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Mission Statement:

The FHS FIRST robotics team will seek not only those interested in engineering but also students, faculty, mentors, and parents interested in:

· construction

· writing

· math

· science

· marketing/business

· community outreach

· public relations

· fundraising

· web design

· video editing and filmmaking

· photography

· art and graphic design

· CAD/animation design
· Computer science
· All other science and technology pursuits
This plan requires that the team recruits students interested in any of these areas. This will both expand the team and ensure that things get done by people who are interested in them, not people who are forced into them.

Officer Responsibilities:

Officers will consist of five student leaders to guide the team's committees. Officer positions are: Team Captain, Secretary, Treasurer, Director of Community Outreach, and Engineering Representative.

The team SECRETARY shall....

•provide the team with updates, reporting on the progress/activities of each individual committee and/or the team as a whole. These reports will be required from the following meetings:

-entire team meetings

-officer meetings

*the secretary may assign another student to take care of these reports if he/she is not present for the meeting

•keep track of attendance at team meetings

• maintain a plan for determining individual membership status (e.g. the portfolio system)
•keep accurate records of team membership status for each student (including email lists) and report this to officers on a regular basis

•maintain a copy of any official team government document

•make sure that thank you notes are written and mailed when necessary

•oversee Technology & Media and Team Member Support committees
· Oversee oCOR with DOCO
The team TREASURER shall...

•develop a plan for the team budget with input from the COR

•maintain all records surrounding this budget

•give regular treasury updates

•if necessary, keep track of any individual accounts

•collect receipts to be refunded by the team account

•assist in the collection of money and deposits for the team account
Maintains a database of current and potential sponsors

Publish current list of sponsors on website
•communicate regularly with the fundraising head

•oversee Fundraising and financial aspect of Systems committees
· Actively participates in oCOR and eCOR meetings
The ENGINEERING REPRESENTATIVE shall...

•communicate regularly with the engineers responsible for overseeing the building process

•aid in the organization of any preseason component design and construction

•decide, with the engineers, when and where meetings for design and construction will be held

•act as liaison between engineers and students regarding the building process

•act as liaison among build season sub-groups
-designate a safety officer to oversee all aspects of safety in all work areas and collect all safety protocols
•organize the transportation of robot(s) and tools to/from events

•maintain robots from past years for presentation purposes

•oversee all robot-related purchases

•assist engineers/adult leaders in determining pit crew for competitions
-Ask an engineer/mentor to be pit boss for season
•oversee cleaning of workspace

•oversee Mechanical, Programming, Electrical, Robot Support, and design aspect of Systems  (eCOR)
· Oversee eCOR
The DIRECTOR OF COMMUNITY OUTREACH shall...

•oversee community outreach 

•communicate with local media outlets and the community

•communicate with adult mentors concerning community outreach opportunities

•coordinate recruitment and outreach efforts within any schools or sponsors involved with Team 178

•coordinate the preparation of flyers, posters, handouts, brochures, PowerPoint, and other publicity items for community outreach

•inform team members of appropriate team ideals and team image

•oversee Dream FIRST, Animation, and Team Archivist committees
· Oversee oCOR with Secretary
The team CAPTAIN shall...

•oversee all officer responsibilities and ensure that all officers are upholding agreements in this document

•coordinate and organize team meetings, with input from other officers, including an agenda

•kick-off and wrap-up team meetings 

•coordinate and orchestrate COR meetings

•act as a liaison between student and adult team members

•meet regularly with adult advisors
-Ask adult or college mentor to be driver coach for the season, if one has not already been established.
•Act as team representative to outside organizations and groups, including school administration and Board of Education


· Actively participates in oCOR and eCOR meetings

ALL elected officers shall...

•communicate appropriately with other officers

•attend officer meetings on a regular basis, on a designated day of the week to be decided once officers are elected
Attend a majority of outreach events, and participation is required for major fundraising events.
· create and coordinate any ad-hoc groups that are necessary during build season/competition season.  The appropriate officer will be assigned ultimate responsibility for any of these groups.  Ad-hoc groups would include but not be limited to: scouting, pit crew, Chairman’s presentation and competition outreach group.

•communicate on a regular basis with designated adult advisors

•abide by a system of consequences not meeting expectations as listed in the bylaws, developed by teacher and adult leaders

•communicate decisions made by officers to the entire team, with rationale

•inform and include entire team in as many decisions as possible; when possible, act simply as coordinators and avenues by which to convey information from one group to another

•oversee their respective committees and report progress to other officers
•ensure committee heads have resources they need to effectively complete their assigned tasks
•inspire team morale

Voting Procedures For Officer Meetings:

1. For a valid vote, at least four officers and one head coach must be present

2. Abstention from voting is only awarded at a head coach's discretion and should only be used as a last resort.  Desire to abstain must be communicated prior to discussion, and the abstainer must not participate in the discussion and leave the room.

3. Voting must be done in person; NO PROXY VOTES

4. Votes are awarded first to officers, then to head coaches (in case of “gridlock”, see below).  Other guests at officers meetings (including students, parents, engineers, etc), may participate in discussion, but not the actual vote.

5.  Any discussion should take place BEFORE voting occurs. 

6.  With four officers voting; there must be a 3-1 vote for the decision to be made, in the event of a 2-2 tie, the head coaches present will get to vote, if there is still a tie, the vote will be postponed until all five officers are present.

7. With five officers present; there must be a super majority (4 votes) for a decision to be made. In the event of a 3-2 decision, a head coach-moderated discussion may take place, followed by one more officer vote.  If there is still no super majority, the head coaches will each be awarded one vote , but once the teachers' votes are cast, only a simple majority is required.

Note: Any team member is welcome to present an issue to the officers at any officers’ meeting.  Officers must be notified (with a brief outline) 2 days in advance to ensure inclusion on the meeting agenda. The first 15 minutes of all officers’ meetings (with the exception of meetings dedicated to committee head selection or portfolio grading) will be set aside for this purpose.  The remaining portion of the meeting is closed to student team members in order to use the meeting time most effectively. 
Other definitions/procedures:

Team meetings - any meeting of committees MUST be announced at least 3 days in advance and have an established agenda.  Meetings need to be announced via email and on the website so that all team members can have a chance of attending.  Emergency meetings may only be called by the captain, with the approval of head coaches.

Communication – The official modes of communication for Team 178 are email and the team website (www.farmingtonrobotics.org).  Other modes of communication (networking sites, word of mouth, phone calls, etc.) are not an appropriate forum for official team announcements.  Each team member is responsible for keeping informed of upcoming team events.

Officer positions - Veteran members of the team who attend Farmington High School may only run for ONE position in any election, and consequently may only hold one position during a school year. Officers may not be head of a committee.

Adult leadership positions – The adult (teacher) leaders consist of: 2 head coaches, 4-5 assistant coaches, and up to 3 auxiliary coaches.  Assistant coaches are available on a regular basis for team meetings, as well as at least once a week during build season.  Auxiliary coaches are available on a short term basis to assist with a specific need (graphic design, essay coaching, etc.).  In addition, there is one engineering coach selected from among the engineers of our sponsor companies.

COR (Committee of Representatives) - consists of all student leaders in charge of committees.  Officers are responsible for overseeing COR.

eCOR (Engineering Committee of Representatives) – consists of all student leaders from engineering-based committees.  Engineers and other adults are considered part of eCOR, but do not have voting privileges.  Engineering Representative is responsible for overseeing eCOR.

· eCOR has a set of operating guidelines for meetings and voting procedures. They can be found in a separate document.

oCOR (Outreach Committee of Representatives) – consists of all student leaders from outreach-based committees.  Mentors and other adults are considered part of oCOR, but do not have voting privilege. DOCO and Secretary are responsible for overseeing oCOR.

LEMs (League of Engineering Mentors) – consists of all engineering mentors from sponsoring organizations.  LEMs operating principle is “If the team asks us for our thoughts and advice, we’ve succeeded as a group.  If the team asks us for our permission or validation, we’ve become exactly what we try to avoid…adult driven”.

· LEMs have a set of operating guidelines that can be found in Enforcer Engineering Plan.ppt
College/Alumni Mentors – consists of all former team members who are returning to mentor while they attend college.  They are adults, but have limited responsibilities due to age.  They are usually affiliated with one group as a mentor, but help in a variety of roles.

· College mentors have a set of operating guidelines that can be found in a separate document.

Portfolios - each team member is responsible for creating a portfolio for evaluation by officers, teachers, and other invited adults in order to determine membership on traveling team.
· The portfolio is a powerpoint document (insert file here) in which students document their contribution to the team in all aspects- fundraising, community outreach, and committee work.  Veteran members have a different portfolio (insert here) which also includes mentoring and leadership evidence, as well as encompassing all work done from May of the previous season through the current build season. 

· Portfolios are collected twice a year.  The first due date is the first Friday in December.  This is used to assess portfolios on an interim basis; this grade is a guideline.  The second due date will be announced at the kickoff (no earlier than the 5th week of build season) .  This time, the portfolio will determine whether a student is eligible to go with the team to competitions.  

· Portfolios are graded on an A,B,C,E scale (as defined below).  Split grade and “E” grade are only used for the December portfolio check.  
A: Veteran team member status, and eligible to go to all competitions
-shows up regularly OR limited attendance, but contributes significantly on own time

-treats students, teachers, and other adults with respect and politeness

-demonstrates taking initiative through own willpower

-spends time productively and efficiently

-aids the productivity of others

-has a strong understanding of FIRST, Dream FIRST, and our team

-shows good participation in community outreach events

-submits an honest and thorough portfolio
-If officer or committee head:  has met all or most of expectations as outlined in bylaws, with special emphasis on attendance and commitment.
B: Veteran team member status, and eligible to go to the Hartford Regional.

-shows up some of the time OR rarely comes but contributes notably on own time

-treats students, teachers, and other adults with at least some level of respect

-may take initiative on occasion

-spends time somewhat productively and efficiently, but not to full potential

-very rarely or never interferes with the productivity of others

-has a decent understanding of FIRST, Dream FIRST, and our team

-shows some participation in community outreach events

-submits an honest and thorough portfolio
-If officer or committee head:  has not met all or most of expectations as outlined in bylaws, with special emphasis on attendance and commitment.

C: Invited to come to the Hartford Regional on Saturday.

-shows up irregularly OR does not attend and makes some contribution OR rarely attends and makes minor contribution

-does not show respect or politeness towards others

-does not take initiative, instead only doing work when directly told to

-does not spend an appreciable amount of time productively or efficiently 

-interferes with the productivity of others

-has a poor understanding of FIRST, Dream FIRST, and our team

-shows no participation in community outreach events

-submits a disrespectful, dishonest, or incomplete portfolio
-If officer or committee head:  has not met the expectations as outlined in bylaws, with special emphasis on attendance and commitment.

E: Excused from portfolio score due to commitments to fall sports (or newly joined member).  Officers are NOT eligible to receive this grade.
Removal of Officer or Committee Head:  If a voting majority of the officers has a vote of “no confidence” for an officer or committee member, that person has 3 days to submit a portfolio.  This portfolio will be reviewed by the head coaches with the student in question, and may result in the person’s resignation.  A replacement will be elected or assigned within 1 week.
Committees:

The following details the committees and the responsibilities of their leaders, and is considered their contract. Leaders are chosen by the officer group from veteran members who have applied.

Systems:

-Create and maintain a bill of materials used on the robot

-Finalize said list once the robot is complete

-Coordinate the engineering committees and engineers on a regular basis as regarding robot design and implementation.

-Help create a schedule dictating where the robot is at what time

-Research potential robot parts and vendors for discussion with ECOR

-Uses CAD to model and test the design of the robot, crate, etc.

-Know the rules and understand them

-Communicate appropriate rules to the team

-Goes to FIRST website or other appropriate groups to find answers for rule-related questions

Programming:

-develops all robot code
-maintains and updates testing protocols as necessary

-design control board

-responsible for maintaining the current version of all code and saving backup copies
-archive old code
-comment all code consistently and thoroughly

Electrical:

-research electronics design

-ensure electrical wiring on robot is neat and orderly

-create and wire the control board

Mechanical:

-constructs the robot, including base and manipulator component
-maintains a clean and safe shop environment
-maintains current and past robots for competitions and other events
-maintain accurate inventory of parts and tools in the shop
Robot Support:

-read field construction plans and make model field accordingly

-make/maintain crates

-make sure all travel documents for the crate are completed

-create or update the robot transporter

-maintain pit display

-coordinate general logistics (parts room, robot transport, pit set-up)

-maintain accurate inventory of parts and tools for traveling kit.
Dream FIRST:

-Liaison between FIRST and Dream FIRST

-Prepares for and makes corporate presentations

-Updates to team about Dream FIRST accomplishments and initiatives

-Makes contacts with essential organizations (ex. Girl/Boy Scouts, Boys & Girls Club)

-Develop and implement new Dream FIRST components

-Organize methods of expanding Dream FIRST
-Provides input towards selection of Chairman’s presenters
Animation:

-Coordinates brainstorming

-Completes necessary submission paperwork

-Creates and renders the animation for the Autodesk Visualization Design Award

-Creates and renders animations to support other committees as needed
Fundraising:

-Lead fundraising initiatives and oversee their completion

-Keep team informed of all fundraising efforts and developments and how they can get involved

-Publicize any fundraising initiatives and submits necessary paperwork
-Coordinates thank-you baskets and writes thank-you cards
-Creates and updates fundraising brochures
-Decides what level of recognition should be given to sponsors
-Help prepare for presentations to sponsors
Team Archivist (formerly Chairman’s):

-Leads discussion to come up with format and theme of Chairman’s Award submission
-Leads discussion to choose the team’s Woodie Flowers Award nominee
-Documents team’s community service and accomplishments

-Ensures final edits are done, and compiles final submission of both Chairman’s Award and Woodie Flowers Award
--Provides input towards selection of Chairman’s presenters
-Completes necessary Chairman’s and FIRST yearbook submissions

-Maintains electronic archive of past team accomplishments (including newspaper articles, photographs, etc.)

Team Member Support: 

-Leads discussions on spirit-related material (including give-aways and team image)

-Designs team apparel, keeping consistency in mind

-Encourages team enthusiasm at competitions

-Organize & supervise getting food for team meetings and other events

-Create & enforce reasonable rules for eating as well as the disposal of trash, to keep 525 & other buildings neat, clean, and mess-free

Technology & Media:
-Maintain & continually improve team website and Dream FIRST website

-Create and/or maintain a useful updating system for competitions and delegate the updating accordingly

-Promote proper usage of the website

-Maintains team technology, Internet access, and network security
-Oversees creation of video for team events and promotion purposes

-Maintain and organize video archives

ALL Committee Heads Shall:
-Sign the committee head application

-Attend team and appropriate COR meetings regularly, and have a designated representative if you are absent

-Attend a MINIMUM of 2 outreach events, and participation is required for major fundraising events.
-Create, follow, and enforce realistic deadlines pertaining to their committees

-Oversee tasks done in their group 
-Encourage the growth and confidence of committee members by delegating tasks
-Work with leaders of related committees towards common goals

-Develop and submit safety protocols for all committees, their workspaces, and their events

-Ensure that regular committee updates are communicated with the team secretary

-Train new members within their committee

-Communicate with the appropriate officers

-Work with team adults

-Follow and remain aware of their budget


