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NEW SEPO PEOPLE INFORMATION

A.
Administrative

1. Meet other SEPO team members and learn about their areas of expertise/responsibilities.

2. The Code 212 assistant will get you a key to the external doors.  Office doors with locks have a key hanging on the bulletin board in SEPO’s front office in the event they ever accidentally get locked.

3. If you do not already have an email account, the Code 212 assistant will submit a request.  In any case, the electronic phone book must be updated.

4. Do you need a computer?

5. SEPO Director will ensure nameplates are made for your office and the brown board.

6.  Are you bringing a phone number with you?  Do you have voicemail?  If not, request phone number and/or voicemail from the Code 212 assistant.

7.  You will be added to the SPI Agent and SEPO email aliases, the SEPO flyer and various briefings.

8. Work with the SEPO Director and the Code 212 supervisor to develop performance objectives.  Meet with the Code 212 supervisor to go over objectives.

9. For office supplies, help yourself to the cabinets in the library or write your request on the order board posted on the supply cabinets.

10. Do you know your office location, and phone number?  Is the furniture adequate?

11. Annual Leave is yours to take.  Let the SEPO Director and the Code 212 supervisor know, and plan on taking it unless you hear otherwise.  If on sick leave, please call the SEPO Director or SEPO’s voice mail.  Leave and travel plans must also be entered onto the Code 210 Travel and Leave web site.

12. When you plan to be out of the office for more than a few minutes, please sign out on the brown board in the front office.  If your are planning to be out of the office for more than a day for work or pleasure, please put your schedule on the white board in the library.  
13. What are your work hours?
14. The bathroom is co-ed.  Follow the Bathroom Process (no kidding!) posted on the wall inside the bathroom.
15. You are welcome to join the water mess.  We have bottled water delivered which costs those who drink it approximately $5/month, or you can use the filtered water cooler/heater by the front door for free.  If you would like to be in the coffee mess, you must also join the water mess and then simply replace any supplies (coffee, tea, cocoa, sugar, cream) that you use.  The refrigerator is for your use, just make sure you don’t grow things in it.  And each is expected to help by doing their own dishes or volunteering once in a while to do the guest’s utensils and cups.  We usually have goodies on Monday during our SPI meetings; we rotate bringing them in.  You are also more than welcome to bring goodies for the crew anytime you’d like. 

16. We generally treat our members on their birthday by having cake; make sure we know your birth date and preference for cake, pie, etc., so you don’t miss out.  The person who had the last birthday brings the card and treat for the next person.

17. We maintain an emergency numbers list; please help keep the list current by providing home address/phone number/emergency contacts.

18. You are expected to keep your in-basket under some kind of control by making sure you route things as expeditiously as you can.  Be conscious of where the document is passed next (e.g. better to go to someone in the office than to someone on vacation for 3 weeks).  For SPI Agents outside SEPO, there is a basket for them in the conference room.

19. Everyone is responsible for security.  Though we have no classified materials in the office, SEPO does have 3-dot locks on all external doors; it is a security violation to leave them unlocked or windows open if no one is in the office.  The last one leaving at night must ensure all doors and windows are closed and locked and electrical equipment and lights turned off.  Please put a small note on your computer with instructions on how you would like it turned off in case you should forget and the person doing security needs to do it.  Don’t forget to check the coffee pot and the bathroom window, which are both notorious for being overlooked.  The second to the last one leaving every night has the responsibility to tell the last one they are it.  Please make sure if you have a laptop, it is secure whenever you are not using it.

20. We are proud of our professional looking offices and strive hard to keep them looking that way.  It is strongly suggested that misc. papers, yellow stickies, and what-have-yous not be tacked to equipment, walls, or doors.  If you would like a corkboard or 2 for this purpose, please feel free to order them.  Personal, framed, art is also highly encouraged.  Each person should have enough closed storage for all documents, books, papers, clutter, etc.  If you need more, please see me.  Wire-spiders are not only an unattractive nuisance, but a safety hazard.  And, please resist the urge to use the top of file cabinets for storage.  All efforts to maintain a neat office are appreciated by your fellow cohorts.  Above all, you and your guests should be comfortable in your office.   

21. Everyone is expected to attend 2 meetings every week: the SPI meeting at 1000 on Mondays and the SEPO staff meeting held at 1000 on Tuesdays.  To the best of our ability, we follow the Keys to a Successful Meeting process found on the SSC San Diego Process Asset Library (PAL).  There is also a Code 210 staff meeting every Monday at 1300.   SEPO holds Parallel Organization (future planning) meetings on the last Thursday of every month from 0900-1100.

22. We have a standard format for all Powerpoint presentations, which everyone is expected to use for any briefs or training. 

23. The SEPO Library is your resource, though books/documents must be checked out if you want to use them at your desk.  If you would like to add books to our stacks, please let me know and the librarian will order them.  You should be familiar with what is available in the library. 

24. Weekly Activity Reports are due by COB of the Monday following the week being reported.  Follow the SEPO internal process for Status Reporting.

25. Email is a great way of documenting ideas, actions, decisions, etc.  It is also a tool that is subject to great abuse.  Use good judgment to know the difference.  Since many people use email messages instead of filing, use of a descriptive subject line is very much appreciated.

26. You are expected to be familiar with, follow, and suggest improvements to, all SEPO Internal Processes found on the SSC San Diego PAL.

B.  Technical

1. You are expected to be intimately familiar with the products and services offered by SEPO.  You can find them on the SSC San Diego PAL.  They are tracked via a Product Status Matrix that you might find useful for learning about them.  Specifically review the products in the OPF/OPD section of the SSC San Diego PAL.

2. As a SEPO POC to a Department, you are responsible for ensuring that Department implements its SPI in an organizationally consistent manner and that the best practices they come up with are shared with other Departments.  You are not expected to do the work for them, but are expected to maintain regular and frequent contact with them.

3. SEPO receives many inquiries of either a general nature or directed to a specific person.  Each and every inquiry deserves to be answered in as timely a manner as possible, regardless if it is within our mission or not.  Just a suggestion of whom to call is always appreciated.  But if it is within our mission, then feel free to take advantage of all resources (your own experience, others in the office, outside experts, library, software community alias, etc.) to help put together the best answer possible. 

4. You will be the “owner” of one or more products, which means you will have the responsibility for leading/coordinating any work done on that product.  All documents produced in SEPO are subject to the guidelines/directives contained in the SEPO Document Configuration Management Process and the Handbook for Process Management (HPM).  All products that reach a final version require a written DCR and approval from a change control board (CCB), which is chaired by the SEPO Director, before changes are implemented.   

5. Formal inspections and peer reviews are used liberally.  As other members develop products, ensure that you complete a timely, quality review in whatever format (formal inspection, walkthrough, informal review, etc.) is requested of you.  Whatever you do for others is likely to be returned when it’s your document that needs to be reviewed.  

6. All of our work is closely integrated thus you will be asked for ideas, comments, reviews, participation in meetings, etc.  You can also call on others in SEPO if you need help with your tasks.  If you need help from outside of SEPO, let the SEPO Director know as it might require the use of an ERP WBS number.  Priorities of workload is the SEPO Director’s responsibility, please feel free to ask anytime if there is an issue with which task to work on first.

7. SEPO team members are encouraged to attend at least one Software Engineering conference per year.  Choices include the Software Technology Conference held in the Spring in Salt Lake City, the Software Engineering Process Group conference, also generally held in the Spring in various locations, the Software Engineering Institute Symposium usually held in August in Pittsburgh, or a conference aimed specifically at your area of expertise/interest.  

8. SEPO team members are also expected to have training in several areas, such as CMMI, SPI, SPM, SME, appraisals, and others.  Please see the SPI Agent training appendix in our SSC San Diego Software Engineering Training Plan.

9. Getting involved with Software Engineering efforts outside of SEPO is encouraged, based on workload, e.g. Southern California SPIN, San Diego SPIN, SEI Advisory Boards, CMMI Initiative, etc.

10. As a SEPO team member, opinions are expected and welcome; disagreements are also expected and ALWAYS handled within the team.  Reaching consensus is highly valued.  The SEPO Director will act as tie-breaker, if the need arises.  Team members are expected to be self-motivated and self-regulated.  

11. SEPO is a service organization, funded with overhead funds from the technical codes.  We must, at all times, be seen as value-added, professional, accountable, creditable, and supportive.  We deal with a variety of personnel at all levels (software practitioners through all levels of management) both internally and externally, and must always maintain a positive approach in dealing with these people.

12. Where do you see yourself in 1-5 years?  

13. Welcome!  We’re glad you’re here!
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