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Use Case Specification: Implementing Policy and Procedures 

1. Use Case Name 

1.1 Brief Description

This use case allows NJDOL to implement changes to policy and procedures.

2. Flow of Events

2.1 Basic Flow 

2.1.1 UC1426 The system shall provide an interface for policy and procedures to be received from legislative mandates or suggestions from any interested party 
The system will store the request for policy or procedure change in an automated log.  The data includes:  who requested, policy and procedure suggestion description, policy or procedure affected, priority, date.  The system will store actions taken for the policy or procedure, such as, new change, policy or procedure affected, effective date, type of change, such as work flow change, change to law, or organization. (Ref Business Use Case 2.1.1)
2.1.2 UC1427 The system acknowledges the suggestion 
The system should send a response to the suggesting party that the requested policy/procedure change has been received. (Ref Business Use Case 2.1.2)

2.1.3 UC1428 The system should allow for agent to prioritize suggestions 
Due to legislative mandates there will be a need for prioritizing of suggestions.  Legislative mandates automatically take a higher priority than other internal suggestions.  The system should allow for agent to set these priorities based on level of importance. (Ref Business Use Case 2.1.3 – 2.1.4)

2.1.4 UC1436 The system allows for draft to be posted for review 
Once the bureau of program services and standards determines validity of the suggestion/mandate a draft will be posted for low level review.  Security levels will be granted to all specified low level groups. The work flow system will send the document for review.  Reviewers will be able to annotate the document, and other reviewers will be able to view others’ comments. Emails will be sent to these group members to alert them of the suggestion/mandate. (Ref Business Use Case 2.1.5)

2.1.5 UC1430 The system allows for feedback 
Once a suggestion/mandate is posted for review a feedback discussion board should be activated in order to capture all other suggestions.  If one of the allotted group members do not respond within specified period of time a reminder shall be sent to them. (Ref Business Use Case 2.1.7)

2.1.6 UC1431 The system locks draft of suggestion/mandate for final policy/procedures 
Once the allotted time has lapsed the policy/procedure should be locked by the system for the bureau of program services and standards to incorporate all feedback from internal users.


(Ref Business Use Case 2.1.8)
2.1.7 UC1432 The system allows for final review 
Bureau of Program Service and Standards will post incorporated document to the system.  Security will be granted to the high level groups in order for them to review the policy/procedure.  Emails will be sent to members of the group to alert them of their access.  All members of this group are required to sign off on the new policy/procedure in order to next step to occur. (Ref Business Use Case 2.1.9)
2.1.8 UC1433 Final clearance will occur 
After all high level group members have signed off on the policy/procedure the system will notify the Asst. Commissioner that new policy/procedures are queued for his final clearance. (Ref Business Use Case 2.1.9)

2.1.9 UC1434 The system will post final document 
The final document should be posted out on the department intranet for all employees to access.  All directly affected employees will be sent notification of the new policy / procedure.

(Ref Business Use Case 2.1.10)
2.2 Alternative Flows

2.2.1 UC1435 The system provides BPS&S power to reinterpret and submit suggestions/mandates 
If BPS&S decides that they have misinterpreted the new suggestion/mandate they have the power to delete/correct the posted suggestion/mandate and resubmit to all interested parties.  All changes will be documented with version control .Ref Business Use Case 2.2.6)

3. Special Requirements

3.1 Chat or message board so they can exchange ideas or debate requirements.

4. Preconditions

5. Post Conditions

6. Extension Points

6.1 Tracking Workload

6.2 Documenting Action Taken

6.3 Distributing Workload

