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Introduction

Welcome to Zygobot!

Welcome to Zygobot Studios! We're thrilled to have you join our creative team and contribute your unique talents to our projects. This handbook is designed to guide you through your internship experience, providing you with the information and resources you need to thrive in our studio environment. We are excited to embark on this journey with you and look forward to seeing you thrive as a valued member of our team. Welcome aboard!

Purpose of Handbook

This handbook will be a guide for you during your internship with Zygobot. It will outline all the rules, policies, and expectations of you and will serve as a great point of reference should you forget anything from your internship interview.

About Interning for Zygobot

Zygobot aims to give you a simulated Indie Studio experience by offering project opportunities that are created, operated, and managed by students and student leaders. 


























Internship Policies

Hourly Expectations

Beginning in Month 5, marking the start of your internship, you will be expected to deliver 25 hours of work, every week, equating to 100 hours a month, every month. This expectation will begin Month 5 and follow you through your entire Capstone process, which ends upon graduation from Month 12.

Students are expected to work approximately 3.5 hours per day and periodic baseline checks may be made.

Please keep in mind that failure to reach the expected hours each week can impact your Capstone grade. Repeated failure to reach expected hours can result in placement in a Performance Improvement Plan (PIP) and potential removal from the Capstone.

If, for any reason, you are unable to hit your hours for the week or the month, please make sure to contact a Studio Lead as soon as possible so we can assist. If it is a matter of a personal nature and anticipate being unable to meet hours for multiple weeks, please make sure to touch base with Professor Papp to discuss options and/or get accommodations.

Working on Multiple Projects

If the project you are working on does not have enough work to sustain you, you will have the opportunity to work on another project to fulfill hours. If this scenario fits you at any point, please reach out to a Studio Lead to help get placed.

Individuals are responsible for getting their hours

In other news, there is a chance that your skillset will be highly sought after due to the balance of interns in Zygobot. If you are approached by any project leads, and you have taken an interest in their project, you can touch base with a Studio Lead and request to work on multiple projects. Please note that this request is not a guaranteed yes, and it will be based on how well you have delivered tasks in your base project as well as your ability to juggle work to equally contribute to both projects. 

PowerPoint Turn Ins

As part of your internship expectations, you will be expected to deliver a PowerPoint showcasing your work every two weeks. Turn-in cannot be late. Failure to do so will greatly impact your Capstone grade. You are expected to turn in the PPT by 11:59 PM ET on the Sunday of Week 2 and Week 4. If, for some reason, you are unable to meet the deadline please touch base with a Studio Lead ASAP.

Turn-in dates will be announced on the Zygobot Discord server. Please do not mute this server, and if you do, please ensure that the mentions notification is allowed otherwise you may miss announcements.

Please ensure you are following PowerPoint best practices, as well as the format, to ensure you remain in good standing with the Capstone.

Changing Projects

If you would like to change your IGT project at any time, please reach out to a Studio Lead and let them know. Depending on the availability, needs of other projects, needs of the project you would like to change to, and reason for your request, your request will be reviewed.

Should you have approval to move projects, please note you will be required to finish all remaining tasks on your current project, to the satisfaction of the Project Lead, before you can move to the next project at full capacity. Failure to finish tasks or provide quality work may result in a denial for transfer.

Hack N’ Plan Work Log Recording

All hours and work completed must be accurately represented in your Hack N’ Plan work log. We request that work logs be no longer than 3-5 hours and that tasks are tracked independently. This means, if you complete task one of the day, log the hours and details of the task before moving to task two. This helps with transparency when Professor Papp is looking into your work and PowerPoint.

**It is a requirement to log work in HacknPlan at least every 24 hours.**

For further information, please refer to the Intern Best Practices document.

Discord

The Discord serves as the main hub for communication, announcements, and updates across the Studio. It's where you'll find important information about ongoing projects, upcoming events, and any changes to the schedule. Staying informed will help you stay connected, aligned with our goals, and better prepared for your tasks. We encourage you to make reviewing the general chat a part of your daily routine to stay up-to-date.

Main Rules: 
.
1. Username: Keep your server profile up to date. It should always reflect your first name and last name. 
2. Stay On Topic: Keep discussions related to studio projects, collaboration, and relevant topics. Off-topic conversations should be taken to appropriate channels or private messages.
3. Use Appropriate Channels: Post content in the appropriate channels. Each channel has a designated purpose. Keep discussions relevant to the channel's theme to maintain clarity and organization. Use the channel descriptions as a guide for where to share specific types of content.
4. Respect Everyone: Treat all members with kindness and respect. Harassment, discrimination, hate speech, or any form of toxicity will not be tolerated. Reflect professionalism and be appropriate for a studio environment.
5. Full Sail Student Policy Applies (embellish, maybe add link to the FS policy manual)

Showcases
The Monthly showcase is a place for students, and project leads, to outline the work they have accomplished and the progress toward the overall release goals. The showcase will be composed of gameplay demonstrations, production documentation overview, feedback from the Capstone Advisor, and on occasion, new project pitches.

Showcase is an attempt to expose interns to the reality of checking in with a stakeholder, or a professional individual who may be directing or funding a project. It is an opportunity for interns to learn how to navigate feedback, best highlight their work, and grow their presentation skills. 

The showcases are on Thursdays at 10 am EST during the second week of each Sprint (There may be changes depending on the situation and the month, these will be announced in the Discord in advance).

The showcases take place on campus in the Zygobot lab and are broadcast in real-time via Zoom. Everyone is welcome to participate during the showcase, it counts as hours and is the best way to interact and learn about other projects in the Studio.
 Meeting information: It is always the same link and password.
Zoom Link: https://fullsail.zoom.us/j/91383133816#success
Password: 394292
The showcases are recorded and will be available after a while on the Studio Discord, on this channel: show-team-recordings.







Studio Schedule and Attendance

General Schedule

Zygobot operates on a Monday - Sunday schedule, meaning work towards weekly hours can be captured any time on these days.

At a base, you are expected to deliver approximately 3.5 hours of work each day of the week. This can obviously be combined to whatever works for your schedule, for example being 5 hours 5 days a week, two 10-hour days with an addition of one 5-hour day, etc.

Specific meeting schedules or requirements outside of meeting your hours is dictated by the Project Lead on your team. Please work with them regarding any conflicts.

Campus Student Requirements

As a campus intern, you are required to deliver Capstone Session hours, which equates to 10 hours a week in the IGT Lab. This will run concurrently with the expected 25 hours a week, meaning it is captured in that deliverable, not in addition to it. 

10 hours in the Lab are a requirement of a Zygobot intern for the entirety of their internship. Failure to meet the required attendance hours may lead to failure for attendance. For further information, please consult the Student Policy Manual.
The lab is located in BUILDING 3, ROOM 308. Open Mon- Fri, from 9 am-5 pm.
Officially the lab will have a monitor assigned from 9 am-5 pm. The lab monitors will wear a yellow badge and are the only ones allowed to be inside the lab after the designated hours. If you do not have a yellow badge (lab monitor), you as an intern are not allowed to stay in the lab by yourself.
The lab monitor is responsible for all equipment in that space during their time in the lab.
To apply to be a lab monitor please contact the Studio Lead manager.
You are welcome to use the lab space as often as you would like.

You will find the spreadsheet where you can record the hours you spend in the lab in the 
Zygobot discord. In the channel named: lab-space.






Notification of Absence

Touching Base with a Studio Lead

If there is any reason you will be unable to deliver expected hours, or there will be an extended break from Capstone work, please inform a Studio Lead. Studio Leads can assist in finding an accommodating schedule to meet your needs while also ensuring you do not fall behind in Capstone.

You can reach out via email or Discord and are welcome to touch base with the Capstone Advisor as well.

Requesting IOT

IOT, or Interruption of Training, can be considered if you come across extenuating circumstances in life. This gives students an opportunity to take a break for a month or more and return to the program, and Capstone, when they are ready.

IOT requests must be made through the school. Please refer to your student handbook for steps on how to do this. Once approved, please let your Studio Leads, Project Leads, and Capstone Advisor know that you are taking an IOT and when you anticipate returning to the program.























Intern Conduct and Discipline

Code of Conduct

Please keep in mind that while the Capstone experience is a part of a school program, it is expected that you treat this as a job. This means that you must be professional and respectful at all times, thorough in communication, and accountable for your work. 

There are no set hours for work during the Capstone experience, but it is expected that you work closely with your Project Lead to ensure that you are adequately prepared to assess mandatory project needs and/or inputs.

Discipline Policy

Disciple can occur from a few factors:
1. Repeatedly not hitting the required hours each week
2. Repeatedly not turning in your work on time
3. Poor performance

First Offense:

If there is reason to be concerned about one of the above areas, you will receive a message from a Studio Lead. They will explain why they are touching base and how to fix it. If you can fix it by the next Sprint there will be no further issues.

Second Offense:

Repeated offenses of the above scenarios will result in the intern being placed on a Performance Improvement Plan (PIP). 
	
	PIP: A Performance Improvement Plan will result in an accountability standard with a Studio Lead. The intern will be required to showcase daily hours and work to the assigned Lead. The duration of the PIP will be made on a case-by-case basis. Failure to meet accountability standards without an appropriate reason will result in extended probation and potential removal from the Capstone.

Third Offense:

Repeated offenses while on a PIP will result in your removal from the Capstone.

Preliminary Performance Evaluation

Managers, at the direct instruction of the Capstone advisor, have the flexibility to request work progress assessment at any time during any Sprint. These assessments are intended to evaluate progress toward goals and identify areas for improvement. The final advisor will evaluate the estimated hours that interns should have registered in HacknPlan by the specified date. If an intern's logged hours do not meet this estimate, managers will contact them and request a preliminary presentation (Pre-PPT), showing the work they have completed up to that point.

· Prepare the Pre-PPT: The Pre-PPT should provide an overview of the tasks assigned for that sprint, the objectives achieved so far, and a timeline for completing those tasks.
· Submit On Time: Ensure you submit your Pre-PPT to your manager at the designated time specified in their communication.
· Be Prepared to Discuss: Once submitted, be ready to discuss your presentation and answer any questions from your manager or capstone advisor.

Grievance Procedure

Open Door Policy

Zygobot observes an open-door policy with the Shadow and Intern Managers, as well as the Capstone Advisor. This means that, should you have any concerns you would like to discuss, you can reach out to any of the aforementioned individuals without fear of reprisal. Please note that all conversations within a meeting will remain confidential unless otherwise approved by the reporter.

We encourage all interns to follow a general hierarchy of airing a grievance, by first approaching the perpetrator, then moving to your Project Lead, and then, if still unresolved, touching base with a mentioned member of leadership. We understand that this hierarchy is not always an option, and are available regardless.

Conflict Resolution

When approaching the Shadow Manager, Intern Manager, or Capstone Advisor for assistance in resolving a conflict, please ensure you are prepared for the following steps of discussion:

1. Stay Professional: Approach the conflict with a professional attitude. Keep your emotions in check and avoid taking disagreements personally. Stay focused on the issue rather than blaming or criticizing the other person. Aim to find a resolution rather than winning the argument.
2. Identification: Please be ready to discuss and identify the conflict of issue, focusing on what may be causing it and/or offering a thorough, general explanation. Any supporting evidence that can be provided will be critical for conflict resolution.
3. Find Common Ground: Look for areas of agreement and mutual understanding. Be open to hearing other ideas and collaborating to find a resolution that works for both parties.
4. Solution: Please come prepared to discuss potential solutions to the conflict, whether it be leadership involvement or a request for a facilitated meeting. Be ready to assist in workshopping and problem-solving regarding the reported conflict.
5. Plan of action: Once a solution has been proposed, work together to agree on a plan of action. This plan should outline the steps each person will take to address the issue and prevent similar conflicts in the future. Define clear roles and responsibilities for implementing the solution, ensuring that both parties understand their respective tasks and deadlines. Establish a timeline for when each step should be completed, including follow-ups if necessary.





































Contacts
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Prof. Roy Papp - Capstone Advisor
E-mail Address: rpapp@fullsail.com
Discord: zygobotroypapp





Current Studio Lead Manager/ Intern Manager: Shahide Sarkis
Discord: sha_sq
Email: ssarkisquiroz@alumni.fullsail.edu
Overview:
A Studio lead manager is the one who assists the entire operation related to the interns in the Studio. These managers are in charge of the Studio on Campus, their daily activities consist of reporting the attendance of interns on campus and carrying out the showcase each Sprint. Among other responsibilities are keeping track of Interns, reporting of PIPs, pre-review of PPTs, resource management, project monitoring, documentation, etc. They are also expected to work closely with Professor Papp depending on the needs of the Studio.
Current Shadow Manager: Abigail Dewstow
Discord: majorabacious
Email: adewstow@student.fullsail.edu
Overview:
A Shadow Manager is a studio leader who assists shadows through their onboarding process and Assessments. They are responsible for keeping track of Shadow progress, assisting with Shadow Assessments, reviewing and approving said Assessments, and guiding Shadows towards a best fit. Shadow Managers are also responsible for the End of the Month report for all Shadows to be reported to Professor Papp to keep headcount of the studio on track. They are also expected to work closely with Professor Papp to ensure the Shadows coming into the track meet the needs of the studio and the supported projects.
On occasion, a Shadow Manager may assist with Intern Manager needs, such as touching base with under-hour interns, reviewing PowerPoints, or aiding Professor Papp with studio needs when the Intern Manager is unavailable.
Current HacknPlan Manager: Khang Nguyen
Discord: kainenguyen
Email: kdnguyen@student.fullsail.edu
Overview:
A HacknPlan manager is the one who assists the entire operation related to HacknPlan. They are responsible for updating the board and card of each of the interns in the Studio every month, reporting interns who have not met the required hours, and assisting with questions/problems from interns about HnP, etc. They work alongside the Studio lead and Shadow manager.
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