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	Date
	Action
	Responsibility

	
	At MaLT meeting assign tasks to team
	

	Week of Feb. 12
	Establish team, budget, and level of effort (schedule daily meetings; finalize budget for tests) 
	Camille, Sara and Howard (Howard gets formal approval from Mary and process for getting cash is approved by Christina)

	Feb. 16 onward
	Put out and collect sign up and tear off sheets and online flyers for soliciting students (contact Liz for Visix posting); email info to Mann staff (1 hr)
	Staff member

	Feb. 
	Make copies of furniture/ Teamspot survey and signs 
	Camille

	After troubleshooting
	Revision of signs (5 hrs?)
	Sara/Gilad?

	current 
	Troubleshooting of Teamspot  
	Tom/Bill

	Feb. 16
	Revise script and tasks for Teamspot usability study 
	Camille

	After troubleshooting
	Schedule time and participants for Teamspot usability study for staff again and then students
	Camille

	Feb. 17
	Meet with Gaby and Matt on getting hour long blocks for interviews into usability signup system
	Camille

	Feb. 20
	Plan interview and focus group training for research team (with Gaby Castro Gessner)
	Camille and Gaby

	Feb. 20-21
	Installation of furniture
	Agati & staff member

	Feb. 22 
	Set up furniture and software surveys at Agati installations and in group study room (sign, consent form and paper surveys, submission box) (15 min)
	Staff member

	After Feb. 20
	Create individual and focus group interview scripts
	Camille and staff members

	Week of Feb. 20
	Teamspot usability test for students ( 2 one hr blocks)
	Camille and staff members (notetakers)

	Feb. 24
	Schedule testing times and block off room(s) for interviews (1 hr)
	Staff member

	
	Schedule interviewers for testing times (1 hr)
	Staff member

	Feb. 29
	Run interview and focus group training 
Pilot and refine instruments
	Camille and Gaby; team (already scheduled)

	Feb. 27
	Recruit participants for interview sign up times (1 hr)
	Staff members

	
	Collect survey box from dismantled demo installations (15 min)
	Staff member

	March 5-9
	Run interviews: Interviewers pick up consent forms, cash, flip chart, markers, notepads and script for tests (at least 5 one hr individual interviews-need interviewer and notetaker for each interview; at least 1 one hr focus group interview w/interviewer and notetaker)
	Staff members

	March 12-30
	Code and analyze Feb studies by April for preliminary report
	Staff members

	April
	Collect data with refined surveys and other ethnographic methods; 
	Team

	April
	Preliminary report to Council and recs on furniture and Teamspot
	Team

	May-July
	Mann roundtable on user studies so far in May; Transcription, coding and analysis of rest of data
	Team

	June
	Report back from Council on preliminary recs and begin any possible implementation plans
	Council; Team

	July-August
	Final report and recommendations
	Team

	August
	Outline of paper and finish implementation of preliminary recommendations
	




Ongoing:
Literature review (Phase 1: anything about Teamspot or collaborative software? Whiteboards? Furniture requirements)
