ALABAMA TEAM CHARTER

	Team Identification

	SES Team
	Alabama Team

	SES Team Manager
	Dan Livingston

	Version/Date
	V2.0   

	PMO Approval
	


	Component
	Information

	Team Mission Statement
	The mission is for SES to provide quality products and workmanship, IAW the Statement of Work, to the Client.  

Present to the Client a cohesive SES team.  



	Team Scope/Overview
	The scope is HIPAA related tasks IAW the approved Statement of Work.



	Key Client Expectations
	Honest days work

Keep our word, Deliver the goods, Get the project done On Time

Embed Quality in everything we do

Be helpful, mentor client resources, leave a legacy of success 


	Performance Goals and Objectives


	1. Zero major complaints regarding Deliverables from SES.

2. Employees’ availability to work on the contract is reliable.

3. Provide highly skilled, cohesive, and  operationally well managed team to service client contracts

4. SES PMO Blue or Green Rating



	Key Products/Deliverables
	One or two things from each project we are focused on.  Should be measurable and achievable and should have a time limit, could be a shared responsibility (more than one project), should relate to the mission and purpose of the team



	Required Processes/Standards
	1. PMO, QA, IV&V procedures

2. Local variations on ACMM  

3. PMBOK 

4. SES Employee standards

a. How to fill out an employee timesheet.

b. Meetings participation.

c. Working at home.

d. Interacting with co-workers.

e. Chain of Command.

f. Sexual Harassment.

g. Racial Discrimination.

h. Interacting with the Client.

5. Team Management policies and processes



	Team Roles/Relationships
	Team Manager -- Manages teams and manages some projects within the team.  Responsible to PMO and to Senior SES Management.

Alabama PMO Role – Provide project oversight and Quality Assurance for Alabama SES Team.  Gather, organize, and deliver status documents to Team Manager.  Support product and project reviews.

Alabama Subject Matter Expert (SME) Role – Knowledgeable on AMMIS system, Knowledgeable on HIPPA changes to system, Knowledgeable on data flow and business flow.

Project Manager Role – Plan, Implement, Monitor, Control, and Close down projects. Provide accurate and timely information to the Client and SES Management regarding the status of applicable projects.  Use sound project management principles and methodology when leading and overseeing project implementation.  

Team (Tech) Lead role – Provide daily support for Planning, Implementing, Controlling, and Close down of projects. Accomplish assigned tasks.  Provide accurate and timely information to the Alabama PMO and Team Manager regarding the status of applicable projects.  Use sound project management principles and methodology when leading team members

Team Member role -- Provide support for Planning, Implementing, Controlling, and the close-out of projects. Accomplish assigned tasks.  Provide accurate and timely information to the Team Lead regarding the status of applicable tasks. 



	Quality Objectives
	PMO and Project Management criteria (see required process and standards section of the charter)




	Team Policies/Ground Rules

	GR-1
	Ground Rule 1 – Team will establish, understand, and commit total resources to accomplishing the Team’s Performance and Quality Objectives.

Alabama SES Team Policy 1 -- The Team Manager will distribute to all of the Team Members the Company Policies and Procedures for the purpose of providing adequate time for review by the Team Members.  The Team Manager will ask each Project Team Leader to solicit input from their Project Team Members and come up with at lease two performance objectives for their assigned project.  The Team Manager will meet with all of his Team Members in a group setting to discuss the Performance Goals, Objectives and the associated Performance Measurements.  Performance Measurements will be assigned to all of the Performance goals and objectives.  Performance Measurements should allow for the easy determination by everyone involved as to the satisfactory accomplishment of the performance goal and objective.  Every six months, the Team Member will complete a review of all Performances Goal and Objectives (as outlined in the team charter). 

Performance Measurements associated with this Policy are: 

1. Is the Team Member familiar with this policy?

2. Was this policy followed/adhered to?

3. Did the Team Member initial that they have read and understood this policy/rule?

Note:  If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O.          

           If only one question was answered yes, assign a yellow.

             If none of the questions were answered yes, assign a Red to this G&O.


	GR-2
	Ground Rule 2: Team will seek to exceed the Client’s expectations at all times.

Alabama SES Team Policy 2. Each Team Members who is responsible for the development and or submission of a deliverable to the client should make every effort to obtain a review of the deliverable from the SES Quality Assurance.  If QA is not in a position to provide a review of the deliverable, then some other independent source from within SES Corporation should be sought. 

Performance Measurements associated with this Policy are: 

1.  Is the Team Member familiar with this policy?

2.  Was this policy followed/adhered to?

3.  Did the Team Member initial that they have read and understood this policy/rule?

Note:  If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O.          

           If only one question was answered yes, assign a yellow.

           If none of the questions were answered yes, assign a Red to this G&O.



	GR-3
	Ground Rule 3:  Team will be provided specific Task Assignments; Team will complete Assignments on time (Delays will be communicated to the Team Manager prior to the Deadline).  

Alabama SES Policy 3:  Team Manager (and or Team leader) will assign tasks consistent with the project scope.  Team member will review assigned tasks and ask for guidance on all assigned tasks that are not understood.  Team Leader will provide guidance as necessary to ensure the Team Member knows what must be accomplished.  Each Team member will complete tasks with a sense of urgency and quality.  Each Team Member will be responsible for providing weekly updates on the tasks on which they are working to their Team Leader.  In turn, the Team Leader will provide written input to all status meetings.   On a bi-weekly basis each Team Lead will submit to the appropriate PMO written Status Reports using the agreed upon template provided by SES Corporation.  The PMO will be responsible for ensuring the clarity of the reports prior to forwarding them to the Team Manager.

Performance Measurements associated with this Policy are: 

1. Is the Team Member familiar with this policy?

2. Was this policy followed/adhered to?

3. Did the Team Member initial that they have read and understood this policy/rule?

Note: If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O.          

           If only one question was answered yes, assign a yellow.

             If none of the questions were answered yes, assign a Red to this G&O.


	GR-4
	Ground Rule 4:  Team will communicate ALL items of interest and concerns with Client to Team Manager. 

Alabama SES Policy 4:  Each team member will be responsible for providing weekly updates on the tasks on which they are working to their Team Leader. If an issue or problem arises where the Client is expressing some dissatisfaction with SES’ work and/or employee(s), the Team Lead will be responsible for providing an email to the Team Manager outlining the who, what, when, where, and why of the situation.  The Team Lead should also provide at least two recommendations of how the issue can be resolved.  

The Performance Measurements associated with this Policy are as follows:  

1. Is the Team Member familiar with this policy?

2. Was this policy followed/adhered to?

3. Did the Team Member initial that they have read and understood this policy/rule?

Note: If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O.          

           If only one question was answered yes, assign a yellow.

           If none of the questions were answered yes, assign a Red to this G&O.



	GR-5
	Ground Rule 5:  Team Members will work and support each other in such a way to ensure the Alabama Team is successful 

Alabama SES Policy 5:  As a team, we secure work and support our client.  We function as a team.  It is necessary that we support each other for the good of the team.  Individual performance will be measured in the context of team support.  One of the measures for individual performance will be your willingness to help other team members that are struggling, cover for each other when individual short-comings affect the team, and your willingness to ‘go the extra mile’ to help get the job accomplished.   

The Performance Measurements associated with this Policy are as follows:

1. Is the Team Member familiar with this policy?

2. Was this policy followed/adhered to?

3. Did the Team Member initial that they have read and understood this policy/rule?

Note: If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O.          

           If only one question was answered yes, assign a yellow.

             If none of the questions were answered yes, assign a Red to this G&O.


	GR-6
	Ground Rule 6:  Team Members will understand and follow structured processes and standards (as defined in the project plans for their projects) at ALL times (deviations will be discussed with Team Manager).

Alabama SES Policy 6:  The members are expected to comply with the lifecycle, methodology, processes and procedures expressed in the project plans they are supporting.  Technical reviews and product reviews will be planned and accomplished as a normal course of business

The Performance Measurements associated with this Policy are as follows:

             1.   Is the Team Member familiar with this policy?

2. Was this policy followed/adhered to?

3. Did the Team Member initial that they have read and understood this policy/rule?

Note: If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O.          

           If only one question was answered yes, assign a yellow.

             If none of the questions were answered yes, assign a Red to this G&O


	GR-7
	Ground Rule 7:  Team will conduct efficient meetings at all times (Agendas, Facilitator and Minutes when appropriate.  Minutes are always appropriate if the meeting is charged to the Client)

The Performance Measurements associated with this Policy are as follows:

 1.   Is the Team Member familiar with this policy?

2. Was this policy followed/adhered to?

3. Did the Team Member initial that they have read and understood this policy/rule?

Note: If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O.          

           If only one question was answered yes, assign a yellow.

             If none of the questions were answered yes, assign a Red to this G&O


	GR-8
	Ground Rule 8:  Team Members establish regular work arrival / departure times for their daily support of assigned tasks.  Deviations/changes to Work Arrival/Departure Times will be communicated to Team Manager Prior to the deviation/change.

The Performance Measurements associated with this Policy are as follows:

1.   Is the Team Member familiar with this policy?

2. Was this policy followed/adhered to?

            3.  Did the Team Member initial that they have read and understood this policy/rule?

Note: If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O.          

           If only one question was answered yes, assign a yellow.

             If none of the questions were answered yes, assign a Red to this G&O


	GR-9
	Team Members will request Vacation Time in advance (the preferred advance notification is 2 Weeks Prior to Requested Date).

The Performance Measurements associated with this Policy are as follows:

1.   Is the Team Member familiar with this policy?

2. Was this policy followed/adhered to?

3. Did the Team Member initial that they have read and understood this policy/rule?

Note: If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O          

           If only one question was answered yes, assign a yellow

            If none of the questions were answered yes, assign a Red to this G&O


	GR-10
	Ground Rule 10:  Team Manager will accomplish timely and constructive performance evaluations for all team members (including feedback to contractors)

Alabama SES Policy 10:  The Team Manager will use the standard evaluation form and evaluation criteria as provided by SES HR.   The Team Manager will advise team members when the evaluations are due.  The Team manager will establish an meeting with the team member to discuss performance evaluation.  The team manager will encourage the team member to accomplish a personal evaluation and provide the evaluation prior to the meeting.  The Team manager will discuss all comments on the performance evaluation and provide overall assessment.  The Team manager does not discuss pay increases or bonuses.  The Team Manager will make a recommendation to SES HR.  SES HR will decide and establish pay increases or bonus based upon the performance evaluation after the evaluation is complete.

The Performance Measurements associated with this Policy are as follows:

1.   Is the Team Member familiar with this policy?

4. Was this policy followed/adhered to?

5. Did the Team Member initial that they have read and understood this policy/rule?

Note: If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O          

           If only one question was answered yes, assign a yellow

             If none of the questions were answered yes, assign a Red to this G&O



	GR-11
	The Team Manager will conduct an initial skills assessment of the team and revisit the skills assessment every 6 months

The Performance Measurements associated with this Policy are as follows:

1.   Is the Team Members familiar with this policy?

6. Was this policy followed/adhered to?

7. Did the Team Member initial that they have read and understood this policy/rule?

Note: If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O          

           If only one question was answered yes, assign a yellow

            If none of the questions were answered yes, assign a Red to this G&O



	GR-12
	The Team Manager will request Team Members generate a Personal Development Plan and the Team Manager will monitor the progress of the Personal Development Plan.

The Performance Measurements associated with this Policy are as follows:

1. Is the Team Member familiar with this policy?

2. Was this policy followed/adhered to?

3. Did the Team Member initial that they have read and understood this policy/rule?

Note: If the answer to all questions is yes, assign a Blue to this G&O.

           If two questions were yes, assign a Green to this G&O.          

           If only one question was answered yes, assign a yellow.

            If none of the questions were answered yes, assign a Red to this G&O.



Acknowledgment of SES-Alabama Policy/Ground Rules

I have provided my signature below to acknowledge that I have read and that I understand the Alabama Team Charter and the associated Policies/Ground Rules as specified in Version 2.0 dated 12/15/03.

Signature: ______________________  Date: ______________
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