Scenes Project Guidelines
Updated 1/14/2009, 6/28/2010, 9/21/2010
This memo is a procedural how-to, designed to make transition into this job easier, and to establish a protocol so that we can work together more efficiently.
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1.  Task Procedures
We have a running checklist for assignments, in effort to be better informed about what is moving along and what isn’t. Each week during the meeting, this checklist is updated. You can find it on the website. 

2.  Email Procedures
Most of the correspondence in this project will take place over email. As such, a couple of things to bear in mind:

We’re shooting for a three-day response time max. If someone emails you something work-related, please at least respond letting that person know you received their note, even if you put off the substantive response until later. This will prevent bottlenecks and lost-in-cyberspace problems.

Work to minimize global emails. Some of us have a tendency to shoot off a thought to everyone on the list, which isn’t always necessary and tends to create confusion. Before you send an email to the whole group, ask yourself who really ought to be seeing it. Sometimes it helps to have a few different email groups. 

3.  Absence Protocol
Absences are no problem; most of us are students and have a lot on our plates. However, if you are going to miss a meeting, please:

1. Email Kate, Meghan, and Professor Clark to let them know.

2. Include in that email an update account of what you’ve done, what is outstanding, and anything that might need to be discussed with a working group or the larger group. IE, include the important points. 

3. Read the meeting notes.

4.  Website Protocol
The Scenes website was developed in order to give everyone access to the most updated documents all the time. It is, however, dependent upon us all using it faithfully in order to work properly. With that in mind, please:

1. Set up your Webshare following the instructions below as soon as you begin on the project. This will give you a forum to share your results, and to access everyone else’s work. 

2. Check the website regularly, especially if you’re looking for the latest version of some file that is being worked on.  You can access the list of Webshares for the project here:  
http://scenes.uchicago.edu/internal/members.html 
Username:  scenes
Password: amenitiesmatter1

3. Post your new work to the website as soon as you have completed it. You can go back in and edit later if necessary. 

4. Files of importance to the whole group can be posted more prominently on the site by Eric or Chris.
5. To facilitate navigation, follow the labeling and filing protocol for your documents outlined below (in Webshare Conventions). If we all keep our folders manageable and comprehensible, there should be less time wasted looking for the correct documents. 

5.  Webshare Conventions
All project staff must make use of a service to share their documents with the group online. Please keep all files that you wish to share with the group in this space.  University students and staff should use Webshare, but there are other options for other project members. When you have set up your folder, please email Kate (kmjohnson@uchicago.edu) and she will link to your Webshare from the scenes website.

Webshare

You have a ‘Public’ and a ‘Private’ section of your Webshare space. Scenes will have access to the ‘Public’ part of it. You don’t need to do anything to make that accessible. To set things up:

1. Go to webshare.uchicago.edu

2. Log in using your CNET ID and password.

3. You will see a Public and a Private folder. Click on the Public folder.

4. Within ‘public’, create a folder labeled ‘Cultural Amenities Project’ by clicking on ‘Create New Directory’. 

Other Filesharing Services

Members of the scenes team have worked successfully with Drop.io (http://drop.io), which has free accounts limited to 100mb, and larger paid accounts.  Another paid option is Apple’s Mobile Me (http://www.apple.com/mobileme/).  Please use a service comparable to these if you can’t use webshare, and provide a link to Kate to share with the group.
6.  Filename Guidelines

In order to minimize confusion, make your file names as descriptive as possible.  While we cannot anticipate every kind of file that you might place on the webshare, here are some standards to follow for certain types of files that will be important.

Propositions testing:  Label each proposition with your first initial and last name, the date (YYYY.MM.DD), and the chapter and proposition number.  For example: 
MKallman.2008.04.10. Ch6.Prop8.May10.2008.xls
Log files:  Label with name, date, and log file number, if applicable.  After each new Log File, change  the NUMBER of the WORD file.  For example, Meghan Kallman 5.12.2009.LogFile2.doc, Meghan Kallman 5.13.2009.Log File3.doc.
Syntax files:  Include name, starting date, syntax, and if necessary a description of the purpose of the syntax file.  You should maintain one general syntax file, but may sometimes need to create smaller ones to share for special purposes.
ERogers.2008.Syntax.sps or ERogers.2009.01.15.AggregationSyntax.sps
All other files:  Label with name, date, and as much other detail as we need to figure out what it is.  Example:  MKallman.2008.04.10.AdminMemoDraft.doc
7.  Log Files

In such a long-term project, documentation is very important for smooth operation.  Log files also give you a place to clearly organize your ideas, work, and project-related correspondence.

Things to put in your log

· Your detailed task statements. IE, what you are supposed to do, and roughly how you are going to do it. Send the task statement to whoever you are working with for review/comment, normally before you start on a new project, such as Terry Clark or other team members. . This is typically your wording of the discussion that was held at a staff meeting, where there was background discussion and a specific task assigned. Try to summarize some background and a much precise detail as possible re your personal task(s).  It is fine to suggest alternatives or improvements, but please make explicit where and  how you suggest change. Use a new font, start a new paragraph, etc.  We may have a few exchanges before beginning the task, or you may end up redefining the task completely. We do this all the time.  Especially the day or so after a first conversation, we may all think of a better approach. Terry Clark is the first to recognize his limits and willingness to change direction if we find improvements.  When in doubt, suggest  alternatives. Take a page or more to write out, in what may seem excruciating detail, the specifics of what you are about to do.   State implicit assumptions as best you can, name filenames of sources, consider options that you might pursue, alternative ways of doing the task.  It is great at this stage to suggest alternatives to what we discussed in defining the initial task if you see a possibly better way to redefine it, or how to do it.  The most common mistake is implicitly assuming there is only one way, or an “obvious” way to do a job. This is seldom true. This is the point to reflect on how to use your precious time to do the best job. What parts could be linked to others, or improved by collaboration or delegation?  Who could you call for tech support or library assistance (have you talked to the research librarians at the U of C or the GIS Laboratory in Regenstein, for instance, or the U of C Data Librarian for data sources?)  

· Confer with others as to how often to send in your log, such as to Terry Clark via email at the start of a new task, maybe even daily on some tasks. Normally send in your log at least weekly, by Monday night before a Wednesday meeting, by email to Terry Clark and a copy for reference on your webshare, especially for big documents.

· Notes that you take as you work, excerpts of syntax, links to important websites, etc.

· A log of all emails sent regarding work.  If relevant, copy full text, otherwise a brief note about the contents, sender, and recipient(s) will do. 

· A copy of whatever you ‘produce’, as long as it can feasibly be pasted in.  (If your output is larger and is contained in another file, make the file available online and just give us the exact filename and where it is available.)

How to organize your log

•
Organize your Log as followed.  Name, Address, Phone, Email, Date, Task List.  Your task list should be a numbered, succinct description of your week to week tasks.  This is critical, in a large scale project like this you need to know your tasks and stay organized.   

•
The organize first by task, then by date within each task.  For instance, a top level entry might be “02.  Testing Chapter 8, Proposition 9”, and within that, you might have entries dated “1/15/09” and “1/22/09”, etc. 

· Some log items are indefinitely ongoing, and you might consider giving them a special code and putting them at the end of your file for easy frequent access.  For example, you might create a section called “EM.  General Emails”, which you could use to keep notes regarding project emails that don’t fit in any of your main tasks.

· Number (or assign a unique code to) each top-level task in your log.  This is important so that we can search easily.  (For examples, see the above two bullet points.)

· Create a table of contents at the beginning that lists all the tasks/sections, including the special code you assign to each.

· Use Word’s built-in document structures.  The “Style” menu (which is in default toolbars) has items like “Heading 1”, “Heading 2”, “Heading 3”, and “Normal” that you can use to give structure to a long document such as your log.  

· Then, you can easily look at the sections and navigate the document by enabling the Navigation Pane (through the “View” menu in Word 2008 Mac; may be elsewhere in other versions.) 

· This document follows all of these guidelines, as an example.  See also Eric’s 4th log file, which is (or will be soon) available online.

· These log files will get long. After a few months you’ll be up to several hundred pages. This is to be expected.   If it becomes sufficiently long as to become unwieldy, slow to open, or difficult to email, create a new log, but make sure to keep the old!

