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GSTOP Business Practices 

The goal of the business practices is to facilitate a framework from which the each Sub-Team (Symbols) will operate within the GSTOP Project.  
The business practices include:

· guiding processes for communication, 
· conducting reviews, and 
· managing changes to recommended SOP.  
The purpose of these practices is to provide guidance so that team members know what is expected of them and others.  This will hopefully allow the teams to work quickly and efficiently on Project work.
Communication

Each team will adhere to the GSTOP Project Communication Plan.

Communication Responsibilities:
Team Lead (Lead) –

The Lead is responsible for communications associated with the activities of the sub-team including those agreements with other sub-teams and with the overall project team.  The Lead is responsible to assure that the Project Team members working on the team adhere to all GSTOP communication protocols.

Subgroup Members –

Sub-team members are responsible for communicating with the Lead regarding assigned activities as necessary to assure a clear understanding of tasks and objectives.

General internal Sub-Team Communications:

The Sub-Team will communicate through email in most cases.  The Lead will schedule and arrange conference calls as necessary.

General communication between the Sub-Team and other GSTOP Sub-Teams:
The Lead will serve as a point of contact for other GSTOP Sub-Team Leads.  The Lead will keep the team apprised of any issues that arise from such communications.

External Communication:
The Lead is responsible for communication with entities outside of the GSTOP Project.  However, Sub-Team members may be requested to communicate with contacts from various sources in conjunction with assignments. Members are not prohibited from contacts outside of the Project.
Progress Reports:

Process and Schedule for internal Team updates –
Team members will provide a progress update to the Lead every 2 weeks and/or as assignments are completed.  When the Project is in the field review stage, progress reports are only necessary when new information is gained regarding the Symbols activities.
The Lead will provide a consolidated progress report back to the Symbols team no later than 3 business days after receiving all of the individual progress reports, except during the field review stage.  
Progress Reports to the Program Manager and Sub-Team Leads –
The Lead will submit a summary progress report to the Program Manager and Sub-Team Leads every 2 weeks in conjunction with the internal Sub-Team progress summary.  The summary report will include the Team’s accomplishments to date as well as the status of current assignments.  During the field review stage, the Lead will provide the Project Manager and Sub-Team Leads with new information as it becomes available.

The progress reports will be submitted through an email list.
Review Processes
Example (Symbols)

Initial Completeness Reviews:
Potential standard symbols –

The Team will conduct a completeness review of the potential symbols collected from all identified sources.  The completeness review will entail examining the potential symbols of each symbol type, as a whole, for missing symbols.  That is, any symbols the Symbols Team feels should be included, but is not, will be identified.  Each type of symbol will be examined together (i.e. markers, lines, and fills).  The Symbols Team will arrive at a consensus on the set of symbols that will be evaluated.
“Reality Check” review for selected symbols –

Once the set of potential standard symbols have been identified, the symbols will be evaluated against predefined selection criteria.  Those symbols that meet the selection criteria will be reviewed again for completeness and for content.  This review is meant as a reality check to verify that symbols that need to be in the draft selection set are indeed included.  It is can also serve as an indirect validation to the selection criteria.

Peer Review Process:

Initial Peer Review –
The Team will assemble a Peer Review Package that will include non-editable graphics files of the draft standard symbols (marker, line, and fill).  Reviewers will be asked to examine the symbols for completeness, utility, and aesthetics.  The package will be submitted to the Project Manager for distribution to the 5 federal fire management agencies via the GTG.  The Lead will also distribute the Symbols package to other Sub-Team Leads for review.  The Symbols Peer Review Package will request a feedback response within 10 business days.
Field Review –

A second peer review will be conducted after required edits to the selected symbols are identified, communicated, and completed following the initial peer review.  This second review will be submitted to the field and is intended to have a wide distribution.  As in the initial peer review, a peer review package will be developed.  The Lead will submit a Symbols Field Review to the Project Manager for inclusion in a Project level package for the field.
Team review and ratification of draft standard symbols –
Upon completion of the field review, the Symbols team will make a review of the feedback submitted from the field.  Required changes, based on feedback received, will be identified and completed.  A third peer review will be conducted to ensure that all necessary changes were made.  This third peer review would mirror the initial review.  

Final symbol review :
A final review by the Symbols team will serve as a final check and verification that the draft set of symbols is complete, that they meet the acceptance criteria adequately, that all necessary changes to symbols have been made, and that all symbols have been through the review process.  The outcome of this review is the draft standard symbol set that will be recommended for adoption.

Review of final report :
A final report recommending the draft standard symbols will be drafted by the Lead.  The report will be reviewed by the Symbols team for accuracy, completeness, and grammar.  After the final report review, the Lead will submit the report to the Project Manager.

Change Processes

All change processes from the Project level will be inherited. 

Process for the addition/deletion of potential symbols mid-stream through Project:

Symbol Additions – 

The Team will evaluate the merits of a potential addition to the set of draft standard symbols through discussion.  If the symbol is determined, after debate, to be worthy, it shall be carried through the evaluation process to ‘catch-up’ with the existing draft symbols – without delay.

Symbol Deletions –

If the majority of the Team feels a symbol should be deleted from the draft standard symbols, the symbol must go forth to the GSTOP court presided by the Project Manager, whereby it will be cross-examined by each Sub-Team.  Upon a majority thumbs-down vote from the court, the symbol in question will be executed … immediately.

Process used for the addition or deletion of symbols after a final recommendation has been made (final GSTOP report submitted) but before the recommendations are approved:
No changes will be made to the recommendations during this time.  Required changes will be noted and recorded for future reference.  Changes will be made in accordance with a Project level schedule. 

Change process for the addition/deletion of standard symbols after the final recommendation has been approved through the GSTOP Project:
Changes made to standard symbols will be made in accordance with a Project Level schedule and using the selection criteria and methods used in the first Project “phase”.
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