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PhasePhase

Create CAB date

Manually added as new 
line entries ready for chair 

allocation

START Add date into forward 
look

Add dates to CAB rota 
sheet

Add dates to 
attendance 

sheet

Send CAB rota to CAB 
panel members via 

email

Share a snap shot 
showing list of dates, 

cases and who has been 
allocated those cases, 
this is shared with CAB 

panel members

Manually record
all observers
request on

the CAB Rota

Create and issue 
calendar invite to panel 
members and observers 

across that quarter

Update CAB rota with 
final allocation

Allocate panel members 
and observers to each 

CAB slot

Refer to
past panels and

commence
compiling panel

member
allocations for the

next quarter

Monitor
progress

Reserves 
are manually used to 

replace declined 
member

Responses are recorded 
in the attendance 

sheet manually when 
received

STOP

All
responses 
recieved?

Accept/decline
invite

Submit a request 
to the team via 

email 

CAB dates, link to 
available CAB slot are 

separetly updated on the 
commercial intranet page

Manually created 3 
months in advance 

of that quarter

Formulas are copied
across cells manually
ready for new entries

Email includes link to the 
document and document 

hardcopy for anyone 
unable to access the link

This shows cases 
booked to come to the 

board and when for 
that quarter

Member of
DESNZ/DSIT/IC

who wish to observe a
CAB meeting

Two observers per CAB 
section and are updated 

on the observers 
spreadsheet

Complete the CAB rota 
via the direct link or 

email completed sheet 
back to the team

If the CAB rota was 
emailed, this is 

then manually updated 
on CA master sheet by 

the team

Decline

Check for
any outstanding 

responses

Accept

Chase
down

responses 

CAB rota is locked for 
editing by the team

Team updates and 
confirm CAB bookings

YES

NO

Any changes request by 
Panel members must be 
done by contacting CA 

team via mailbox

Once all 
updates

 are made

Done quartely

Chases any outstanding responses 
and update master document with 

returned copies

All inputs are manually done

The CAB panel members gets a 
sheet of who has been allocated to 

which cab cases
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