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Purpose

The purpose of this charter is to establish the SKIES Change Control Board and define its scope of authority, identify the membership, and define their responsibilities. 
Scope

The SKIES Change Control Board (CCB) is established to provide a board charged with the responsibility for ensuring all proposed changes to SKIES are reviewed to ensure that they are viable and will not adversely impact the operation of the existing system or subsystem.  The Change order (CO) will be the primary change instrument used to propose changes to the SKIES Software Configuration Items.

In addition, the Change Control Board will serve as the group to structure and oversee the information collection, compilation, and final recommendations for Version 3 of the SKIES application.  All recommendations will go to the Executive Sponsors and Executive Technology Oversight Board for final approval. 

Responsibilities 

1. The review and disposition of proposed modifications to current baselines.

2. Review and recommend resources for system maintenance and/or enhancements.

3. The review and prioritize due dates, and disposition of proposed COs.

4. Ensure that proposed change will not have a negative impact on current operations.

5. Determine approved CO implementation schedules.

6. Approve updated baselines and documentation.

7. Approve deviations from standards and schedules, on a case-by-case basis.

8. Inform the Employment Security Department (ESD) Information Technology Steering Committee of any SKIES hardware/software configuration changes that affect the current ITSC configuration standards and/or affect other organizations.

9. Identify functional areas for enhancements.

10. Review current list of enhancements.

11. Develop list of local focus group locations.

12. Assist in the development of questions for focus groups.

13. Assist in the selection of a contractor for the focus groups.

14. Coordinate local focus groups.

15. Review summary information from focus groups.

16. Identify other methods for collection of suggestions for version 3.

17. Review complete packages of suggestions for version 3.

18. Prioritize Version 3 and develop recommendations for ETOB.

19. Incorporate evaluation of SKIES into the data collection for version 3.

20. Develop policy recommendations that emerge from the evaluation and submit to ETOB for final approval.

Authority

The SKIES CCB derives its authority from the SKIES Executive Technology Oversight Committee (ETOC).  The CCB will review each proposed CO against its real or perceived impact on existing services and operations.  The CCB has final recommendation over all issues brought before it for review.  Any significant budget impacts will require ETOC approval.  CCB decisions are documented in the CCB minutes, and are implemented within the scope of its authority.

Meetings

CCB meetings will be held at the direction of the CCB Chairperson.  The CCB Chairperson can schedule emergency meetings within one week of a requestor’s notice.  Agendas will be distributed as approved by the CCB Chairperson.  Items not contained in the agenda may be discussed, at the discretion of the Chairperson.  

The CCB Staff will record pertinent information, including members in attendance and decisions/actions associated with each proposed change.  CCB minutes from the previous meeting will typically be distributed prior to the meeting.  Change packages will be distributed to Members as soon as possible prior to a scheduled meeting.   Disposition direction detailing the actions decided upon for each proposed change will be recorded in the minutes and monitored for implementation.  Action items assigned at CCB meetings will be monitored by the Chairperson to assure timely closure. 

Membership and Responsibilities

Change Control Board Chairperson

The CCB Chairperson’s responsibilities shall include the following responsibilities, but not limited to:

1. Approves the CCB Agenda, including determination of agenda items.

2. Facilitates the CCB decision process for disposition of approved COs brought before the board within the scope of its authority.  Decisions may be to approve, disapprove, defer, or send proposed COs back to the originator for rework.

3. Ensures that originators of proposed changes are informed of decisions concerning disposition.

4. Directs system CO implementation, including schedules.

Standing Members

Change Control Board standing members will consist of representatives from the SKIES functional (business and technical) areas and local WDCs.  These members will have voting privileges.  

	Change Control Board Members
	Description

	Chairperson
	SKIES Administrator

	Technical Monitor -Applications Manager
	Technical monitor assigned by the Information Technology Services Division 

	Business Product Manager
	Manager assigned by SKIES Administrator

	Other Partner Representatives
	Representatives from the Community Colleges, DSHS, and others as necessary.

	SKIES Systems Manager
	Representative(s) from the Employment and Training Division, responsible for production end-user support.

	Employment Security Department Representatives


	Representative(s) from the Employment and Training Division, WIA.

Representative(s) from the WorkSource Operations Division, Labor Exchange.

	WDC Representatives
	Representatives from the Workforce Development Councils


Non-Standing Members

Non-standing Change Control Board members will be representatives of areas not normally included in the normal membership, but whose specialized knowledge of a support or functional area is essential for enhancement of the decision process.  These members do not have voting privileges. It is expected that these members will serve on committees of the board and provide recommendations for Board action.

Member Responsibilities

Members will receive read-ahead materials and agendas provided by the staff, which will provide lead time for identifying the impacts of the proposed changes by the Members.  CCB Members have the following responsibilities:

1. Attends each CCB meeting, or sends an empowered representative.

2. Reviews agenda items prior to meeting; determines impact of proposed actions; participants in discussion and votes.

3. Recommends priorities and due dates.

4. Monitors progress on items assigned by Chair.

5. Analyzes proposed problem solutions before CCB voting on the status of a system change.

6. Reviews CCB minutes.
Change Control Board Staff

The CCB Staff are responsible for CCB administrative functions.  The Staff coordinates CCB preparations and activities to assure that the board is prepared for meetings and that all actions are recorded.  The CCB Staff has the following responsibilities:

1. Coordination of meeting schedules and agendas with the CCB Chairperson.

2. Publication and distribution of CCB agendas.

3. Preparation and distribution of change packages to the Chairperson and Members in advance of the meeting.

4. Recording, publication and distribution of CCB minutes to the SKIES CCB Members and the project community.

5. Tracking and maintaining the status of changes. 

6. Performing other support functions as directed by the CCB Chairperson.

Baselines

The SKIES project works with the following baselines:

1. The Current Baseline, which consists of the existing baseline configuration

2. The Planned Baseline, which consists of the Current Baseline plus those COs which have been approved, but have not yet been implemented

3. The Projected Baseline, which is a long term planning, conceptual baseline serving as a tool for documenting future views of known or anticipated needs.    

4. Current requirements document.

5. Future requirements that fall out of the version 2/evaulation process.

Change Management Process

Proposed COs are submitted to the CCB Staff for processing.  Upon receipt a tracking number is assigned.  A CCB review date is decided upon and a change package consisting of all COs will be distributed to all CCB Members and others, as directed by the Chairperson.  Members review and as necessary, prepare an Impact Analysis for each proposed CO.  At the CCB meeting, each proposed CO is reviewed, in conjunction with the members’ Impact Analysis statements.  Members provide their recommendations, and a decision to recommend approval is resolved, with an cost and implementation date recommended.   

All recommendations for change which requires a project plan (more than 80 hours of programming time) will be submitted to the Executive Sponsors for review and approval.
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