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Annexure 4: Change Control Process 

 

Change control process is a method of ensuring the relationship between ACSA and our service 

provider is documented to ensure transparency, clarity, and accountability. This process manages 

the omission, additions, and alteration of users, stakeholders and contents of the observation and 

perception templates.  

 

The change is initiated by a system user through completing a change request form (see below) 

and forwarded to the system administrator (Platform service provider) and system coordinator 

(from ACSA) for processing. All changes are authorized by the system coordinator and affected by 

the system administrator. 

 

Example of system change are listed below: 

➢ Change in stakeholder details 

o This includes (Name change of the site, contact details, etc.…) 

➢ Additions and removal of sites 

o This refers to any environment added to the system or removed (e.g., outlets, 

business sites, airport, operations environment, stakeholders) 

➢ Access or removal of users from the system 

o Done through the access form (see below), where anew user is added to the 

system 

o There are different types of access that can be requested, these include: 

• Access to conducting observations 

• Access to being added as report recipient 

• Access to the reporting dashboard 

• Access to the data capturing interface 

➢ Changes to the observation template (e.g., addition or removal of questions, changing of 

template structure, spelling etc.…) 

➢ Changes to a completed observation (e.g., incorrectly captured information) 
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