Team document / evidence checklist

This checklist is to help the team leader to keep track of documentation and for the team to make sure documentation is being generated. This will assist the team progress through the project and it will ensure documentation is available for every student when submitting their own checklist / declaration for each Outcome.

Outcome 1 Task 1 – Evidence for each of the following:
☐	Roles allocated for all members of the team
☐	Notice of meeting
☐	Agenda
☐	Minutes / record of meeting and brief indication as to actions, showing student participation
☐	Participation of every team member as to key decisions and communication with others

Outcome 1 Task 2 – Part A
☐	Interpretation of the project brief and indication as to roles and responsibilities for all
☐	A plan as to what will be done by each member of the team to fulfil the project brief
☐	Typed report of 250 words or presentation / video collection explaining the above

Outcome 1 Task 2 – Part B
☐	Action plan showing key tasks and milestones against a timeline
☐	Resources, team members, responsibilities for each key task detailed

Outcome 2 Task 1 – Part A
☐	At least two design diagrams or written (typed) design of 200 words with one diagram
☐	Plan design shows everything that needs to be achieved

Outcome 2 Task 1 – Part B
☐	Quotation for the client listing all costs
☐	Quotation is within budget and appropriate in detail to cover the complete project brief
☐	Quotation broken down into all costings

Outcome 2 Task 2 – Planning a Test Strategy
☐	Test strategy appropriate to check the workings of the final product for the project brief
☐	 Short report or video collection explaining the test strategy
Outcome 2 Task 3 – Test plan check document
☐	 Test plan document (to be used when testing)
☐	 The test plan document based upon the strategy from Outcome 2 Task 2 above

Outcome 3 – all tasks
☐	Minutes / record of meetings, short document showing main points of the meeting
☐	Logbook / team diary / document records of team activity
☐	Team members mentioned within work record
☐	Project now completed
☐	Test plan used to thoroughly test the solution/end product for the project brief
☐	Test plan completed
☐	Errors or issues found are recorded on the test plan
☐	Errors or issues resolved
☐	Short document / report detailing how errors/issues resolved
☐	Final product / solution to the project brief demonstrated to lecturer and a record made

Outcome 4 – Individual evaluation records (each individual must complete separately)
☐	Evaluation of the entire process including planning, design, implementation, and testing
☐	Strengths and areas for improvement in the project plan
☐	Strengths and areas for improvement in the implementation of the project
☐	Review other team members contribution and self
☐	Strengths and weaknesses of the team in relation to the project
☐	Action points listed to improve future projects of this nature
☐	Individual evaluative report covering all the above
☐	Report has more than 400 words or a video recording with more than 400 words
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