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Sprint Planning cl ose 

User/data journey 
1. Ensure tasks/tickets inAlRAreflect

work in the previous sprint 
2. Assign tickets for current sprint 

Branch Product Define 
visit Manager workshop 

meeting 

Sendfor Sendto Moveto Sprint Show& Remediation 
peer Sal lyand deliverables Retro Tel l analysisand 

review Product folder ideation 
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Map user/ data Tourney and complete IC analysis 
close 

Userjourneys 

Branch Product Define 
1. Use information from branch visits, product manager meetings, 

define workshops and widerinformation gatheringto build outthe 
visit Manager workshop user map using the journey template 

meeting 2. Capture pinch points and screen-flow diagrams on the map 

N.B. Save a new version. Do not overwrite the template in Teams. 

Sendfor Sendto Moveto Sprint Show& Remediation 
peer Sal lyand deliverables Retro Tel l analysisand 

review Product folder ideation 
Manager workshop 

Validate 
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Map user/ data journey/complete TCanalysis 

Branch Visits Close 

Bra 
vi Userjourneys only 

1. Check branch visit schedule/ 
message SJ to confirm the date/ 
time ofyourvisit 

2. Attendvisit 
3. Afterthe visit, email the branch 

andfor area managers c in Oz them 
fortheir time and cc in Oz 

N.B. further details ofhowtobooking Send for Send to Move to Sprint Show & Remediation 

a site visit can be found here > Sal ly and deliverables Retro Tel l analysis and
review Product folder ideation 

Manager workshop 

Validate 
workshop 
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Product Manager meetings close 

Branch Pro 
Initial meeting 
1. Check Product ManagerIisttoconfirmwho 

visit Man 
me 

to approach 
iTi ILII 

2. Setup 15-min meetingto introduce 
yourself, workstream objectives and their 
role in reviewing the maps UJTF II 

3. Get a high level view of the journey! pain 
points 

Main meeting (post branch visit) Send to Move to 

1. Diarise longermeetingwith product Sal ly and deliverables 

manageronce more information has been Product folder 

gathered Manager 
2. Use as opportunity to validate current 

understanding, learn more about pain 
points and clarify any outstanding 
questions 

Sprint Show& Remediation 
Retro Tel l analysis and 

ideation 
workshop 

Validate 
workshop 
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close Define workshop 
Branch Product Def 
visit Manager work Userjourneys only 

meeting 1. Confirmtheagendaforupcoming 
define workshops with Amaia 

2. Fill in the define workshop
template based on information 
gathered UJ FWIliA 

3. Sendco 
Tuesday, 

rThur atetoOz 
EOD Tuesday, forThursday 
working session 

d to Move to Sprint Show & Remediation 

N.B. Save anewversion.Donot and deliverables Retro Tel l analysis and 

overwrite the template in Teams. uct folder ideation 
ager workshop 

Validate 
workshop 
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Branch Product Define 
visit Manager workshop 

meeting 

Update problem statement catalogue 0." 

All 
First tab of the problem statement catalogue 

Upload al I relevant points from the pain point catalogue 
• Al l analysis from branch visits, define workshops, product manager 

Sendfor Sendto meetings etc. should be captured in this document 
peer Sal ly and • Pain points/analysis captured here should be included on the user 

review Product journey maps attheircorresponding pinch point(the exact point in 
Manager the process the pain pointoccurs) 

Second tab of the problem statement caalogue 
• Towardsthe end of analysis, pain points should be groupedtogether 

and consolidated to create official problem statements _ 
• Problem statements should be concise, informative and summarise 

the a nti rety of the problem in the title alone 
• Al l analysts in an EPlCshouldworktogethertoensure there is no Validate 

repetition of problem statements across user, data orTC analysis workshop 

N.B.The problem statement catalogue must mirrorthe inputs for 
remediation and ideation workshops exactly. 



POL00337648 
POL00337648 

Horizon System Improvement Process Guide 
Please view in Presentation mode 

Branch Product Define 
visit Manager workshop 

meeting 

UpdateJlRA close 

All 
• Al l analysts must ensure J IRA is up to date on a dai ly basis by creati ng 

Send for Send to subtasksforeach task (EPIC) they are assigned and by moving the 
peer Sal ly and stories and the task to the current/right state. 

review Product • JIRA must reflectthework remaining, as well astheworkcomplete 
Manager • It is importantto usethe commentsfeature to interactwith other 

throughJlRA.
• Tag the Scrum Master when you are blocked on an issue/where you

require widerassistance. 
• Al l analystsmustensureJlRAisuptodatebeforegoingonannual 

leave. 

Validate 
workshop 
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Branch Product Define 
visit Manager workshop 

meeting 

Send for peer review slsse 

User journeys 
1. Create "peer review" subtask on J IRA and 

assign to Sarah-Jane Brush 
2. Include the Teams Iinktothejourney 
3. Moveintothe"Peer Review"column on 

the backlog 
4. MonitorJlRAforanycomments/actions 

Data journeys 
1. Create "peer reviewsubtaskonJIRAand 

assign it to yourself 
2. Attend the peer review session every 

Thursday 
3. Move into the "Peer Review" column on 

the backlog 

Show& Remediation 

Tel analysis and 
ideation 

workshop 

Validate 
workshop 
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ting 

Improvement Process Guide 

Define 
workshop 

Send for 
peer 

review 

Send to Sally and clap 

Product Manager for review 

Ensure all comments from "Peer review" have been actioned before 

Send to Sally (all maps) 
1. Create "P0 review" subtask on J IRA and assign to Sally Rush 
2. Include the Teams I inktothejourney 
3. Move intothe "PM/ PO Review" column on the backlog 
4. MonitorJlRAforany comments/actions 

Send to Product Manager (user and data journeys) 
1. Create"PM review" subtask on JI RA and leave it unassigned 
2. EmailthejourneylinkorcopyofthejourneytotheProductManager 
3. Wait5 days/end of spri ntforfeedback before moving to del iverabl Ps 

folder 

Validate 
workshop 
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Branch Product Define 
visit Manager workshop 

meeting 

Move todeliverablesfolder ci is 
Sendfor Sendto Mo 

peer Sal ly and de Ensure all comments from "PM/ PO review" 
review Product fol have been actioned before 

Manager 
All maps 
1. Once al l peer/ PO/ PM feedback has been 

received and actioned, move maptothe 
deliverables folder 

2. Ensure the file is named correctly 
accordingto the namingconvention

3. Movethetaskto"Done"inJlRAand 
include theTeamsfile link 

Validate 
workshop 
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Branch Product Define 
visit Manager workshop 

meeting 

Sprint retro CI°

Sendfor Sendto Move to S
peer Sal ly and deliverables R 1. Attend session prepared to 

review Product folder discuss Sprint successes/ 
Manager improvement opportunities 

Validate 
workshop 
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Branch Product Define 
visit Manager workshop 

meeting 

Sendfor Sendto Moveto Sprint 
peer Sal lyand deliverables Retro 

review Product folder 

Manager 

Show and Tell close 

All 
1. CheckwithAmaiatosee if you 

are scheduled to presentat 
the Show and Tell 

2. If yes, complete the Show and 
Tell template and send to her 

N.B. Save anew version. Do not 
overwrite the template in Teams. 

Validate 
workshop 
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Branch Product Define 
visit Manager workshop 

meeting 

Remediation and ideationworkshop close 
Sendfor Sendto Move to S rin 

peer Sal lyand deliverables Retr All 
review Product folder 1. Ensure al l pain points captured in analysis are included in the first 

Manager table of the problem statement catalogue 
2. Use these to create comprehensive yet concise 
3. User, data and TC analysts should meet before to e nsure problem 

statements are aligned with no repetition 
4. Work with Scrum Master to schedule the workshop 
5. Followed detailed instructionstocompletethe remediation and 

ideation analysis template 
Validate 
workshoi N.B. Save a new version. Do not overwrite the template in Teams. 
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Branch Product Define 
visit Manager workshop 

meeting 

Options elaboration and refinement 

Send for 
peer 

review 

Send to 
Sal ly and 
Product 
Manager 

Move to 
deliverables 

folder 

Sprint 
Retro 

Analysts 
1. Use the options elaboration and refinement template to build out 

template 
2. The contexts I ide should be completed at a capabi I ity level e.g. 

Bureau Services 
3. Problem statements and Options slides should be completed at a 

sub-capability level e.g. Travel Currency 
4. Business Analysts should notfilldetailson"In/Out of Scope", 

"Residual Issues"and"Costs". This is Product Ownerresponsibility 
(Sal ly) 

N.B. Save anew version. Do not overwrite the template in Teams. 

Ownership ofthis document has not been determined yet and the 
development of this stage is stil l in flight 


