General Knowledge
Agile Manifesto
Define and describe the four values of Agile as stated in the Agile Manifesto
Individuals and Interactions
Agile methodologies rely on frequent inspect-and-adapt cycles. These cycles can range from every few minutes with pair programming, to every few hours with continuous integration, to every day with a daily standup meeting, to every iteration with a review and retrospective.
These inspect-and-adapt cycles work well only when team members exhibit several key behaviors:
· respect for the worth of every person
· truth in every communication
· transparency of all data, actions, and decisions
· trust that each person will support the team
· commitment to the team and to the team’s goals
To foster these types of behavior, agile management must provide a supportive environment, team coaches must facilitate their inclusion, and team members must exhibit them. Only then can teams achieve their full potential.
When teams engage in positive conflict, they not only foster more productive behavior, but also work to achieve several other benefits:
· Process improvement depends on the team to generate a list of impediments or problems in the organization, to face them squarely, and then to systematically eliminate them in priority order.
· Innovation occurs only with the free interchange of conflicting ideas, a phenomenon that was studied and documented by Hirotaka Takeuchi and Ikujiro Nonaka, the godfathers of Scrum.
· Resolution of conflicting agendas occurs when teams align around common goals and surface their concerns and potential conflicts.
· Commitment to work together happens only when people agree on common goals and then struggle to improve both personally and as a team.
These practices form the basis of self-organization, which is the driving force for achieving results in an agile team.
To create high-performing teams, agile methodologies value individuals and interactions over processes and tools. Practically speaking, all of the agile methodologies seek to increase communication and collaboration through frequent inspect-and-adapt cycles. However, these cycles work only when agile leaders encourage the positive conflict that is needed to build a solid foundation of truth, transparency, trust, respect, and commitment on their agile teams.
Working Software over Comprehensive Documentation
All of the agile methodologies that are represented in the Agile Manifesto stress delivering small pieces of working software to the customer at set intervals.
All agile teams must establish what they mean when they say "working software," which is frequently known as the definition of done. At a high level, a piece of functionality is complete only when its features pass all tests and can be operated by an end user. At a minimum, teams must go beyond the unit test level and test at the system level. The best teams also include integration testing, performance testing, and customer acceptance testing in their definition of what it means to be done with a piece of functionality.
· Define acceptance tests when defining the feature.
· Implement features serially and in priority order.
· Run acceptance tests on each feature as soon as they are implemented.
· Fix bugs that are identified as highest priority as soon as possible.
The Agile Manifesto recommends that teams deliver working software at set intervals. By agreeing as a team on what success means is one of the practical ways that agile teams bring about the high performance and high quality that is needed to accomplish this goal.
Customer Collaboration over Contract Negotiation
The agile methodologies foster this value by having a customer advocate work hand-in-hand with the development team.  About 10 percent of the time, consultants and internal teams can find an end user who can work with the team on a day-to-day basis. The other 90 percent of the time, they must appoint a proxy. This customer proxy, works with end users to provide a clear, prioritized list of features for developers to implement.
Responding to Change over Following a Plan
For teams to create products that will please customers and provide business value, teams must respond to change. Agile methodologies seek customer feedback throughout the project so that teams can incorporate feedback and new information as the product is being developed.
All agile methodologies have built-in processes to change their plans at regular intervals based on feedback from the customer or customer proxy. Their plans are designed to always deliver the highest business value first. Agile methodologies are based on the knowledge that, in order to succeed, they must plan to change. That is why they have established processes, such as reviews and retrospectives,  that are specifically designed to shift priorities regularly based on customer feedback and business value.
Scrum Foundations
Empirical and defined processes
Empirical Processes
There are three legs that hold up every implementation of empirical process control: visibility, inspection, and adaptation.
Visibility 
Visibility means that those aspects of the process that affect the outcome must be visible to those controlling the process. Not only must these aspects be visible, but what is visible must also be true. There is no room for deceiving appearances in empirical process control. What does it mean, for example, when someone says that certain functionality is labeled “done”? In software development, asserting that functionality is done might lead someone to assume that it is cleanly coded, refactored, unit tested, built, and acceptance-tested. Someone else might assume that the code has only been built. It doesn’t matter whether it is visible that this functionality is done if no one can agree what the word “done” means.
Inspection
The various aspects of the process must be inspected frequently enough that unacceptable variances in the process can be detected. The frequency of inspection has to take into consideration that processes are changed by the very act of inspection. The other factor in inspection is the inspector, who must possess the skills to assess what he or she is inspecting.
Adaptation 
If the inspector determines from the inspection that one or more aspects of the process are outside acceptable limits and that the resulting product will be unacceptable, the inspector must adjust the process or the material being processed. The adjustment must be made as quickly as possible to minimize further deviation.
Sprint
Iterative and Incremental
Scrum is both interative and incremental development when done properly. Each iteration delivers a fully functional increment, just as a plant works at every stage of growth. If it does this every iteration is “potentially shippable" and in the ideal case is shipped to a set of end users who use it to get real work done and provide feedback.
0. Protected
If it isn’t part of the team’s work for a Sprint, then it shouldn’t be done.  From the moment the team commits to work in Sprint Planning to the end of the Sprint with the Sprint Review, the team needs to be protected from interruptions.  The ScrumMaster must protect the team from disruptive outside influences. Even if a team member is truly needed in these situations, the ScrumMaster must provide a filter. The ScrumMaster must also protect the team from attending unnecessary meetings. Most meeting owners will be able to tell if a team member really needs to attend a meeting. If so, the ScrumMaster should still be the filter.
0. Timeboxed
1. Described
A timebox is a previously agreed period of time during which a person or a team works steadily towards completion of some goal. Rather than allow work to continue until the goal is reached, and evaluating the time taken, the timebox approach consists of stopping work when the time limit is reached and evaluating what was accomplished. 
· Release Planning Meeting … used to establish a plan and the goals for all the stakeholders. In essence the meeting answers how we can turn the agreed vision into a wining product, meeting or even exceeding stakeholder expectations.
· Sprint … a time-boxed iteration, during which the scrum master protects the team from vision or scope creep that could affect the sprint goal. If a goal cannot be met, the sprint is aborted abnormally and restarted from the planning point.
· Sprint Planning Meeting … a time boxed meeting (~5% of sprint duration).
· During the first half, the team decides “what” to complete during the sprint from the product backlog and defines a sprint goal.
· During the second half of the meeting the team decides “how” to complete the selected backlog items.
· Sprint Review … a time boxed meeting (~5% of sprint duration).
· Product owner identifies what has been done.
· Team reports on what went well and what went bad during the sprint.
· Team demonstrates the work done.
· Sprint Retrospective … three hour time-boxed meeting.
· Team inspects the last sprint in terms of people, process, collaboration, tools, etc.
· Identify actions that can be implemented in the next sprint to improve.
· Daily Scrum Meeting … time-boxed 15-minute meeting, during which each member explains:
· What has been accomplished since the last meeting
· What will be done next before the next meeting
· What any obstacles/impediments have emerged
1. Typical duration and tradeoffs between long and short duration sprints
Today most teams that are new Scrum pick two weeks Sprints. Some go as short as a week.
Longer Sprints (3-4 weeks)
· Pros
· It’s easier to start doing Scrum with longer Sprints
· Cons
· Difficult to plan well for a three to four week Sprint during Sprint Planning. This leads to more “dark work” [1]” being done.
· Related to dark work – new features and needs tend to crop up more often mid-Sprint.
· The Product Owner will have a harder time not asking for change; i.e. new features or stories mid-Sprint.
· Fewer Sprint Retrospectives lead to fewer explicit opportunities to improve.
· Fewer Sprint Reviews give the Product Owner fewer opportunities to improve the product.
· Makes it easier to do “Mini Waterfalls” within Scrum, i.e .Analysis -> Development -> Manual Test, with a certain number of days planned for each.
· Problems tend be discovered and addressed more slowly
· Lack of focus
Shorter Sprints (1-2 weeks)
· Pros
· Since the team has more but shorter retrospectives they have more opportunities to try smaller changes. This also provides more opportunities to learn.
· More frequent Sprint Reviews give the Product Owner more feedback and more frequent opportunities to change. This should largely eliminate the need for the Product Owner to ever ask for a change (i.e. new Story) in the current Sprint.
· Impediments and Slowdowns are highlighted more quickly, since the team is expected to get the feature(s) to done by the end of every Sprint. This forces the team to come to terms with things that are slowing them down.
· Shorter cycles make planning easier, which increases focus and reduces the amount of “dark work”.
· Forces teams to do a better of job of slicing Stories or Features into smaller chunks. This increases visibility and gives the Product Owner better control over prioritization and deprioritization.
· Cons

· It’s harder to get to a finished product at the end of one or two week cycle. Caveat this is true at first however most teams are able to get the hang of it after three to four Sprints.
· Working in one week Sprints can be more stressful at first.
· Overhead – people say that the Sprint Meetings are too much overhead for a one week Sprint. However sprint meetings scale linearly with the length of a Sprint. So a one week Sprint will have 2hrs of Sprint Planning, a two week Sprint have 4hrs and so on.
The Significance of “Done”
The definition of “done” (DoD) is usually a clear and concise list of requirements that a software Increment must adhere to for the team to call it complete. Until this list is satisfied, a product Increment is not done. During the Sprint Planning meeting, the Scrum Team develops or reconfirms its DoD, which enables the Development Team to know how much work to select for a given Sprint. Further, a common DoD helps to:
· Baseline progress on work items
· Enable transparency within the Scrum Team
· Expose work items that need attention
· Determine when an Increment is ready for release
The Five Scrum Values
Focus, Courage, Openness, Commitment, Respect 
Focus
Team focus is the domain of the Scrum Master. The Scrum Master removes work impediments to the Team, shields them from external influence and is responsible for making the Team fully functional and effective. The nature of Scrum means that the Project Owner aids the focus of the Team by making sure that all work is prioritized in a backlog. Finally the Team must be focused on finishing the sprint User Stories while adhering to the Definition of Done.

Courage
The SM needs the courage to protect and guide the Team. Standing up to the Project Owner and Stakeholders at the right time, really takes guts. The Project Owner must have the courage to entrust the Sprint Backlog to the Team, a giant leap of faith as it is the Project Owner who answers to the Stakeholders at the end of the sprint. Finally the Team must have the courage to aggressively commit to as much work as they think they can do each sprint.
Openness 
The Project Owner must be open to accepting change, alternatives and new ideas, both from the Team and Stakeholders. By providing a qualified backlog with priorities and value, the Project Owner is transparent about what is coming up next and the Team knows what to expect. The Team needs to be open to find the best solution to any problems from within. Scrum also pushes openness with the Retrospective Meeting, where any problems are pushed to light and dealt with in an open environment.
Commitment
The whole scrum process is a commitment to a new way of working, to be more adaptable. The Team commits to what they will do each sprint by choosing the Sprint Backlog and they also commit to how the work will be ‘done’ in the Definition of Done. This means the Team commits to doing whatever is necessary in order to meet their goals. The Scrum Master commits to actively guiding the Team and takes a weight of responsibility in making the Team adhere to the Scrum process. The Product Owner commits to having a certain fraction of his Product Backlog ready for the Stakeholders every sprint, and also commits on the priorities of what the Team will do in each sprint.
Respect
In Scrum, the limits and boundaries of the Scrum roles really need to be transparent, and respected. Everyone on a scrum project needs to be aware that the Product Owner is in charge of what the Team works on, but not how they do their work, and that the Team is responsible for getting the work done, but not questioning what work gets done. The Scrum Master also needs to be aware that though he has more responsibility than a Team member, he is an equal member of the Team, and not a leader. In the ideal case, the Scrum Master is a gentle shepherd, or quiet guide to the Team, not forcing the Team to do anything but making them aware of scrum and guiding them in the right direction.
The Team also needs to respect that it is the Product Owner’s role to make the team commit as aggressively as possible to the amount of work they do each sprint. The Team should also be realistic, and push back when they think the Product Owner is asking them to overcommit – with due respect, of course.
Why the Five Scrum Values matter:
They provide a framework for how we can interact effectively as a team, on a human level. If a team is aware and actively adhering to the Five Values, then many of the interpersonal problems that working together brings up, can be identified and addressed in a direct manner. For this reason the retrospective is Scrum’s most useful weapon in dealing with the human issues brought up by working as a team.
Applicability of Scrum
While Scrum was ﬁrst applied to development of software products, it is suited to all types of complex work. It is used today to manage software and hardware development, support, advertising and marketing, churches and entire organizations.
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Use Agile (Scrum, XP, Kanban) when:
· you want to benefit from fast feedback and burning visibility of objective data
· you don't completely understand the value and definition of what you are building
· your payoff/downside curves could vary widely
· have a team passionate about it or a coach who will help them
· have complicated project without all the experts you need or a complex project
Use Waterfall when:
· the project is simple
· the project is complicated, but you have the expertise to deliver it
· it is all you know and you have no support for change
· the upfront investment is not risky to make
· you focus your performance measures on delivery date and budget
Scrum Roles
Overview of Scrum Roles
Identify the three scrum roles and describe why these roles form the scrum team
Scrum Master
Responsibilities
Process Related Responsibilities
The ScrumMaster is a facilitative team leader who ensures that the team adheres to its chosen process and removes blocking issues.
· Ensures that the team is fully functional and productive
· Enables close cooperation across all roles and functions
· Removes barriers
· Shields the team from external interferences
· Ensures that the process is followed, including issuing invitations to daily scrums, sprint reviews, and sprint planning
· Facilitates the daily scrums
Details:
1. Servant Leader - Scrum master will serve the team and product owner to turn the requirements into the working software. So as per my experience, scrum master role is a critical role in agile and one should be very cool, intelligent and knowledgeable while playing this role. Failure and success reasons will asked by this person. On one end, product owner is responsible for return on investment but execution and delivery is scrum master responsibilities.
2. Monitoring and Tracking - Team gives the commitment, scrum master has to track the progress and help the team to achieve the given commitment. Tracking is important on a daily basis so that if needed proactive measures can be taken well ahead of time.  Ultimate goal is to make the sprint successful.  There are various ways or rather I would say that it depends on the individual to create their own way to make things successful.
3. Reporting & Communication - All the reporting about the progress of the sprint is scrum master responsibility. Risk, issues, challenges, achievements, success, failure, improvements etc will be reported by the scrum master to the higher management on both the sides customer and  internally.
4. Process check master - SM is responsible for the scrum processes agreed in the project. First of all, SM creates the scrum rules for the project. Then he has to make sure that each and every process is implemented in the project. At the end of the sprint, he need to check the agile management tool at the user story level that each and every user story is completed as per the definition of done.
5. Quality master - during one of the recent discussion, I was asked whether SM is responsible for the delivered quality in a project, where project has roles like development manager, QA manager, program manager and the scrum master. If there is a bad quality, who is responsible for the quality. As per me, primary responsibility lies with scrum master and the development manager. Bad quality is the result of the process gaps, so as a scrum master you need to find out which process was not followed seriously.
6. Interface between the technical team and the business i.e. product owner.  As a scrum master, you have to play a crucial role between these 2 stakeholders. One is giving commitment at the start of the sprint, but team has a dependency on the PO to provide the requirements and the clarity on the requirements. Scrum master many a times need to help team to understand the requirements also. According to me, one has to go one step forward to help team and do whatever so that team can deliver the working software's quality, volume as per the commitment.
7. Resolves impediments - scrum master need to be there on the floor all the time with the team. Scrum master will resolve all the impediments and team should concentrate on the engineering tasks. Then only team will deliver the working software at the end of the sprint. Some of the example of the impediments are requirement dependency, wireframe dependency, environments down etc.
8. Resolves conflicts - resolving conflicts between the team members. Agile does not have any room for negative conflicts. We have limited time and we have to deliver the committed work. You cannot afford to lose any time otherwise how will you manage the time. So be in touch with the team members so that as a scrum master you can sense the conflicts early and resolve them. Coordination is critical here. I have seen people do not coordinate in one team. So you need to talk to them, if they agree to work as a team then it is fine otherwise put the team members in other team.
9. Lead all the meetings in the project - as a scrum master, you need to lead and guide all the team members in all the meetings proposed by agile like preplanning meeting, planning, daily scrum, review and retrospective meetings. So all in all you need to be on top of everything.
10. Shields the team - So the ultimately you have to make sure that team gives at least 6 hours of engineering productivity. For all the external interference, scrum master should stand in front of the team.
11. Team formation - This is one of the difficult work. Agile team formation is not an easy task. Specially when you are working in big teams. I have learnt that if you are forming the team, never ask the team member that which team does he want to work. He will put himself in a team where you will not require him or every team member will try to work in some particular team. So as a meta scrum master or scrum master, you put your thought and off course some logical thinking and go ahead. Everything will be fine after 2-3 sprints.
12. Estimation - scrum master will coach the team on how to estimate. Further scrum master will also participate in the estimation during the planning meeting. 
13. Performance Appraisal & Feedback - scrum master will provide necessary feedback about the team members during the appraisal. Delivery unit head or whoever is the responsible person will take care of the rest. But as scrum master is working with the team on the floor, scrum master will have most of the information on the individual performance here.
14. Improvement - Find out the ways to improve on the quality, velocity, value to the business. Team is working on some product since last 1 or 2 years, scrum master need to show the improvements quarter by quarter. Team will say that they are doing fine. Quality is fine, velocity is fine but scrum master need to find out some different ways for improvements.
0. Authority
The ScrumMaster has no authority over Scrum team members, the ScrumMaster does have authority over the process. Although a ScrumMaster may not be able to say, “You’re fired,” a ScrumMaster can say, “I’ve decided we’re going to try two-week sprints for the next month.”
The ScrumMaster is there to help the team in its use of Scrum. Think of the help from a ScrumMaster as similar to a personal trainer who helps you stick with an exercise regimen and perform all exercises with the correct form. A good trainer will provide motivation while at the same time making sure you don’t cheat by skipping a hard exercise.  To the extent that the trainer does have authority, it has been granted by the client. ScrumMasters are much the same: They have authority, but that authority is granted to them by the team.
A ScrumMaster can say to a team, “Look, we’re supposed to deliver potentially shippable software at the end of each sprint. We didn’t do that this time. What can we do to make sure we do better the next sprint?” This is the ScrumMaster exerting authority over the process; something has gone wrong with the process if the team has failed to deliver something potentially shippable.
But because the ScrumMaster’s authority does not extend beyond the process, the same ScrumMaster should not say, “Because we failed to deliver something potentially shippable the last sprint, I want Tod to review all code before it gets checked in.” Having Tod review the code might be a good idea, but the decision is not the ScrumMaster’s to make. Doing so goes beyond authority over the process and enters into how the team works.
With authority limited to ensuring the team follows the process, the ScrumMaster’s role can be more difficult than that of a typical project manager. Project managers often have the fallback position of “do it because I say so.” The times when a ScrumMaster can say that are limited and restricted to ensuring that Scrum is being followed.
0. Product Owner
Responsibilities
Drives Product Success
The Scrum product owner's job is to motivate the team with a clear, elevating goal. Team members know best what they are capable of, and so they select which user stories from the top of the product backlog they can commit to delivering during any sprint. 
The Scrum product owner is typically a project's key stakeholder. Part of the product owner responsibilities is to have a vision of what he or she wishes to build, and convey that vision to the scrum team. This is key to successfully starting any agile software development project. The agile product owner does this in part through the product backlog, which is a prioritized features list for the product.
Creates the Product Vision
Conveys the Vision and Goals at the beginning of every Release and Sprint. The Product Owner must continuously remind the Team of the Sprint and Release goals. This helps to keep the team on track and serves as an over-arching yardstick for the team to measure their activity and progress against.
Creates and maintains the Product Backlog
Creates and MAINTAINS the Product Backlog. I emphasize MAINTAINS as this is an on-going job and more than likely a full-time activity. Nothing is constant in the world of software and it’s important that the Product Owner keeps his/her eye on the ball. Note: the Product Backlog must be groomed prior to the Sprint Planning Meeting in order for the team to remain productive
Prioritizes and sequences the Backlog according to business value or ROI (there are lots of tools to help Product Owners do this and lots of books on the subject) The Product Owner is required to have the Backlog sequenced prior to the Sprint Planning Meeting. This means that each user story must be ordered by relative importance. It’s no good to have 5 high priority or 5 medium priorities. It’s important to know which User story is #1, which is #2 etc.
Collaborates with the team
Assists with the elaboration of Epics, Themes and Features into user stories that are granular enough to be achieved in a single sprint. User Stories are elaborated at the last responsible moment and it is the Product Owners responsibility to be there during the Sprint Planning meeting to help the teams to understand exactly what is required.
Can change the course of the project at the end of every Sprint (30 days if you’re following traditional Scrum methodology by the book). The Product Owner is in complete control and can steer the team in a completely different direction at Sprint boundaries. And good Agile teams will welcome this change as long as the Product Owner is confident and knowledgeable.
Terminates a Sprint if it is determined that a drastic change in direction is required e.g. a competitor releases a new version which demands a counter response. This is a pretty serious event for Scrum teams. And what this means “technically” is that all work done up until that point is lost. I have not seen this done to many times in my career especially since, there’s really not that much time between Sprints in any event.
Collaborates with Stakeholders
Communicates status externally. The product owner is the voice of the Team to the outside world and should ensure that all channels of communications are open and that projects have the right amount of support required to succeed
The Product Owner must continuously engage the customer and stakeholders to ensure the Team is building the right product and therefore delivering the ROI expected of it. The Product Owner has the opportunity to steer the team in a different direction at the end of every Sprint, so he/she must be ready to do just that if necessary.
The product owner role requires an individual with certain skills and traits, including availability, business savvy and communication skills. First, the Scrum product owner needs to be available to his or her team. The best product owners show commitment by doing whatever is necessary to build the best product possible – and that means being actively engaged with their teams.
Business savvy is important for the agile product owner because he or she is the decision maker regarding what features the product will have. That means, the agile PO should understand the market, the customer and the business in order to make sound decisions.
Participates in Sprint Meetings
Conveys the Vision and Goals at the beginning of every Release and Sprint. The Product Owner must continuously remind the Team of the Sprint and Release goals. This helps to keep the team on track and serves as an over-arching yardstick for the team to measure their activity and progress against.
Participates in the daily Scrums, Sprint Planning Meetings and Sprint Reviews and Retrospectives. There’s always a lot going on and always an excuse to miss the meetings. But each of these Scrum ceremonies is another chance for the Product Owner to inspect and adapt. And as a result being present at these ceremonies is tantamount to success.
0. Authority
Inspects the product progress at the end of every Sprint and has complete authority to accept or reject work done. Work that is either not complete or un-done needs to be re-prioritized or sequenced. An Agile PM is one who is quick to recognize and understand change and to ensure the Product Team adapts to the change in landscape, be it competition, target market or other.
Terminates a Sprint if it is determined that a drastic change in direction is required e.g. a competitor releases a new version which demands a counter response. This is a pretty serious event for Scrum teams. And what this means “technically” is that all work done up until that point is lost. I have not seen this done to many times in my career especially since, there’s really not that much time between Sprints in any event.
Responsibilities
Finally, communication is a large part of the product owner responsibilities. The product owner role requires working closely with key stakeholders throughout the organization and beyond, so he or she must be able to communicate different messages to different people about the project at any given time.
1. Constraints
[bookmark: _GoBack]In return for the Scrum team's commitment to completing the selected user stories from the top of the product backlog, the product owner makes a reciprocal commitment to not throw new requirements at the team during the sprint. Requirements are allowed to change (and change is encouraged) but only outside the sprint. Once the team starts on a sprint, it remains maniacally focused on the goal of that sprint.
The product owner does not get to say, "We have four sprints left, therefore you must do one-fourth of the product backlog this sprint."
1. Describe the role of the product owner in achieving the objectives of the sprint
The product owner, by choosing what the development team should do next and what to defer, makes the scope-versus-schedule decisions that should lead to the best possible product.
1. Describe the importance of having a single person playing this role.
When the business organization does not allow or support single decision-makers as the Product Owner, then sometimes the subject matter experts or stakeholders start acting as product owners. This causes the team to thrash on the different decisions made or directions given by multiple product owners. The team will waste a lot of time and energy to decipher whose decision is correct, and eventually a team member will “act” as the PO and make final decisions, which may or may not align with the product vision, roadmap, or release plan. The person who eventually makes the final decision may incur excess cost to the final product by either specifying excess and/or incorrect functionality. In the worst case, these decisions may cumulatively change the overall product direction.
a) Organizational Respect 
The product owner has the authority to make the decisions to achieve the ROI on the product.
0. The Team
Responsibilities
Self-Organizing and team accountability
The Development Team in Scrum is self-organizing, even though there may be some level of interface with project management offices (PMOs).
Delivers a Product Increment
The Development Team is responsible for delivering potentially shippable product increments at the end of each Sprint (the Sprint Goal).
Manages the Sprint Backlog and Sprint Progress Tracking
Participates in Sprint Meetings
Authority
Scrum provides two places where teams have substantial authority: The Sprint Planning meeting, and the Daily Scrum.
In Sprint Planning, ONLY the team is authorized to fill the Sprint backlog. Note that while teams are authorized, behavior is constrained per the Scrum rules: the team must pull from the TOP of the Product Backlog. That fact is less important than the fact that only the TEAM is authorized to do this.
In the Daily Scrum, ONLY the team is authorized to speak. This is not strictly true since the Scrum Master is authorized to play referee, and can speak when the team is not following the rules of Scrum in the Daily Scrum meeting.
Teamwork
Daily standup meetings help teams identify potential collaboration opportunities that they can then follow up on, while sprint and release planning provide more structured and extended opportunities for collaboration.
Through retrospectives, teams periodically reflects on the collaboration experience and provide feedback to each other to improve it. Teams also evaluate results from the sprint to determine if collaboration could produce better results. The end of the sprint review, or the demo, gives a sense of accomplishment and meaning to the team’s work, motivating the team and reinforcing the value of collaboration.
Team Characteristics
An ideal team would include seven members, plus or minus two. Usually, teams are comprised of cross-functional members, including software engineers, architects, programmers, analysts, QA experts, testers, UI designers, etc. It is recommended all team members be located in the same room, called the team room.
Impact on Traditional Roles
No Project Manager
Unlike a traditional project manager, the Scrum Master is not viewed as the person to credit (or blame) for the success (or failure) of the project.
The Scrum Master’s authority extends only to the process. The Scrum Master is an expert on the process, and on using it to get a team to perform to its highest level. But, a Scrum Master does not have many of the traditional responsibilities – scope, cost, personnel, risk management – that a project manager does.
Specialists
Agile teams favor generalists, developers with a rounded and versatile skill set. I like to use the term specialized generalists, strong all-rounders with one top notch special area.
0. Scrum Meetings
Sprint Planning Meeting
Meeting Objective and Required Outcomes
During the sprint planning meeting, the product owner describes the highest priority features to the team. The team asks enough questions that they can turn a high-level user story of the product backlog into the more detailed tasks of the sprint backlog.
Participants
The Product Owner, Scrum Master and the entire Scrum team
When meeting occurs
At the beginning of the sprint
How long meeting is allowed to last
8 hours
Necessary inputs for the meeting
Product Backlog, Goals for the sprint, stakeholder details as needed
Activities and techniques
Dev team breaks out and estimates tasks for the backlog, reviews highest ordered backlog items and commits to completion of selected items in the sprint.  Backlog order can be changed if Product Owner agrees.
Goals of the two parts
Sprint Goal
A sprint goal is a short, one- or two-sentence, description of what the team plans to achieve during the sprint. It is written collaboratively by the team and the product owner.
Sprint Backlog
A sprint backlog is a list of the product backlog items the team commits to delivering plus the list of tasks necessary to delivering those product backlog items. Each task on the sprint backlog is also usually estimated.
Daily Scrum Meeting
Meeting Objective and Required Outcomes
By focusing on what each person accomplished yesterday and will accomplish today, the team gains an excellent understanding of what work has been done and what work remains. The daily scrum meeting is not a status update meeting in which a boss is collecting information about who is behind schedule. Rather, it is a meeting in which team members make commitments to each other.
· To help start the day well
· To support improvement
· To reinforce focus on the right things
· To reinforce the sense of team
· To communicate what is going on
Participants
The Product Owner, Scrum Master and the entire Scrum team.  Other stakeholders and SMEs as needed
When meeting occurs
Daily first thing
How long meeting is allowed to last
15 minutes
Necessary inputs for the meeting
Sprint plan, kaizen board
Activities and techniques
During the daily scrum, each team member answers the following three questions:
· What did you do yesterday?
· What will you do today?
· Are there any impediments in your way?
Sprint Review Meeting
Meeting Objective and Required Outcomes
The team meets to accept completed work and to identify new requirements
Participants
Product Owner Scrum Master, Scrum Team, customers, and stakeholders
When meeting occurs
 On the last day of the sprint
How long meeting is allowed to last
30-60 minutes
Necessary inputs for the meeting
The development team needs to be ready to demonstrate completed, shippable functionality.
For the development team to demonstrate the product in the sprint review, it must be complete according to the definition of done:
· Developed
· Tested
· Integrated
· Documented
Activities and techniques
No PowerPoint.
Based on this meeting, some user stories will be accepted as complete. Incomplete user stories will remain in the product backlog, and new user stories will be added to the product backlog. Both sets of stories will be ranked and either estimated or re-estimated in the next sprint planning meeting.
Sprint Retrospective Meeting
Meeting Objective and Required Outcomes
A dedicated period at the end of each sprint to deliberately reflect on how they are doing and to find ways to improve.
Participants
Product Owner Scrum Master, Scrum Team.
When meeting occurs
The end of each sprint
How long meeting is allowed to last
30 minutes
Necessary inputs for the meeting
After an initial list of ideas has been brainstormed, teams will commonly vote on specific items to focus on during the coming sprint. At the end of the sprint, the next retrospective is often begun by reviewing the list of things selected for attention in the prior sprint retrospective.
Activities and techniques
Each team member is asked to identify specific things that the team should:
· Start doing
· Stop doing
· Continue doing
Release Planning Meeting
Meeting Objective and Required Outcomes
Release planning is not a commitment to precise details. Leave that to iteration planning. Release plans are imprecise. It’s only when the team starts to work on the release, will you get feedback and begin to understand how quickly progress can be made and what can be achieved. So, you don’t need to understand the details of each user story, just concentrate on their key assumptions. And you don’t need to provide estimates with minimum inaccuracy. Focus on understanding just enough information to commit to delivering the goal by the release date. And be prepared to revise the release plan as things move forward.
A goal for the release.
Participants
Product Owner Scrum Master, Scrum Team.
When meeting occurs
How long meeting is allowed to last
open
Necessary inputs for the meeting
· A prioritized set of stories that will be developed in the release.
· A coarse estimate for each story.
· A date for the release.
Activities and techniques
The product owner explains the release goal to the team. When the team understands the motivation behind the release goal (and the release date, if it’s governed by some external event), they’re placed in a better position to help identify the scope that has the best chance of being completed by the release date.
The developers provide their team’s velocity. If the team hasn’t changed, the velocity should be the number of iterations in the release multiplied by the velocity of the last iteration.
In the order of value, the product owner introduces each story to the developers.
The developers ask enough questions about the stories to be able to confirm the existing coarse estimates or provide new ones. This interaction may require the product owner to split some stories, and when there’s some technical-unknown, the story should be split to include a spike.
The developers assess the technical risk for each story and provide some classification, e.g. high, medium or low.
Given the release goal and taking the values, estimates or costs, and risks into consideration, the product owner selects the stories from the wishlist to make up the release plan.
Consensus needs to be reached on the release plan with everyone present stating their commitment verbally.
0. Scrum Artifacts
Product Backlog
Definition
The product backlog is an essential artifact in Scrum. It is an ordered list of ideas for the product, kept in the order in which the team expects to do them. It is the single source from which all requirements flow. This means that all the work the development team does comes from the product backlog. Every feature idea, enhancement, bug fix, documentation requirement -- every bit of work the team does -- is derived from a product backlog item. Each item on the product backlog includes a description and an estimate of the team capacity required to produce it.
Contents
A typical Scrum backlog comprises the following different types of items:
· Features
· Bugs
· Technical work
· Knowledge acquisition
Management and Refinement
The product owner organizes the backlog into stories, and prioritizes them.  The team works with the product owner to estimate work for each backlog item.
In addition, the product owner needs to:
· Add and prioritize new stories as they are added/discovered
· Ask the team to estimate new stories and re-estimating old ones as they are better understood
· Review upcoming user stories with the team to break down items as necessary
· Meet with customers and stakeholders to review and add requirements
Responsibility and Participation
The product owner has prime responsibility for the product backlog.
The Product Owner gathers input, takes feedback and is lobbied by many people, but it will ultimately make the call on what gets built.  They are also solely responsible for the management of the backlog.
Item Readiness
Each item of the backlog should have enough detail to make a low risk estimate of the effort needed to build it.  Each item should be classified, prioritized, and related items to each item be identified.  Understand that it is normal and desirable to have the backlog change and reorder over time.
Item Estimation
Usually, estimation should be done in 2 levels at the start of each sprint: story level and task level. For best results, product owner and team should do both together, every time, although sometimes it is acceptable for the team estimate at task level without the product owner present.
0. Product Increment and the Definition of Done 
Definition of Product Increment
The Product Owner should have the opportunity to realize value from the investment to date as an increment of functionality perceivable to the final user of the product.
Development of a Product Increment
The team will be developing every item from the product backlog with the view that this will be completed to a state of potentially shippable.
Definition of Done (DoD)
Scrum’s DoD means potentially shippable, unless explicitly captured and agreed upon by the team and product owner.
Understanding the (DoD)
Poor definition of done means poor value in the end.
Sprint Backlog
Definition
The Sprint Backlog contains user stories popped off the top of the Product Backlog during Sprint Planning. However, the Sprint Backlog usually contains many things not on the Product Backlog, such as:
· Tasks that have been decomposed from the user stories accepted by the Team for the current iteration.
· Story points or time estimates for individual tasks.
· Refinements of the "definition of done" as it relates to a specific story or task.
· Refinements to stories that don't compromise the Sprint Goal or require the Product Owner to call for an early termination of the Sprint.
· In-sprint stories or tasks added by the Team to support the current Sprint Goal.
Purpose
The sprint backlog is a list of tasks identified by the Scrum team to be completed during the Scrum sprint.
Management 
The Sprint Goal and stories accepted for the current Sprint are set during Spring Planning, but tasks (and occasionally stories) on the Sprint Backlog are updated and modified by the Team in whatever way they see fit--it's the Team's artifact, and is theirs to manage in support of the Sprint Goal.
Responsibility 
The Sprint Backlog is the property of the Team, and they are the sole arbiters of its contents.
Update Scope
The team does its best to pull the right amount of work into the Scrum sprint, but sometimes too much or too little work is pulled in during planning. In this case, the team needs to add or remove tasks.
Update Frequency
Daily throughout the sprint
During the Scrum sprint, team members are expected to update the sprint backlog as new information is available, but minimally once per day. Many teams will do this during the daily scrum. 
Once each day, the estimated work remaining in the sprint is calculated and graphed by the ScrumMaster, resulting in a sprint burndown chart.
0. Sprint Burndown Chart
[image: File:SampleBurndownChart.png]
Definition
A chart illustrating the initial estimated amount of work at the sprint planning meeting and the current estimated amount of work remaining
Purpose
Planning and tracking tool for the team
Responsibility
Scrum master is responsible for ensuring the team is aware of the sprint burndown status and encourage the team to update the chart
Update Frequency
Daily
0. Release Burndown Chart
Definition
The release burndown chart is a "big picture" view of a release's progress. It shows how much work was left to do at the beginning of each sprint comprising a single release. The scope of this chart is a single release; however, a product burndown chart spans all releases.
Purpose
The burndown chart is a way for the team to clearly see what is happening and how progress is being made during each sprint.
Responsibility
The Scrum Master is responsible to maintain the chart.
Update Frequency
The release burndown chart is updated at the end of each sprint.  This enables the product owner to track progress against plan.
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