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PREFACE

This template should be supplemented with department-specific information to produce a Department Process Improvement Plan that accurately describes the department’s process improvement organization, goals, tasks, roles, and responsibilities.  The planning and documenting of the department process improvement activities must agree and be consistent with the Space and Naval Warfare (SPAWAR) Systems Center (SSC) San Diego Balanced Scorecard Strategic Objectives and the department business plan.  Additionally, the Department Process Improvement Plan must comply with the SSC San Diego process improvement policies. 

The SSC San Diego Systems Engineering Process Office (SEPO) assumes responsibility for this document and updates it, as required, to meet the needs of users within SSC San Diego.  SEPO welcomes and solicits feedback from users of this document so that future versions of this document will reflect improvements based on organizational experience and lessons learned.  Report deficiencies and/or corrections using the Document Change Request (DCR) form provided on the next page or on the SSC San Diego Process Asset Library (PAL) at (http://sepo.spawar.navy.mil ).  Updates to this document will be performed in accordance with the SEPO Document Configuration Management Procedure.
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DOCUMENT CONVENTIONS

This document is a template.  As such, wording in this document should be tailored to the department for which the Process Improvement Plan is being developed.

Standard conventions are used within this document to direct the reader to specific sections of the text.  These sections provide instructions and explanations and require users to substitute their own department-specific information for the generic information provided or to "fill in a blank."

[[text]]
Global changes.  Items that appear in regular text and are surrounded by double brackets represent changes that can be made globally throughout the document.

Italics
Instructions and explanations.  Items that appear in italics represent instructions to the user and are not to appear in the completed version of the document.

The Department Process Improvement Plan template begins on the next page with a Department Process Improvement Plan title and approval page.  Delete this Document Conventions page and all preceding pages in the final version of your Department Process Improvement Plan.  Remember to update the header to reflect the appropriate document configuration identifier for the Department Process Improvement Plan.

DEPARTMENT [[2xx]] PROCESS IMPROVEMENT PLAN 

[[Configuration Identifier]]

[[date]]

Add your organization name here

Space and Naval Warfare Systems Center

53560 Hull Street

San Diego, CA  92152-5001

Approved for Public Release; Distribution is Unlimited

APPROVALS:

______________________________

[NAME, TITLE, DEPARTMENT HEAD]

______________________________

[NAME, TITLE, DIVISION HEAD]

______________________________

[NAME, TITLE, DIVISION HEAD]

______________________________

[NAME, TITLE, DIVISION HEAD]

______________________________

[NAME, TITLE, SEPO DIRECTOR]

______________________________

[NAME, TITLE, SEPO POC]

______________________________

[NAME, TITLE, DEPARTMENT SPI AGENT]

PREFACE
This Plan describes the Department [[2xx]] process improvement organization, goals, tasks, roles, and responsibilities.  The planning and documenting of the department process improvement activities agree and are consistent with the Space and Naval Warfare (SPAWAR) Systems Center (SSC) San Diego Balanced Scorecard Strategic Objectives and the department business plan.  Additionally, this plan complies with the SSC San Diego process improvement policies and has been tailored from the Department Process Improvement Plan Template. 
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Section 1.  INTRODUCTION

1.1
Purpose

The purpose of this document is to define the process improvement activities within Department [[2xx]] by establishing process improvement goals, assigning responsibility, planning the actions to achieve those goals, allocating the resources to accomplish the planned actions, and actively monitoring and facilitating successful performance against those plans. 

The implementation of this Process Improvement Plan will help reduce cost, streamline schedules, increase productivity, and improve quality.  This plan describes the process improvement strategy for the department and is the “roadmap” to be followed for the department’s process improvement efforts.

This plan is to be used as guidance by the department projects in developing and implementing their project process improvement activities.

This Department Process Improvement Plan is a “living document” and will be updated as required, but no less than yearly.

1.2
Background

Software and systems engineering disciplines are critical components of the systems that are developed and maintained at Space and Naval Warfare (SPAWAR) Systems Center (SSC) San Diego.  In an effort to achieve the Center’s Balanced Scorecard Strategic Objectives, this process improvement effort has been initiated to establish sound software and systems engineering disciplines for use across the Center.  

Provide any other pertinent background information here.

1.3
Scope

Describe the department process improvement effort covered by this document.    Include what types of projects are participating and the overall goals for the year.

1.4
Document Structure

This plan is organized as follows:

a. Section 1, Introduction 

b. Section 2, Department Process Improvement Background

c. Section 3, Process Improvement Organization 

d. Section 4, Department Process Improvement Goals

e. Section 5, Process Improvement Implementation and Tracking 

f. Section 6, Risk Management 

g. Section 7, Process Improvement Schedule 

1.5
Relationship to Other Documents

This plan implements the SSC San Diego Software Engineering Process Policy, reference (a), and is consistent with the department’s mission statement, department business plan, reference (b), and the SSC San Diego Process Improvement Initiative Project Management Plan, reference (c).

Because this plan provides overall guidance on the department’s process improvement effort, all project process improvement plans and activities shall be consistent with this plan.

1.6
References

The following documents were referenced in developing this plan.

a. Software Engineering Process Policy, SPAWARSYSCENINST 5234.1, 24 July 2000

b. Department Business Plan,  (date, and version of department plan)

c. SSC San Diego Process Improvement Project Management Plan, PL-OPF-01 v1.0

d. Software Process Improvement Tracking and Oversight Procedure, Version 1.1, March 1999

e. Software Process Improvement (SPI) Process, Version 2.3, 25 June 1997

f. Department Process Improvement Plan Template, TM-OPD-05 v1.0, 

g. Risk Management Process, Version 3.0, 10 June 2002

h. Identify any program/project software engineering policies

i. List other documents referenced

1.7
Abbreviations and Acronyms

CMMI
Capability Maturity Model Integrated

POA&M
Plan of Action and Milestones

SEPG
Systems Engineering Process Group

SEPO
Systems Engineering Process Office

SPI
Software Process Improvement

SSC
SPAWAR Systems Center

SPAWAR
Space and Naval Warfare

Section 2.  Department Process Improvement Background

Provide information regarding previous process improvement efforts that have been conducted within the department.  Provide information on appraisal results or where the results can be found.  Examples of appraisals are the yearly audit of projects performed by the Department SPI Agent, any quicklooks or internal assessments performed by SEPO on department projects, or external assessments performed by an outside agency.  A table of projects with their most recent appraisal date and results may be included as well as a pointer to the Department or Project Process Asset Library (PAL) where any process improvement artifacts such as a PI03 chart are located.

Section 3.  PROCESS IMPROVEMENT ORGANIZATION

Describe the department process improvement organization and infrastructure, including an organization chart and points of contact.  List process improvement organization members.  Include a charter statement for the Systems Engineering Process Group (SEPG).  Examples of a process improvement organization chart, a list of roles and responsibilities and SEPG charter are shown below.
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Figure 3-1.  Sample Process Improvement Organization Chart

TABLE 3-1.  Sample list of ROLES AND RESPONSIBILITIES

	ROLE
	RESPONSIBILITY

	Department Head 
	An SSC San Diego executive manager who directs the work efforts in their department including the implementation of the process improvement effort.  The department head is a vocal champion, setting expectations, publicizing goals, ensuring the availability of any needed resources to support the process improvement effort and reviewing the progress toward process improvement goals.

	Systems Engineering Process Office (SEPO)
	SSC San Diego’s organization responsible for facilitating process improvement.  SEPO defines the organization’s process improvement policies and processes, coordinates engineering and project management training, conducts assessments, maintains a repository of artifacts and reports status to the Business Board.

	SEPO Department Points of Contact (POC)
	SEPO staff members tasked with providing liaison between SEPO and the Department SPI Agent, SEPG, and participating projects.

	Department SPI Agent
	Representative from an SSC San Diego Department responsible for coordinating and managing process improvement within this department and with SEPO.  They assist projects in implementing best practices, perform periodic assessments, and report status to the Department Head and SEPO. 

	Department Systems Engineering Process Group (SEPG)
	Professional staff providing process improvement leadership to an SSC San Diego Department.  They will facilitate process improvement within the department in accordance with the goals established in this plan.

	Division Head
	An SSC San Diego manager who directs the work efforts in their division including the implementation of the process improvement effort.  The division head is a vocal champion of the effort, setting expectations, publicizing goals, ensuring the availability of any needed resources to support the effort and reviewing the status of process improvement efforts within their division.

	SPI Project
	A project that has agreed to incorporate process improvement in their work activities to produce higher quality products, on time and within budget.

	Project Manager
	The project member in charge of all aspects of a project.  

	Project SPI Lead
	Project member who will facilitate a project’s process improvement effort by developing and implementing a project process improvement plan, collecting measurements and reporting status of the effort to the project manager and Dept SPI Agent.


Sample SEPG Charter

The purpose of the Department [[2xx]] SEPG is to provide leadership and guidance to Department [[2xx]] Process Improvement (PI) efforts. 

Membership of the SEPG includes the Department SPI Agent, SEPO Department POC, and the SPI project SPI leads.  Membership can include other Department personnel, as required.  The Department SPI Agent will serve as the SEPG Chairperson.

Specifically, the SEPG shall meet monthly and perform the functions listed below:

a. Develop and update the Department Process Improvement Plan.

b. Review and approve division and project process improvement plans.

c. Approve the charters for all process improvement working groups and task groups.

d. Identify process improvement training requirements for upper management. 

e. Review progress of SPI projects/department process improvement efforts and report progress on a periodic basis to SEPO.

f. Review and approve department software and systems engineering policies.

g. Address all Process Area Commitments and Abilities that are addressed on an organizational level.

h. Define management requirements for senior management reviews associated with each Process Area.

i. Establish working group reporting requirements for all process improvement efforts.

j. Ensure that processes used by projects are assessed periodically to determine their strengths and weaknesses.

k. Integrate process improvement efforts across the department.  Share lessons learned and best practices within the department and with SEPO.

l. Periodically review the activities and work products of the project’s QA group.

m. Act as liaison between department/divisions/projects and other process improvement groups at the Center.
Section 4.  DEPARTMENT PROCESS IMPROVEMENT GOALS 

4.1
Process Improvement Goals 

Provide specific goals that are to be achieved by the department and the projects in the next year.  Goals must be attainable and verifiable.  For example, a goal might be “Attain CMMI Level 3 by 31 Dec 2004 for the following projects….”, or "Implement PM Guide on 25% of projects by 31 Dec 2004", or "Ensure all division and branch managers attend the Software Management for Everyone and Guidelines for Successful Teams Workshops in 2004".

SEction 5.  PROCESS IMPROVEMENT IMPLEMENTATION AND TRACKING

Each department has designated SPI Agents who support the process improvement efforts within their department.  They coach and mentor project managers and SPI leads.  The SPI Agent also serves as a member of the department SEPG.  A detailed description of the SPI Agent duties can be found in the “SEPO/SPI Agent Job Description” on the SSC San Diego PAL (http://sepo.spawar.navy.mil).

Describe the steps to be followed in implementing and tracking the department process improvement efforts.  Reference may be made to reference (e) for a process to be followed for implementation.  The Software Process Improvement Tracking and Oversight (SPrTO) Procedure contains the current tracking procedures for projects participating in process improvement.  Quality assurance checks should be included in this section.

Section 6.  RISK MANAGEMENT

This section describes the risks associated with the implementation of the Department Process Improvement Plan.  The department is to identify, prioritize, and develop mitigation/contingency plans for each risk.  The Risk Management Process should be followed for managing the identified risks.  The “Risk Radar“ tool may be used to document and track the risks.

Section 7.  PROCESS IMPROVEMENT SCHEDULE

The Department Process Improvement Plan of Action and Milestones (POA&M) provides the schedule for process improvement tasks listed in this plan.  This may be in the form of a Work Breakdown Structure in Microsoft Project.

Provide a hardcopy of the POA&M or indicate the location of where the POA&M is maintained.  The minimum entries to the POA&M should include activity name, start date, and end date, task dependencies, resources, estimated effort
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