Assessment Plan for CBA IPI:  An overview and list of contents

Excerpted from the CBA IPI Lead Assessor’s Guide v1.1

The assessment plan is developed during the pre-onsite period. An initial assessment plan is developed immediately following assessment start-up discussions with the assessment sponsor. The plan is then refined during the course of the pre-onsite activities.

The assessment plan should be documented and signed off by the assessment team leader, the assessment sponsor, and the sponsor’s designated site representatives. Formal approval of the assessment plan demonstrates executive commitment and ensures a mutual understanding of the assessment goals, costs, constraints, outputs, responsibilities, and confidentiality.

The assessment plan should include at a minimum:

· A signature page for assessment sponsor and assessment team leader (showing commitment).

· A confidentiality agreement that all assessment team members will sign.

· A description of the context for the assessment.

· A description of the assessment goals and a prioritized list of assessment objectives.

· A description of the assessment scope.

· The names of assessment projects and participants including:

· assessment sponsor (and senior site manager),

· assessment team leader, site point of contact, site coordinator, and other assessment team members,

· selected projects,

· questionnaire respondents,

· project leader interviewees,

· FAR interviewees.

· A description of the assessment outputs that will be generated.

· A detailed assessment schedule which identifies the assessment participants, the activities in which they will participate, and the associated times and locations.

· A description of the tailoring options used in the assessment, along with any associated tradeoffs, based on the assessment goals.

· Identification of the risks associated with assessment conduct.

· An estimate of assessment cost.

· A description of the logistical requirements and plans (assessment team transportation and accommodations, facilities, equipment, tools, supplies, support).

· Detailed planning checklists.

· The responses to instruments used to provide an understanding of the assessment context, to refine the assessment scope, to select assessment projects and participants, and to develop plans for assessment preparation, and data collection:

· completed organizational questionnaire,

· completed project questionnaires,

· spreadsheet summarizing the project questionnaire responses for all projects,

· site information packet.

· A terminology list used to translate CMM terms into organizational terms in support of maturity questionnaire administration and subsequent data collection, consolidation, and reporting activities.

· A list of documents to be reviewed during the initial document review activity.

Additional outputs of the planning activities include:

· Assessment participants and opening meeting briefings that will be used to prepare the organization for the assessment process.

Sample agenda for first meeting with CBA IPI sponsor
The following topics are the focus of the initial meeting with the CBA IPI sponsor. The purpose of the first meeting is to collect information regarding the motivation for doing a CBA IPI, and to understand the needs of the assessment sponsor.  In addition, the Lead Assessor will provide the sponsor with information about what the CBA IPI process is, and what outcomes can be generated to meet the sponsor’s needs.

Topics:
1. Assessment Goals – Why do a CBA IPI

2. Assessment Constraints – Resources and limitations

3. CBA IPI Process – What is it

4. CBA IPI Tailoring Options – Desired flexibility

5. Organizational Climate – How++ the work-force may react

6. The Corporate Software Process Improvement Program – Implications

7. Next Steps
Sample list of items for the sponsor to cover in presentation(s)

The following list of items could be used as an outline for a presentation to be made by the assessment sponsor to the work force. The point of such presentations is to emphasize that the assessment is being conducted on behalf of the spons Sample 1 - CBA-IPI Pre On-Site Activity Flow or, and is not an externally imposed event. The sponsor MUST convey their ownership of the assessment process and assessment results during this presentation.

Topics:
1. What is software process, and why are we assessing it

2. What an improved software process provides – sponsor’s goals for SPI

3. Expected outcomes of this assessment – how sponsor will gauge success

4. Expected use of assessment outputs – what sponsor will do with findings

5. Expected participation – what sponsor expects of the work force

6. Assessment flow – what happens when
7. Questions and Answers – sponsor seeks feedback from work force

Sample 1 - CBA-IPI Pre On-Site Activity Flow

OBJECTIVE:  This document outlines the pre-onsite steps required to prepare a site for a CBA-IPI.






Entrance Criteria: Funding issues are resolved, Sites and Automated Information Systems to be appraised are selected, CBA IPI sponsors and Team members are identified.

Exit Criteria:  CBA-IPI plan is approved, Site Information Package is completed,  and all appropriate site personnel are prepared to participate in a CBA-IPI.

St               Weeks Before

CBA-IPI
Description 
Responsible Area
Others Involved
Inputs
Outputs

18
Initial Meeting with Local Sponsor

· Provide overview of CBA IPI process

· Discuss SPI goals and experience

· Provide examples of IPI outputs and relate to SPI
· Lead Assessor

· Local SPI Sponsor(s)
· Local SEPG
· Presentation Material
· Understanding of CBA IPI

· Sponsor’s priorities and requirements for IPI

17
Administer the Climate Survey
· Lead Assessor and Local SEPG agree on sampling for survey

· Local SEPG staff administer survey and tabulate results
· Lead Assessor receives tabulated results 
· Local SEPG
· Local software   engineers

· Lead assessor

· Local SPI sponsor
· Climate Survey 
· Climate Survey results

16
Administer Organization and Project Questionnaires

· Document size of organization and projects

· Tabulate the candidate participants in the CBA IPI, so that project and interviewee selection is facilitated
· Local SEPG

· Lead Assessor
· Local Managers and staff
· Organization questionnaire

· Project Questionnaire
· Completed questionnaire

· Tabulated responses

14
Follow-up meeting with local sponsor
· Discuss issues/concerns

· Review Climate Survey Results

· Review proposed assessment approach

· Select participants
· Lead Assessor  


· Local SPI sponsors 

· Local SEPG representatives
· Draft CBA-IPI plan, schedule, deliverables, roles
· GO/NO GO decision with identification of risks

· Approval of assessment scope

12
Conduct meeting with sponsors
· Discuss readiness and climate in organization

· Clarify sponsorship chain

· Clarify process architecture

· Discuss roles and responsibilities of all participants

· Review information for assessment plan
· Lead Assessor  

· Sponsors (corporate as well as local)
· Corporate & Local SEPG representatives


· Meeting agenda

· Climate Survey results


· Sponsorship & process architecture agreements

· CBA-IPI purpose agreement 

· Requirements to address in assessment plan

10
Conduct assessment participants briefing

· Communicate commitment/sponsorship roles

· Present overview of the assessment

· Discuss the process architecture

· Present process improvements made since the last appraisal
· Review CMM Key Process Areas
· Lead Assessor

· Local SPI sponsor

· Local SEPG


· All assessment participants at the site
· Sponsors' agreements

· Process architecture

· CMM KPA information

· Assessment overview/schedule
· Common understanding among assessment participants

5
Administer Maturity  Questionnaire 
· Administer the questionnaire

· Tabulate responses
· Local SEPG
· Local project personnel

· Lead assessor

· Local SPI sponsor
· List of selected respondents

· Maturity Questionnaires
· Tabulated Questionnaire responses

3
Prepare Site Information Package
· Provide hard copies and summaries of all questionnaire results

· Provide list of site/project specific terms and associated definitions

· Provide inventory of all process-related documents to be reviewed

· Provide soft copy of major plans (SDP, SQA, SCM), etc. to be reviewed in advance

· Provide recommendations for accommodations, travel arrangements, and other miscellaneous information
· Site point of contact 


· Local SEPG

· Local SPI Sponsor

· Lead Assessor
· Site Information Package requirements
· Questionnaire hard copies and summarized results

· List of Site/project specific terms

· Inventory List of process related documents to be reviewed

· Travel and accommodation information

Notes: This process may be modified at the discretion of the Lead Assessor and sponsors.  Assessment Team preparation is considered separate  and outside of this process.







Sample 2 - CBA-IPI Pre On-Site Activity Flow

OBJECTIVE:  This document outlines the pre-onsite steps required to prepare a site for a CBA-IPI.

Entrance Criteria: Funding issues are resolved, Sites and Automated Information Systems to be appraised are selected, CBA IPI sponsors and Team members are identified.

Exit Criteria:  CBA-IPI plan is approved, Site Information Package is completed,  and all appropriate site personnel are prepared to participate in a CBA-IPI.

St               Weeks Before

CBA-IPI
Description 
Responsible Area
Others Involved
Inputs
Outputs

18
Administer Organization and Project Questionnaires

· Document size of organization and projects

· Tabulate the candidate participants in the CBA IPI, so that project and interviewee selection is facilitated
· Local SEPG

· Lead Assessor
· Local Managers and staff
· Organization questionnaire

· Project Questionnaire
· Completed questionnaire

· Tabulated responses

17
Administer the Climate Survey
· Lead Assessor and Local SEPG agree on sampling for survey

· Local SEPG staff administer survey and tabulate results
· Lead Assessor receives tabulated results 
· Local SEPG
· Local software   engineers

· Lead assessor

· Local SPI sponsor
· Climate Survey 
· Climate Survey results

13
Conduct meeting with sponsors
· Discuss readiness and climate in organization

· Clarify sponsorship chain

· Clarify process architecture

· Discuss roles and responsibilities of all participants

· Review information for assessment plan
· Lead Assessor  

· Sponsors (corporate as well as local)
· Corporate & Local SEPG representatives


· Meeting agenda

· Climate Survey results


· Sponsorship & process architecture agreements

· CBA-IPI purpose agreement 

· Requirements to address in assessment plan

10
Follow-up meeting with local sponsor(s)
· Discuss issues/concerns

· Review draft plan and requirements

· Select participants

· Finalize appraisal plan
· Lead Assessor  


· Corporate & Local SPI sponsors 

· Corporate & Local SEPG representatives
· Draft CBA-IPI plan, schedule, deliverables, roles
· GO/NO GO decision with identification of risks

· Approval of assessment scope

· Approved plan

8
Administer Maturity  Questionnaire 
· Administer the questionnaire

· Tabulate responses
· Local SEPG
· Local project personnel

· Lead assessor

· Local SPI sponsor
· List of selected respondents

· Maturity Questionnaires
· Tabulated Questionnaire responses

6
Conduct assessment participants briefing

· Communicate commitment/sponsorship roles

· Present overview of the assessment

· Discuss the process architecture

· Present process improvements made since the last appraisal
· Review CMM Key Process Areas
· Lead Assessor

· Local SPI sponsor

· Local SEPG


· All assessment participants at the site
· Sponsors' agreements

· Process architecture

· CMM KPA information

· Assessment overview/schedule
· Common understanding among assessment participants

3
Prepare Site Information Package
· Provide hard copies and summaries of all questionnaire results

· Provide list of site/project specific terms and associated definitions

· Provide inventory of all process-related documents to be reviewed

· Provide soft copy of major plans (SDP, SQA, SCM), etc. to be reviewed in advance

· Provide recommendations for accommodations, travel arrangements, and other miscellaneous information
· Site point of contact 


· Local SEPG

· Local SPI Sponsor

· Lead Assessor
· Site Information Package requirements
· Questionnaire hard copies and summarized results

· List of Site/project specific terms

· Inventory List of process related documents to be reviewed

· Travel and accommodation information

Note:  This process may be modified at the discretion of the Lead Assessor and sponsors. Assessment Team preparation is considered separate and outside of this process.
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