from your  team's report.   

 Length:  20 min. maximum (4  minutes per presenter, not including the introduction and conclusion 1-2 minutes)

Audience participation:
Bring to Class:  seven copies of  Appendix C Peer Feedback Form to get feedback from peers following your presentation.

Submission details:  
Submit before you present:
1. a hard copy (4 slides per page handout form)  of your presentation slides

2. a soft copy of your presentation slides (submit  to the cuLearn Assignments Folder)


After your presentation:
1. Review Peer Feedback as a group and complete and submit the Presentation Self-assessment Form found  in Appendix E. You must submit one per team member (submit to the cuLearn Assignments Folder). 









Appendix A: TEAM CONTRACT


Project teams can encounter problems. Some of these problems may include communication issues, different decision making approaches, different approaches to completing tasks, and issues about the quality and level of participation among members.

Here are possible problematic scenarios in team projects such as your CCDP2100 term project.

Team problem scenarios
1. A team member is not responding  to your email messages
2. A team member is not doing his/her share of the work
3. A team member keeps missing team meetings
4. A team member is not sharing his research/work
5. The team can never find a convenient time to meet
6. One team member asks to look at a draft of one of your assignments
7. Team members have different project objectives
8. Team members have different personal objectives
9. One team member is dominating at team meetings
10. One team member is dominating the entire project
11. Team members have different ideas about how to interact in a professional way 
12. Team members have difficulty resolving conflicts among team members
13. The team is procrastinating
14. One team member is procrastinating
15. One team member is not documenting his/her work and so that work is not accessible to team members
16. One team member drops the course
17. One team member is really nervous about giving presentations
To help address some of the issues that may arise in your team, it is useful to have a pre-defined set of expectations about how the team should perform and behave. A contract is one way to establish a set of expectations IN ADVANCE that all team members agree to follow. By establishing expectations and procedures at the beginning of your project, it may reduce team-based conflicts and problems as all team members will be clear about what is expected of them.
 








Task
As a team, develop a team contract that includes
1. the expectations of your team, including
· Team goal(s)
· Role of team leader
· Active participation & behaviours that encourage active participation 
· Attendance expectations
· Roles and Responsibilities of each team member 
· How will you communicate (by email, facebook, phone, etc.)?
· Back-up communication (alternative ways to reach team members)
· How will you make decisions as a group?
		By majority?
		By concensus?
· Use of log books/discussion groups for meeting agendas and minutes (action items/follow-up)
· Guidelines for sharing research resources, and research notes
· Problem solving approaches/ensuring equal opportunities for team
	participation e.g. distribute topics/discussion areas prior to meetings so all
	team members have adequate time to reflect on information. Some people
	may find it difficult to respond “on the spot” at a meeting and may need
	more time to consider their response/input
· Conflict resolution
2. Consequences (realistic)

 NOTE: Remember that the final consequence of not meeting the team expectations is being "fired" from the team. 



Each team member must sign the completed contract to signify their agreement of the terms of the contract. 


Appendix B: PROJECT OUTLINE
 
	PROJECT TITLE

Providing low cost, high impact solutions for refugee camps.


	TEAM # (to be assigned)


	CCDP2100B
 

	
	
	TEAM MEMBERS’ NAMES:






	
	TEAM PROJECT FOCUS:




	Possible Project Audience (who could you be writing this proposal for?):
· Instructor
· …

	CCDP2100  PROJECT BACKGROUND:  
What is the goal of the project?  (See RFP)


What final project deliverables will the CCDP2100 class develop?  




	 TEAM GOALS:  

1. How will your CCDP2100 project team contribute to the goal of your class?  




2. What research questions will each team member answer? 

NOTES:  
· A minimum of two research questions per team member.  
· At least two of these research questions must involve engineering / technical focus.  For example:  “How can energy from a boiling pot be used to provide electric power?”   
· Each of the technical questions will involve engineering principles.  Identify what these principles are for each question.  A principle for the example question above might be “heat transfer”.  
· The answers to these questions will appear in your final report of findings.  

3. FOR YOUR FINAL REPORT:  Your team must be able to explain HOW your chosen product or service works, from an engineering standpoint and why it will beneficial for the context outlined.

4. How will your team conduct your research?  (possible research sources for each research question)






Appendix C:PRESENTATION OF FINDINGS
PEER FEEDBACK FORM

 
* Print out (# of teams – 1) of these forms and bring them to Class.   

	Team member's name
	What information did each team member present that would be most useful for their target audience? 

	How effectively did each team member present their content?  Easily understood? Engaging?

	Team #

	
	







	
	Mark


        /5

	
	







	
	Mark


        /5

	
	







	
	Mark


        /5

	
	








	
	Mark


        /5

	General comments:  










Appendix D: PRESENTATION OF PRELIMINARY FINDINGS
Self-assessment of you and your team
 (
 Grade awarded by instructor:
Individual:   /
5
Team :
          /2
)


Name: __________________      Team #: _____      Date: ____  Sec. ___

Individual self-assessment


1. CONTENT:  Summarize the feedback received from audience members regarding the usefulness of your content for your target audience.





2. DELIVERY:  Summarize the feedback received from audience members regarding your effectiveness as an individual presenter.






3. SELF-EVALUATION:  Comment on your choice of content and performance as a presenter.  Did you select relevant content?  Did you deliver your content clearly?   How engaging were you as speaker? How effective was your delivery of your content?




 
4.  (
 
     
/ 
5
)Award yourself a mark out of 5.          



Team Assessment:

How effective were your presentation introduction, handling of Q&A session, and wrap-up following the Q&A?


How effective was your presentation preparation and rehearsal?


Did your presentation slides appear to be the result of a cohesive team effort?  Did they include a footer and slide numbers?  


Award your team a mark out of 3.

 (
   
 
 
/ 
2
)

Appendix E:PRESENTATION OF FINAL REPORT
Self-assessment of you and your team
 (
 Grade awarded by instructor:
Individual:  
         
 /
10
Team :
                 /3
)


Name: __________________      Team #: _____      Date: ____  Sec. ___

Individual self-assessment


1. SELF-EVALUATION:  
Did you select relevant content? Explain.



 Did you deliver your content clearly and effectively?   




How engaging were you as speaker? 




What do you think you could improve on for future presentations?




 
2.  (
 
   
/ 
10
)Award yourself a mark out of 10     



Team Assessment:

How effective were your presentation introduction, handling of Q&A session, and wrap-up following the Q&A?


How effective was your presentation preparation and rehearsal?


Did your presentation slides appear to be the result of a cohesive team effort?  Did they include a footer and slide numbers?  


Award your team a mark out of 3.

 (
   
 
 
/ 
3
)
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