Dear all,
 
Please read this email carefully. It outlines ALL YOUR END OF SEMESTER DELIVERABLES. Missing any of the following will negatively impact your grade. Documentation is even more important now, with distance-learning. Do not wait until the last minute! 
PM and DLs, please make sure that the reviewers' comments are reflected in the final design document. (The review sheets will be accessible from the SharePoint after the final design review session.)

This is a long email because each of the deliverables is explained in detail. Please ask me any questions you may have any after reading this.
[bookmark: _GoBack] 
 
General Comments:
1. You can revise/modify your notebook until  May. 1st 11:59 p.m. Eastern Time
2. Please upload all of the necessary documents to the SharePoint (EPICS SharePoint ONLY); i.e. if you have been using Google Drive, this is the time to move the most important items to the EPICS SharePoint. 
3. Please make sure all the documents are checked-in on SharePoint
4. Make sure the documents on SharePoint are well organized in a logical manner (folder organization) and are their folder-name is referred to in your notebooks/reflection. (PM, DLs, and Project Archivist(s) are responsible for making sure the files are in a good shape.) 
· Use either folder/file name or location (link)
5. PM and DLs are required to write their lessons learned in their notebooks. Talk about anything you have learned and about anything that you think it might be helpful for the next generation who want to take your role at EPICS. (You would need to add a tab to your notebook called "Lessons Learned.")
6. Let me know if you have any items that need to find their way back to the EPICS labs.

List of Deliverable Items for Week 16 - Due Friday May, 1st by 11:59 p.m. Eastern Time
1. Individual Evaluation Rubric 
(This document must NOT be uploaded to SharePoint or OneNote)
Responsibility: Individual Team Members - submit it to me (sdustker@purdue.edu) via email with the subject line: EPICS-teamname: your name – IER Final and please name your documents as follows: EPICSTEAM-IER-SPRING20-YOURFULLNAME.docx. (Your IER will not be reviewed if it is not named accordingly.)
· Outline your accomplishments with detailed descriptions and specific examples
· Be sure to fill out a E/P/C/N in the self-assessment box on the right side of the page for each outcome
· Please fill out the form in MS Word
· Add lines for additional items
· Note where evidence of your work can be found as mentioned in point 4 of general notes.
· Example: Specific SharePoint folders/documents
· Explain why you deserve a certain grade
· If you are taking the class for 2 credits, be sure to fill out the box at the bottom of the last page.
· A link to IER can be found here.  
https://engineering.purdue.edu/EPICS/purdue/team-documents/ier 
(fill out the one that is associated with your EPICS level)
2. Design Review Follow-Up Document - Responsibility: PM & DLs
· One per sub-team (project)
· Please complete the one that you uploaded for the mid-semester and upload it to the SharePoint
3. Peer Evaluations
· To be completed on myEPICS
· Please rank and comment on individuals you have worked with
· All project team members (sub-teams) should be included in the peer evaluation

Project and Individual Documents 
1. Design Document
· Responsibility: PM & Design Leads (but everyone should help)
· One per project (or sub-project)
· Updated as per feedback at design review
· Upload the updated design document on your team's SharePoint 
2. Individual Documentation (OneNote) - Responsibility: Individual Team Members
· Make sure all your work is attached/linked to your notebook (OneNote)
· Remember that the notebooks should provide evidence of your efforts!
· Make sure they are up-to-date and synced - we cannot give you credit for work that is not documented and available to us
· W&A - Under individual work, please make note of what you did, why you did it, and provide evidence for the said task. It needs to be crystal clear to an outside reader what your specific contributions are. Remember to ask yourself ‘Could someone not familiar with the project pick up my notebook and reproduce my work just from this documentation?’  - this is the goal. Students in leadership roles should also focus on plans of action for delegating tasks.
· Reflections - Each reflection should address the following questions and contain at least 300 words:
· ‘What’ did I learn?
· ‘How’ did I learn it?
· ‘Why and how’ does this learning matter?
Example template - (1) something that has happened during the week to spark this reflection, (2) connecting to a broader idea (teamwork, ethics, remote communication, benchmarking, etc.), and (3) connecting this to how you will use your experience/learning in the future inside and outside EPICS.

3. Final Reflection
· Responsibility: Individual Team Members
· Add a tab in your notebook called “Final Reflection”
· For two of the four areas below, critically reflect about what you have learned in that area this semester. Each reflection should address the following questions and contain at least 300 words.
· Areas: Personal and Professional Development; Social Impact; Academic Enhancement; Ethics
· Questions: What did I learn?; How did I learn it?; Why does the learning matter?; What will/could I or others do in light of this learning?
3. 
4. Transition Document - Responsibility: PM & DLs  (but everyone should help)
· In your Transition Documents, please provide specific agendas for the first 3 weeks for the next semester students. 
· One per project (or sub-project)
· A one-page summary of your project
· Major accomplishments this semester
· Suggestions for future teams 
· Upload on your team's SharePoint

3. 
4. 
5. The USER MANUAL, (only if discussed during the lab session). 
· Including the #comments on your codes!

6. Any Role-Specific Documentation Complete
· Responsibility: People with named roles
· Examples: Budget, website, twitter posts, semester plan
· Items uploaded to SharePoint (unless website or twitter)

7. PM and DLs Only - Lessons Learned
· Talk about anything you have learned and about anything that you think might be helpful for the next generation who want to take your role at EPICS.
· In a tab in your notebook called "Lessons Learned"

8. Verify that your attendance and course number (EPCS 1, 2, 3, or 4xx) are correct on MyEPICS. (If you find any problem, please let me know.)
· Responsibility: Individual Team Members

9. All PDHs complete.
· Responsibility: Individual Team Members
· Confirm in MyEPICS and let me know if you think there is any recording issue

10. Purdue Course Evaluation
· Responsibility: Individual Team Members
· This counts as an individual assignment on the IER
· https://www.purdue.edu/cie/IDP/courseevaluations.html
· Email PDF proof of completion “completed evaluations” pages to me

11. Teaching Assistants Review Forms
The link to the forms will be posted by your TA in the last session of the lab – those should be filled out at the end of the lab after your TA exits the room. (the forms' data is only accessible to the EPICS Office.) 
 
The spring semester documentation is really important because we need to keep the pace for the next semester! Therefore, we will carefully review your documents, and you will be evaluated by the ways you have documented your projects. PM and DLs are playing an important role here to ease the transition process to the next team. Please work closely with your teammates to have a polished package for the next generation! 
 
Please let me know if you have any questions/comments/concerns. 

Best,
Sri
