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Appendix A1: Recruitment poster for case study
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	Understanding Project Work Practices

Department of Electrical & Computer Engineering

2356 Main Mall

Vancouver, B.C., V6T 1Z4


Study Recruitment

Investigators: Anthony Tang, Karen Parker, Joel Lanir, Dr. Kellogg Booth  & Dr. Sidney Fels

Purpose: The purpose of this research is to understand how teams collaborate during project work.  We would like to understand how team members use the tools in and around the workspace to accomplish real-world tasks in projects.
Procedure: For one of your course projects, your team’s project meetings will be attended by an investigator.  The investigator will remain largely silent during meetings, taking field notes, and with your permission, videotaping how the workspace and artifacts are used for the collaboration.  For instance, the investigator may take note about how pens and paper are used for brainstorming, or when tables or whiteboards are used.  After some of these meetings, the investigator, with your permission, may interview you about the meeting.  Photographs may be taken of the workspace with your permission.

Objective: The research objective is to design interactive meeting rooms with the goal of better supporting project work.  To achieve this goal, we need to understand the kinds of activities people engage in during collaboration.  With this understanding, we can design appropriate technologies for future meeting rooms to support collaborative work.

Anonymity: No video or photographs that compromise your identity will be made public.  The videos and photographs will not be made available to the course instructor.
Commitment: Your participation in the study will take place during project group meetings, and is therefore variable based on how frequently your team meets.  You should expect to be observed no fewer than eight hours (based on one meeting a week for two weeks).  Each team member will be compensated with two $10 Starbucks cards (value of $20).  For you to participate, we ask that all members of your team participate.  Your team will be asked to invite the investigator to regular team meetings, although the investigator may not attend every team meeting.  You may withdraw from this study at any time without penalty.
To participate or for more information about this graduate thesis project:

Send email to:  tonyt@ece.ubc.ca.
Appendix A2: Consent form for case study
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	Understanding Project Work Practices
(Case Study)

Department of Electrical & Computer Engineering

2356 Main Mall

Vancouver, B.C., V6T 1Z4


Consent Form 

Principal Investigator

Dr. Sidney Fels, Associate Professor, Department of Electrical and Computer Engineering, University of British Columbia (604) 822-5338

Student Investigator
Anthony Tang

(604) 822-4583

Karen Parker

(604) 822-4583

Joel Lanir

(604) 822-4583

Project Purpose and Procedures

The purpose of this study is to understand how people work and collaborate in project work.  During the semester, with your team’s permission, an investigator will sit in on weekly meetings and observe your team’s activities.  The amount of time the investigator is present and observing is variable based on how often your team meets; however, you should expect to be observed at least 8 hours (based on one meeting a week for two months). 

We are interested in the kinds of activities that teams undertake during project work, and how team members collaborate.  For example, what kinds of materials do team members bring to meetings?  When do teams use whiteboards and tables?  Why do they use them?

During each meeting, the investigator will take notes and videotape the collaboration as it occurs.  In some cases, with your entire team’s permission, the investigator may take digital photographs.  After some meetings, the investigator may interview you about the activities that took place during the meeting.

At all times during the study, the investigator will answer any questions that you may have about the procedures, and ensure that they are fully understood.

You may withdraw from this study at any time without penalty.  To do so, contact the investigator privately by email (tonyt@ece.ubc.ca).  In the event of a withdrawal, one or more of the three options may occur (with your consent): (1) observation of your team ceases, (2) data for your entire team is discarded, or (3) data involving you will be discarded.
Confidentiality

Your identity will remain anonymous and will be kept confidential.  In field notes and in reporting of the results, your identity is hidden by the use of a pseudonym.


Photographs will be taken and presented in such a way that they protect your identity.  No video that compromises your identity will be made public; however videos that have been scrubbed of your identity (e.g. blurred face, computer-processed voice) may be used during presentations.
Field notes and photographs will be stored securely in a password protected computer account, or a secured lockable filing cabinet accessible to only the principal and student investigator.  The data collected from this study will be used as part of publications relating to graduate thesis work (e.g. graduate thesis, conference/journal publications, presentations, etc.).  In all cases, data will be presented generally, or in such a way to maintain your anonymity.

Your class grade will not be affected by your participation.  You will not be identified to your instructor as being a participant in this study.
Risks/Remuneration/Compensation

There are no risks to you by participating in this research.  Each member of your team will be compensated for your participation with two Starbucks gift cards valued at $10 each (a total value of $20) upon agreeing to participate.

Your class grade will not in any way be affected by your participation or withdrawal from this study.
Contact Information about the Project

If you have any questions or require further information about the project you may contact Anthony Tang (tonyt@ece.ubc.ca or 604-822-4583) or Dr. Sidney Fels (ssfels@ece.ubc.ca or 604-822-5338).

Contact for information about the rights of research subjects

If you have any concerns about your treatment or rights as a research participant, you may contact the Research Subject Information Line in the UBC Office of Research Services at 604-822-8598.
Consent

We intend for your participation in this project to be pleasant and stress-free. Your participation is entirely voluntary and you may refuse to participate or withdraw from the study at any time without consequence.

Your signature below indicates that you have received a copy of this consent form for your own records.

Your signature indicates that you consent to participate in this project. You do not waive any legal rights by signing this consent form.

I, (print name) _______________________ agree to participate in the project as outlined above. My participation in this project is voluntary and I understand that I may withdraw at any time.

____________________________________________________

Participant’s Signature




 Date
____________________________________________________

Student Investigator’s Signature 



Date
Appendix B1: Posted informed consent for naturalistic observation
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	Understanding Project Work Practices

(Observation)

Department of Electrical & Computer Engineering

2356 Main Mall

Vancouver, B.C., V6T 1Z4


INFORMED CONSENT BY SUBJECTS TO PARTICIPATE IN A RESEARCH STUDY

ATTENTION!

Research Study in Progress

Activity at these tables is being observed.

By entering this area, you are consenting to be observed and videotaped.

You may participate by entering this area if you are over the age of 18.  This research is being conducted for the graduate thesis of Anthony Tang.  Further information can be obtained from the Information Sheet for Participants (located at the Researcher Table). If you have any questions, please ask the researcher at the Researcher Table.

The Universities and those conducting this project subscribe to the ethical conduct of research and to the protection at all times of the interests, comfort, and safety of subjects. This notice is for your own protection and full understanding of the procedures. Your participation in the research activities signifies that you voluntarily agree to participate in the project.

Any information that is obtained during this study will be kept confidential to the full extent permitted by law. Knowledge of your identity is not required. Materials will be held in a secure location. 

You may register any complaint about the study with: Research Subject Information Line at the UBC Office of Research Services at 604-822-8598.

You may obtain copies of the results of this study, upon its completion, by contacting the investigators: Anthony Tang (tonyt@ece.ubc.ca) or Dr. Sidney Fels (ssfels@ece.ubc.ca), Department of Electrical and Computer Engineering, University of British Columbia, Vancouver, BC, V6T 1Z4.

Appendix B2: Information sheet for naturalistic observation
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	Understanding Project Work Practices

(Observation)

Department of Electrical & Computer Engineering

2356 Main Mall

Vancouver, B.C., V6T 1Z4


Information Sheet for Participants

Investigators: Anthony Tang, Karen Parker, Joel Lanir, Dr. Kellogg Booth  & Dr. Sidney Fels

Purpose: The purpose of this research is to understand how people use public casual areas for collaboration.  We would like to understand how individuals and ad hoc groups form to work, play, and converse in casual spaces.

Procedure: You are free to use this area as you normally would.  This public casual area is being observed and videotaped by an investigator.  Field notes will not contain any personally identifying information, and videotapes will be taken to protect your identity, so your participation is completely anonymous.  The investigator will remain largely silent, and may, with your permission, interview you and/or take photos of your workspace.
Objective: The research objective is to design interactive meeting rooms with the goal of better supporting project work.  To achieve this goal, we need to understand the kinds of activities people engage in during collaboration.  With this understanding, we can design appropriate technologies for future meeting rooms to support collaborative work.

Consent: We intend for your participation in this project to be pleasant and stress-free. Your participation is entirely voluntary and you may refuse to participate or withdraw from the study at any time without consequence.  By remaining in this space, you do not waive any legal rights by signing this consent form.
Confidentiality: You will remain anonymous and your identity is not required.  In field notes and in reporting of the results, your identity is hidden through the use of a pseudonym.  Photographs and videos will be taken and presented in such a way that your identity will not be compromised.

Field notes, photographs and videotapes will be stored securely in a password protected computer account, or a secured lockable filing cabinet accessible to only the principal and student investigator.  The data collected from this study may be used as part of thesis-related publications (e.g. graduate thesis, conference/journal publications, presentations, etc.).  In all cases, data will be presented generally, or in such a way to maintain your anonymity.
Risks/Benefits: There is no risk to your participating in this research.  You will not receive any remuneration for participating.
Participation: You may withdraw from this study at any time with no consequence.  You may ask questions about your participation or procedures at any time. You may contact the Research Subject Information Line at the UBC Office of Research Services at 604-822-8598 for information about your rights as a participant.
For More Information:

Send email to: tonyt@ece.ubc.ca.  

Appendix C1: Recruitment email for questionnaire
Below is sample body of email that will be sent to recruit participants for the second phase of the research.

Use whiteboards at least once a week?  Consider yourself a whiteboard lover?

Complete a survey for a chance to win $100!

 
Task: Complete a computer-based survey.


Purpose: To understand how whiteboards are used in everyday work so that we can design next generation worksurfaces (e.g. electronic whiteboards). 

Survey: http://sample-url-to-survey.com/ 

Know someone else that could stand to win $100?  Forward this email to them, too!


If you have any questions, please contact Tony: tonyt@ece.ubc.ca.

 
Cheers

Appendix C2: Sample questionnaire

Note that this questionnaire will appear in electronic form (e.g. via email or online questionnaire system), so its appearance will differ; however, the style and intent of the questions will remain intact.
We are interested in personal and group-use whiteboards.  For this section, please consider these questions to refer to general whiteboard use (even if it a fridge or phone whiteboard), but disregard their use in classrooms.
1. To what extent do you agree with this statement: I am a heavy whiteboard user. [Likert: 5-pt scale]

2. I use whiteboards in the following locations (check all that apply): [multiple-choice: home, my office/cubicle/personal space at work, public place at work, public place outside of work, other: ____]

3. In the last week, how many times do you think you used whiteboards (write on, read from, etc.)? [Likert: 5-pt scale: more than 10 times a week, 6-9 times a week, 3-5 times a week, 1-2 times a week, 0 times a week]

4. Approximately how many whiteboards do you think you have used in the past week? [Likert: 5-pt scale: 1-2, 3-4, 5-6, 7-8, 9+]

5. Which of these activities describe your use of whiteboards (check as many as apply): [multiple-choice: brainstorming, to-do lists, reminders, conveying ideas, other: ___, other: ___]

6. What are the primary three things you use whiteboards for? [freeform]

7. I typically use whiteboards with other people (e.g. brainstorming with others): [Likert: 5-pt scale, Almost all the time, Usually, Half-and-half, Rarely, Almost never]

8. Recall the last time you used a whiteboard with other people.

a. Was the whiteboard erased afterwards? [T/F]

i. If so, why?  If not, why not? [freeform]

b. Was the content generated on the whiteboard recorded somehow (e.g. via a photograph, via notes, etc.)? [T/F]

i. If so, how? [freeform]

ii. Was the information that was generated on the whiteboard ever reviewed again by you or someone else? [T/F]

9. In the past month, do you remember reviewing notes that you copied from previous whiteboard activity? [T/F]

10. In the past month, do you remember reviewing content of a whiteboard that had been left there earlier? [T/F]

11. Do you remember erasing something from the whiteboard that you later regretted erasing? [T/F]

a. If so, recall one case.  What was it that was erased?  Also, what was it to be used for [freeform]?

b. Roughly how long did it take for you to discover the mistake? [freeform]

12. Have you ever left something on the whiteboard, and later discovered that someone had erased it? [T/F]

a. If so, can you recall what was erased? [freeform]

b. When did you discover the mistake? [freeform]

c. Do you do anything to prevent this from happening?

13. Have you ever “run out of space” on the whiteboard? [T/F]

a. If so, how did you get around the problem? [freeform]

b. Imagine using a whiteboard to brainstorm, and running out of space.  If you are to erase something, how do you decide what to erase? [freeform]

14. I put content on the whiteboard with the intent of looking at it or reviewing it later. [Likert: 5-pt. All the time. Often, Sometimes. Rarely. Never.]

15. I put content on the whiteboard with the intent of having others look at it or review later. [Likert: 5-pt. All the time. Often, Sometimes. Rarely. Never.]

16. My profession or major+year. [freeform]

17. Gender [m/f]

18. Age range. [19-21, 22-25, 26-30, 31-35, 36-40, 40+]

Appendix C3: Sample contextual interview questions
We will use a semi-structured approach, so these questions are guides for the actual questions that will be used.
· Artefact walkthrough: understand the contents of the whiteboard

· How frequently is this whiteboard used?

· What are the contents of the whiteboard?  How are these contents laid out on the whiteboard?  

· What kinds of symbols are on the whiteboard?  

· Which parts of the whiteboard are persistent (who sees/uses these persistent parts/how frequently do these parts change (things added, removed, moved))?  

· WHEN WAS EACH BIT ADDED/CHANGED (heatmap viz)

· How are areas delineated?  What parts are intended for what uses?

· Do you refer back to this

· How many in the room when you do

· Context: Understand the context of use of this whiteboard apart from the contents of the whiteboard itself, and how it fits into the user’s (and others’) workflow

· What things/activities is this whiteboard used for?

· Where is this whiteboard located with respect to the individual’s desk and/or paths?

· Who else sees or makes use of this whiteboard?

· Discuss the last activity the whiteboard was used for, who was there, how long it went for.

Appendix C4: Consent form for contextual interview
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	Understanding Whiteboard Use
(Contextual Interview)

Department of Electrical & Computer Engineering

2356 Main Mall

Vancouver, B.C., V6T 1Z4


Consent Form 

Principal Investigator

Dr. Sidney Fels, Associate Professor, Department of Electrical and Computer Engineering, University of British Columbia (604) 822-5338

Other Investigators
Anthony Tang, Karen Parker, Joel Lanir
(604) 822-4583
Kellogg Booth




(604) 822-8193
Project Purpose and Procedures

The purpose of this study is to understand how whiteboards are used in everyday activity such as collaboration.  A lot of activity is recorded on whiteboards for brief periods of time, and other activity is recorded for longer periods of time.  We are interested in the nature of this content so we can design the next-generation electronic whiteboards to support everyday activity.

The investigator will interview you about your everyday activities, in particular with relation to the whiteboard.  You may be asked questions, for instance, about what activities the whiteboard is used for, or about the contents of the whiteboard itself.

At all times during the study, the investigator will answer any questions that you may have about the procedures, and ensure that they are fully understood.  You may withdraw from this study at any time without penalty.

Confidentiality

Your identity will remain anonymous and will be kept confidential.  In field notes and in reporting of the results, your identity is hidden by the use of a pseudonym.


Photographs will be taken and presented in such a way that they protect your identity.  A recording of the audio of this interview will be taken for transcription.
Field notes and photographs will be stored securely in a password protected computer account, or a secured lockable filing cabinet accessible to only the principal and student investigator.  The data collected from this study will be used as part of publications relating to graduate thesis work (e.g. graduate thesis, conference/journal publications, presentations, etc.).  In all cases, data will be presented generally, or in such a way to maintain your anonymity.

Risks/Remuneration/Compensation

There are no risks to you by participating in this research.  You will receive a gift certificate upon agreeing to participate.
Contact Information about the Project

If you have any questions or require further information about the project you may contact Anthony Tang (tonyt@ece.ubc.ca or 604-822-4583) or Dr. Sidney Fels (ssfels@ece.ubc.ca or 604-822-5338).

Contact for information about the rights of research subjects

If you have any concerns about your treatment or rights as a research participant, you may contact the Research Subject Information Line in the UBC Office of Research Services at 604-822-8598.
Consent

We intend for your participation in this project to be pleasant and stress-free. Your participation is entirely voluntary and you may refuse to participate or withdraw from the study at any time without consequence.
Your signature below indicates that you have received a copy of this consent form for your own records.

Your signature indicates that you consent to participate in this project, to have the interview audio-recorded, and to have photographs of your workspace taken.  You do not waive any legal rights by signing this consent form.

I, (print name) _______________________ agree to participate in the project as outlined above. My participation in this project is voluntary and I understand that I may withdraw at any time.

____________________________________________________

Participant’s Signature




 Date
____________________________________________________

Student Investigator’s Signature 



Date
Appendix C5: Consent form for artifact shadowing
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	Understanding Whiteboard Use
(Artifact Shadowing)

Department of Electrical & Computer Engineering

2356 Main Mall

Vancouver, B.C., V6T 1Z4


Consent Form 

Principal Investigator

Dr. Sidney Fels, Associate Professor, Department of Electrical and Computer Engineering, University of British Columbia (604) 822-5338

Other Investigators
Anthony Tang, Karen Parker, Joel Lanir
(604) 822-4583

Kellogg Booth




(604) 822-8193
Project Purpose and Procedures

The purpose of this study is to understand how whiteboards are used in everyday activity such as collaboration.  A lot of activity is recorded on whiteboards for brief periods of time, and other activity is recorded for longer periods of time.  We are interested in the nature of this content so we can design the next-generation electronic whiteboards to support everyday activity.

In this study, you will be asked to maintain a record of your whiteboard activity for a period of two weeks to two months.  This record will allow us to understand the actual frequency of whiteboard use in your context.  Furthermore, your whiteboard will be photographed at a regular interval.  With your permission, this can be done in an automated fashion, or at your convenience.

At all times during the study, the investigator will answer any questions that you may have about the procedures, and ensure that they are fully understood.  You may withdraw from this study at any time without penalty.

Confidentiality

Your identity will remain anonymous and will be kept confidential.  In field notes and in reporting of the results, your identity is hidden by the use of a pseudonym.


You may ask to preview any or all images and to ask that photographs be blurred out or images to be completely removed from the data record.  You may request that a photograph not be taken at any time.
Field notes and photographs will be stored securely in a password protected computer account, or a secured lockable filing cabinet accessible to only the principal and student investigator.  The data collected from this study will be used as part of publications relating to graduate thesis work (e.g. graduate thesis, conference/journal publications, presentations, etc.).  In all cases, data will be presented generally, or in such a way to maintain your anonymity.

Risks/Remuneration/Compensation

There are no risks to you by participating in this research.  You will receive a gift certificate upon agreeing to participate.

Contact Information about the Project

If you have any questions or require further information about the project you may contact Anthony Tang (tonyt@ece.ubc.ca or 604-822-4583) or Dr. Sidney Fels (ssfels@ece.ubc.ca or 604-822-5338).

Contact for information about the rights of research subjects

If you have any concerns about your treatment or rights as a research participant, you may contact the Research Subject Information Line in the UBC Office of Research Services at 604-822-8598.
Consent

We intend for your participation in this project to be pleasant and stress-free. Your participation is entirely voluntary and you may refuse to participate or withdraw from the study at any time without consequence.
Your signature below indicates that you have received a copy of this consent form for your own records.

Your signature indicates that you consent to participate in this project, to have photographs of your workspace taken.  You do not waive any legal rights by signing this consent form.

I, (print name) _______________________ agree to participate in the project as outlined above. My participation in this project is voluntary and I understand that I may withdraw at any time.

____________________________________________________

Participant’s Signature




 Date
____________________________________________________

Student Investigator’s Signature 



Date
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