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[bookmark: _Toc514450286]Introduction

We were given the task of creating a group project and this is a report on what happened within the project and how everything was laid out and completed.
This report will be broken down into individual sections with my own diary placed at the end which will show in my own words how different events happened.

[bookmark: _Toc514450287] My Task & Role

In this group project my role was to do the quality control, the main job of my role was to ensure everyone was constantly up to date with the correct and most updated version of everyone’s work. This was achieved by the entire workflow of the project running through me so that I could ensure that I had the latest version of each piece of work. I also made sure that all work passed to me was then sent to 2 people for peer to peer review, this was to ensure we held ourselves to a high standard of work and to help negate grammatical and spelling issues.


[bookmark: _Toc514450288]Meetings
Our group held meeting once every 2 weeks, this was to ensure that we had enough of a time frame to fully complete the project and to fulfil the high standards that we had set upon ourselves from the start. Meeting were held each Friday at approximately 10PM and were held over a connected video conference call.


[bookmark: _Toc514450289]Group Members & Project

[bookmark: _Toc514450290]Members
For our group project our group consisted of 5 members: Myself, Ricky Jenkins, Ashleigh Steel, Paul weaver and Steffen Lewis each member of the group got to select their own roles from the list which hopefully were what they were strongest and most confident in. the roles as chosen:
· Harry		- Quality Management
· Ricky		- Project Justification
· Ashleigh	- PID
· Paul		- Risk assessment and
· Steffen		- Cost assessment



[bookmark: _Toc514450291]Personal Reflection

Throughout the project I could have more efficiently claimed files and added them into the final version control document instead of sitting idle. I could have also been keener to peer-to-peer review work to ensure that a very high standard of work is all that could be acceptable to for the rest of the group as well as myself. I could have also been better and documenting what I was doing through the project, this would ensure everything is neatly and easily read by 3rd parties who are looking over the proposed project plan.


[bookmark: _Toc514450292]Evaluation

The early stages of the project were rather slow and didn’t have much effort being put into them, if we had solved this issue much sooner we would have had a much better group project where everyone was more included and tied into one another, instead we took a slow and rather dull approach to the project which left us quite behind our project plan and led to a lot of the tasks being rushed and passed around the group quite a lot. This was all because of a lack of communication caused by using the video chats instead of meeting in person, if I was to do this project again I would insist that group meeting were held in person where we can visibly see what stage everyone is at and what they are working on, this will allow other people to react accordingly and ensure that there is a much smoother and consistent work flow.
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[bookmark: _Toc514450294]Meeting One 30/01/2018

Chair: Steffen Lewis 
Recorder: Ricky Jenkins
Topics of discussion
1. Project overview and evaluation of scenario
2. Defining the project tasks
3. Task allocation
4. Quality control issues
5. Define timescales
6. Define project plan
7. Chair for next meeting
8. Date/Time of next meeting
9. Team members Health and Safety 
10. AOB

In this meeting we assigned everyone their roles and decided on a timescale that the project must follow.
We decided a chair, time and date for the next meeting.







[bookmark: _Toc514450295]Meeting Two 16/02/2018

Chair: Ashleigh Steel 
Recorder: Ricky Jenkins
1. Project overview and evaluation of scenario
2. Ensuring all members are happy with their project task
3. First meeting Refection 
4. Project Timescale
5. Chair for next meeting
6. Date/Time of next meeting
7. Team members Health and Safety 
8. AOB

We looked at everyone’s roles this meeting and made sure everyone knew what was expected of them and we then made a start on the project plan and a timescale.


[bookmark: _Toc514450296]Meeting Three 02/03/2018
Chair:  Ricky Jenkins
Recorder: Steffen Lewis 
1. Project overview and evaluation of scenario
1. Ensure all users are track.
1. Second meeting Refection 
1. Project Timescale to ensure everyone is competing documents within the project plan dates.
1. Chair for next meeting
1. Date/Time of next meeting
1. Team members Health and Safety 
1. AOB

In this meeting we compared our current work to where we should be on the project overview and made some slight adjustments to try and pick up the pace





[bookmark: _Toc514450297]Meeting Four 16/03/2018
Chair: Steffen Lewis 
Recorder: Paul weaver
1. Project overview and evaluation of scenario
2. Ensure all users are track.
3. Third meeting Refection 
4. Ricky Request: Project Timescale to ensure everyone is competing documents within the project plan dates.
5. Chair for next meeting
6. Date/Time of next meeting
7. Team members Health and Safety 
8. AOB


In this meeting we made sure that everyone was on track and comfortable with what they were doing, we also made a push to request more work from eachother.
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Chair: Paul Weaver
Recorder: myself
1. Project overview and evaluation of scenario
2. Ensure all users are track.
3. Fourth meeting Refection 
4. Speak about PID
5. Final due dates
6. Version Control
7. PowerPoint Idea’s
8. Chair for next meeting
9. Date/Time of next meeting
10. Team members Health and Safety 
11. AOB

We talked over the PID and final due dates, this led to an increase in the production of the final powerpoint


[bookmark: _Toc514450299]Meeting Six
Chair: Myself 
Recorder: Ashleigh Steel 
1. Project overview and evaluation of scenario
2. Ensure all users are track.
3. Fifth meeting Refection 
4. Personal PowerPoint
5. PowerPoint dates
6. PID Development
7. Task Agreements
8. Quality Control
9. Final Submission
10. Team members Health and Safety 
11. AOB

This was our final meeting in which we discussed the final presentation and layout of the PowerPoint
[bookmark: _Toc514450300]Final say on the meetings and team

The team worked well together as a team but on occasion we found it difficult to get the whole group together because of other commitments such as work, besides from that the group worked very well together being helpful when possible and making the transfer of documents to and from each other very easy and hassle free, even in their down time they would still be available to pass work to and from.
The meetings were all scheduled and performed on time, there was a few absences at times but the majority of the time they were planned absences and everyone know why and the reason for the group member being absent, this allowed us to easily work around the missing person and continue as normal.
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