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SEPO core personnel and Department SPI Agents comprise the critical SPI network that is necessary to accomplish the task given to us by the Commanding Officer and Executive Director.  When we say SEPO or SPI Agent, we mean this network, our total SPI Team. We have been asked to facilitate the Center in achieving the systems engineering and project management capability defined through CMMI Level 3 as a milestone to Level 5.  Your part in this will be one of the most challenging and important jobs of your career. We have an obligation to leave a legacy at the Center that says when we are gone, SPI lives on, bringing in continued and increasing return on the Center’s investment.  Attack the following checklist with commitment and enthusiasm.

_____ 1.  Read your job description

This document outlines the duties of both the SEPO core personnel and the Department SPI Agents.  It also includes a description of the qualifications required of all SEPO and Department SPIs, the training each must complete, and a high level background of why we have process improvement as part of the Center’s culture.  Also review the suggested/example performance objectives for Department SPI agents and core SEPO people.

_____ a.  SEPO/SPI Agent Job Description
_____ b. SPI Agent Performance Objectives
_____ c. Performance Planning/Appraisal (objectives for core SEPO persons)
_____ 2. Read the SEPO Flyer

This short document gives an overview of the process improvement program at SSC San Diego, SEPO’s mission and types of services offered.

SSC San Diego Systems Engineering Process Office (SEPO)



_____ 3.  Get familiar with the Software Engineering Process Policy

“All personnel with software-related responsibilities within SSC San Diego shall incorporate process improvement in the areas of software engineering and project management as a fundamental part of their duties. Personnel involved with software projects shall improve their software engineering and management processes on SSC

San Diego software projects.”

SSC San Diego Software Engineering Process Policy
_____ 4. Review the CMM 

A SPI Agent must be intimately familiar with the Capability Maturity Model, it is your bible.  Mark Paulk, one of the authors of the CMM, wrote an outstanding article that will give you a quick understanding of the concepts of the model.  The CMM Overview brief will not suffice to give you everything you need to implement the concepts included in the CMM, but it will give you a good introduction to the CMM.  And you must be intimately familiar with the CMM itself, so all SPI Agents must read and understand it.

_____ a.  The Capability Maturity Model for Software
_____ b. The Capability Maturity Model for Software: An Overview
_____ c. Capability Maturity Model For Software (CMU/SEI-93-TR-024)
_____ d. Key Practices of The Capability Maturity Model (CMU/SEI-TR-025)
_____ 5. Know your PALs

Every CMM Level 3 organization has a Process Asset Library that is the repository for all the best practices, guidelines, templates, aids, and training that apply to the organization and the projects.  Become intimately familiar with the SSC San Diego PAL as well as Department and Project PALs.  Go through the extensive products available to you to help you do your job.  Simply use the side bar or just start scrolling through the main page.

_____ a. SSC San Diego PAL at http://sepo.spawar.navy mil/
_____ b. SSC San Diego Department PALs (restricted access)
_____ 6. Know your processes

As you know from reviewing item 10, the CMM has 18 Key Process Areas, 13 of them make up Levels 2 and 3.   Your job will require you to know what these processes, or as we call them, best practices, require of you and a project manager.  The SSC San Diego PAL (SEPO web page) has many documents for each CMM Key Process Area, such as a reference mode process, an expert mode process, templates, guidelines, and aids that can be tailored by the projects.  The Department and Project PALs include the tailored version of the organization’s best practices.  Review each of the Key Process Areas both at the Organization (SSC San Diego PAL) level and at the Department/Project level. 

_____ a. Organization level best practices on the SSC San Diego PAL
_____ b. Department and Project tailored processes on the Department PALs (restricted access)

_____ 7.  Participate in and/or review previous assessments

One of the activities you will be required to perform is doing assessments on SPI Projects.  All current SPI Projects have a completed assessment or are scheduled for one.  You should review the completed assessments on the individual Department PALs (restricted access) or see the Department SPI Agent or Project Manager for copies.  You should also review the CMM Matrix, which is the template for conducting these assessments.
_____ a. Project Matrices on the Department PALs (restricted access)

_____ b.  CMM Matrice (Level 2 thru 5)
_____ 8. Review the SPI Status Brief given to senior management

As required by best practices, senior management is briefed on the status of their SPI Program on a regular basis.  The SPI Status Brief is generally given to the Business Meeting, comprised of the ED and all Department Heads, approximately every 2 months.  It contains the status that you report for your Department and your SPI Projects and which you have already briefed to your management chain.   It also contains a status of how the organization is doing on a whole and any issues that need senior management attention.  Because this brief contains proprietary data, its access is restricted; SPI Agents can see it on the SPI Agent web page.  

SPI Agent Infosite Briefings Category in the information library (restricted access)
_____ 9.  Talk to your Department SPI Agent about setting up an introductory meeting with your senior managers.  Department Heads and Division Heads are important members of your Department SPI Team and must be kept informed on the status of their projects and the Department effort.  Find out if they are being given quarterly reporting of project status and Department SPI status.  Find out if there is a Department Business/Strategic Plan and does it include SPI?

_____ 10. Did you know the “S” in SEPO was recently changed from Software to Systems?

Read about what this change means in a March 2001 Outlook article.  

Software Engineering Process Office becomes the Systems Engineering Process Office (Outlook March 2001)
_____ 11.  Read the Systems Engineering Overview Brief

Since the Center’s transition to doing for Systems what we have already done for Software will impact you, you should understand the approach and plan.  The comprehensive Systems Engineering Overview Brief is being given to all Departments as an introduction to the Center’s Systems Engineering Process Program.  The brief contains some of the viewgraphs you have already seen in the items above, but includes much more, i.e., systems engineering definitions, descriptions of the standards and model we will be using, a discussion on tailoring, what other industry is doing, extensive ROI for process improvement data, and external resources to get more information until SEPO can provide Systems Engineering courses.

Systems Engineering Process Program (July 2001)

_____ 12. Know how to report your weekly metrics

Every member of the SPI Team is expected to report on the efforts they did during the previous week.  

SEPO SPI Status Briefing Procedure (Expert Mode)
_____ 13. Come to your SPI meeting

Every Monday from 1000 to noon, the SPI Team meets at SEPO. 

SPI Agent Meeting Format



_____ 14.  Attend your Department SEPG meetings
All Departments should be holding regular Software Process Improvement Group meetings.  If not, set them up and require that representatives from the SPI projects and management attend.  Also encourage all who are interested in SPI in your Department to attend.  Publicize the SEPG and make it a forum for the discussion and dissemination of SPI benefits throughout the Department.

_____ 15. Review the Where to Start Checklist for Project Managers

Because you will be working with projects to help them document, implement, improve, and institutionalize they way they do business by tailoring the organization’s best practices to the project’s needs, you should review the checklist for project managers.

Where to Start for Project Managers



_____ 16. Understand how to build management support

Management support for SPI is the most critical factor in the success our SPI program.  You will be asked to interface with all levels of management and must be able to gain their support, commitment, and participation.  The Building Management Support  for SPI presentation gives you 8 suggestions for how to work with your managers.  

Building Management Support for SPI 



_____ 17. Are you ready for a Quiz?

An Expert Mode is generally a 2-page synopsis of what must be done for any particular process.  A Reference Mode is the longer, more detailed, description of the process. Below are 2 Expert Modes, each with blank spaces that need to be filled.  

_____ a. The Software Management for Everyone (SME) Expert Mode is a description of the Center’s process for doing SPI.  Continuous improvement of software engineering and project management practices at the Center is the goal of SPI.  Under the Center’s Leadership Philosophy, everyone associated with a project is responsible for its management and its success.

Software Management for Everyone (Expert Mode)


_____ b. The Software Project Management (SPM) Expert Mode is a description of the application of management principles (planning, organizing, implementing, controlling) and software engineering processes to achieve a software project’s technical requirements within cost and schedule constraints.

Software Project Management (Expert Mode)


_____ 18. Complete your SPI Agent Training Curriculum

As outlined in the Job Description in item 1, members of the SPI Team must meet certain qualifications and are required to complete several training courses.  Talk to your SEPO POC and other Department SPI Agents about developing a plan for the completion of your training. For additional information about some of the SEPO delivered courses that are part of your training curriculum, check out the 4 on-site courses available to you: Software Project Management, Software Management for Everyone, Guidelines for Successful Teams, and Peer Reviews.

SEPO Training



_____ 19.  Understand what is expected of you

In item 1, you read about your duties and the qualifications for being a SPI Agent.  For the Center to be successful in achieving its 7 Systems Engineering Goals (which you read about in many items above), you are expected to meet, or preferably exceed, those qualifications and performance of those duties.  Additionally, you are expected to apply the tenants of the Network Talent Model to this job by exhibiting leadership, demonstrating good management and technical skills, and being a supreme team player.   Read the new SEPO people information sheet for more.

New SEPO People Information


_____ 20.  Contact your SEPO POC or Lead Department SPI Agent for the next step, or for assistance in understanding and applying any of the above.  

_____ 21.  Have fun!
