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Change Control Process
Attachment I
Indiana Department of Workforce Development
Change Control Board (CCB) Charter 
Purpose
The Indiana Department of Workforce Development’s Change Control Board represents the interest of federal and state employment and training programs delivered through the workforce development system by creating a structured process for consideration of proposed application changes.  

Vision Statement
A workforce system that meets the needs of the end user, ensures efficient customer service, and produces valid reporting through the collaboration of key partners and informed decision-making.

Philosophy
· Commitment to be responsive to the needs of  users
· Implement approved changes and enhancements in a timely manner
Scope of Authority
The CCB will guide changes and ensure that a structured process is used to evaluate and prioritize proposed changes and enhancements to the system, and incorporate them into a specified release.
 
This board falls under the oversight of the Indiana Department of Workforce Development in that decisions outside the scope of authority requiring additional input into the decision making process will be handled by the Board’s sponsors.
Membership
Board membership will include representatives from the following areas:

Note: “V” = Voting “NV” = Non-voting 

Department Leadership	NV

IT				V & NV

Business/Field Operations	V

Reporting			NV

Regional Leadership		V

Master Users			V

Vendor				NV

Board Chair			NV

Board Support Staff		NV

Responsibilities 
· Drive overall direction of  Workforce Solution
· Review proposed system modifications.
· Review and recommend resources for system maintenance and/or enhancements. 
· Review and prioritize due dates, and disposition of proposed changes.
· Ensure that proposed changes will not have a negative impact on current operations. 
· Determine approved change implementation schedules. 
· Approve deviations from standards and schedules, on a case-by-case basis. 
· Identify functional areas for enhancements. 
· Attend each CCB meeting.	
· Review agenda items prior to meeting; determine impact of proposed actions; participate in discussion and vote. 
· Recommend priorities and due dates. 
Operating Procedures
At a minimum, the CCB will meet on a quarterly basis. However, the Board may be required to meet more frequently based on State and/or Federal program or reporting changes and the needs of the regions.

Individuals submitting changes that are up for review may attend to answer questions the Board may pose. However, guests will not have voting powers nor be present during the final review process.

Decision-Making Process
A quorum shall be considered a simple majority of the participating members. There are ten (10) voting members. A minimum of six (6) voting members must be present for a vote to pass.  
· The Chair is not a voting member 
· In the event of a tie, the Board’s sponsors will address and resolve

[bookmark: _Toc518461886]Change Management Process
Proposed changes are submitted to the WAFS ticketing system. Tickets will be sorted internally and a release package will be developed. Release packages submitted to the Board will include all mandated elements, high priority fixes, and any appropriate minor change requests. A CCB review date is determined and the release package will be distributed to the CCB Members. The Board will also receive a listing of tickets that were tabled to be included in a future package.  The change package will provide vital information including impact to system users and estimated time for the requirements, development, testing, and training time needed per request. The Board will review and discuss all proposed tickets within the release package. Approval of release content will be determined by a consensus of the voting members. Additionally, the Board will provide recommendation on implementation timelines.  

In the event that a new mandated item, such as a TEGL, requires immediate attention, an emergency meeting shall be called to determine the impact to the current approved release package. This may require altering the content of the package to include the new item. The Board will determine how to proceed according to established decision-making guidelines.

Impact estimates submitted to the Board are based on existing information. However, as the approved package moves forward, additional insight/information may be uncovered that alters the initial estimate. In the event this occurs, an emergency meeting will be called to discuss the updated impact information. The Board will determine how to proceed according to established decision-making guidelines.


Participation

Members may actively participate and vote via in-person or by conference call. When it is not possible for the member to participate, input on proposed package content may be submitted via email to the Chair. The Chair will present the member’s feedback to the group for consideration. 
Voting may not be done via email or by proxy. 

Board Goals: 
1. Valid data for federal  reporting and case management
2. Streamline service structure
3. System/data validation congruence
4. Evaluate and integrate new technology and programs to improve service delivery
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