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Use Case Specification: Implement Policy and Procedures 

1. Use Case Name –Implement Policy and Procedures Use Case 14
1.1 Brief Description

This use case allows UI/DDU to implement changes to policy and procedures. 

2. Flow of Events

2.1 Basic Flow 

2.1.1 UC357 Bureau of Program Services and Standards receives legislative mandates or valid suggestions from any interested party 
This Use Case begins when Bureau receives potential changes to policy and procedures from legislative mandates or suggestions from any interested parties. The Bureau prioritizes the mandates and suggestions.

2.1.2 UC358 The Bureau of Program Services and Standards acknowledges suggestions 
The Bureau of Program Services and Standards will provide an acknowledgement of the suggestion to party it is received from using automatic notification.   The bureau will determine the affected areas.  
2.1.3 UC359 The Bureau of Program Services and Standards evaluates legislative mandates and suggestions for validity 
The Bureau of Program Services and Standards meets with the User Needs Assessment Group to discuss the potential legislative mandate or suggestion impact.  
2.1.4 UC360 NJLWD determines validity of suggestions 
User Needs Assessment Group and The Bureau of Program Services and Standards determine if the suggestion is valid.
2.1.5   UC361 The Bureau of Program Services and Standards develops a draft policy and procedures for implementation 
The Bureau of Program Services and Standards conducts a meeting with the User Assessment Group to develop a draft policy and procedure.
2.1.6 UC362 The Bureau of Program Services and Standards determines parties to receive low level clearance 
The Bureau of Program Services and Standards and User Needs Assessment Group identify individuals from the department that should receive low level clearance.
2.1.7 UC363 The Bureau of Program Services and Standards forwards draft policy and procedure for low level clearance. 
The Bureau of Program Services and Standards sends draft procedures to internal users for their approval or feedback. Extend to System Use Case Tracking Workload.
2.1.8 UC364 The Bureau of Program Services and Standards prepares final policy & procedure 
The Bureau of Program Services and Standards completes final policy and procedure incorporating all feedback from internal users.
2.1.9 UC365 The Bureau of Program Services and Standards forwards final policy and procedure for high level clearance by department executives. 
The Bureau of Program Services and Standards will send final policy and procedures to directors for approval.  After directors’ sign off, the final goes to the Assistant Commissioner for final clearance. A draft will be sent with the ability to attach automated notes. Extend to System Use Case Tracking Workload.
2.1.10 UC366 The Bureau of Program Services and Standards effectively communicates policy & procedures to all interested parties 
The notification of the new policy will be posted on a Discussion Board with a link to the policy document.  There will be the ability to do a word search on a topic for policies.
2.1.11 UC367 The Bureau of Program Services and Standards monitors and assesses new procedures 
The Bureau of Program Services and Standards will evaluate new procedures by reviewing comments received from employees.  The system will provide employees with a bulletin board via the internet to comment on procedures.
2.1.12 UC1401 The system documents and tracks all action taken 
This use case ends.
2.2 Alternative Flows

2.2.1 UC1328 The Bureau of Program Services and Standards implements remedial actions when applicable 
In step 2.1.1 of the basic flow, the Bureau of Program Services and Standards implements remedial actions when applicable. Continue with step 2.1.2 in basic flow.
2.2.2 UC1329  Mandate needs to be implemented immediately 
In step 2.1.5 in basic flow, there will be group notifications for a change in procedure.  A link will be provided to the document.  Return to step 2.1.6 in basic flow.
2.2.3 UC1330 System changes cannot be accomplished within time frame required for implementation 
In step 2.1.9 in the basic flow, the Bureau will provide the users with procedures on how to perform the necessary changes manually until the system changes are completed.  Return to step 2.1.10 in basic flow.
2.2.4 UC1331 UI determines procedure is not successful 
In step 2.1.11 in the basic flow, the bureau will evaluate the problem and rewrite the procedure.  Continue with step 2.1.5 in basic flow.

2.2.5 UC1332 Training of a new procedure cannot be provided within required time frame for implementation 
In step 2.1.10 in the basic flow, the BPS & S will prepare an abbreviated version of the procedure which can be used as a training guide for the users. The abbreviated version will be a temporary version.  Continue with step 2.1.11 in basic flow.
2.2.6 UC1333 The Bureau of Program Services and Standards incorrectly interprets policy 
In step 2.1.11 in the basic flow, the Bureau will issue corrected bulletin with details on the impact of prior policy.  Return to step 2.1.5 in basic flow.
2.2.7 UC1334 The Bureau of Program Services and Standards incorrectly implements policy 
In step 2.1.11 in the basic flow, the Bureau will issue corrected bulletin with details on the impact of prior policy.  Return to step 2.1.5 in basic flow.
2.2.8 UC1335 The Bureau of Program Services and Standards receives duplicate suggestions 
In step 2.1.1 in the basic flow, the Bureau will determine a duplicate suggestion exists.  Continue with step 2.1.12 in the basic flow.
2.2.9 UC1336 The Bureau of Program Services and Standards receives conflicting suggestions 
In step 2.1.1 in the basic flow, the Bureau will determine that a conflicting suggestion exists.   Return to step 2.1.3 in basic flow  
2.2.10 UC1337 Draft clearance requests are not received within required timeframe 
In step 2.1.7 in the basic flow, the Bureau determines who did not respond prior to the end of the timeframe period.  Reminders are sent to parties that did not respond.  After timeframe has elapsed, refer to step 2.1.8 in basic flow. Extend to System Use Case Tracking Workload.
2.2.11 UC1338 Final clearance requests are not received within required timeframe 
In step 2.1.9 in the basic flow, the Bureau determines who did not respond prior to the end of the timeframe period.  Reminders are sent to parties that did not respond.  Mandatory response is required before returning to step 2.1.10 in basic flow.
2.2.12 UC1339 Draft clearance is not approved or modified by interested parties 
In step 2.1.7 in the basic flow, the Bureau reviews reasons for denial or modification.  The bureau makes necessary corrections to the draft procedure.  Return to step 2.1.8 in basic flow.

2.2.13 UC1340 Final clearance is not approved or modified by interested parties 
In step 2.1.9 in the basic flow, the Bureau reviews reasons for denial or modification.  The bureau makes necessary corrections to the final procedure. Return to step 2.1.8 in basic flow.
2.2.14 UC1341 The Bureau of Program Services and Standards implements training on new procedures and policy 
In step 2.1.10 in the basic flow, the Bureau and the User Assessment Group determine if training is required on a new procedure or policy.  Return to step 2.1.11 in the basic flow.
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