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	PROJECT NAME:

	STEP 1: TO BE DONE ONLY ONCE

	STEP
	DESCRIPTION
	INSERT ACTION TAKEN FOR EACH STEP. Be Specific.

	Find a process to improve
	Identify the PIP currently being carried out. Clearly define a specific process or problem to improve.
	

	
	Select the AIM of your improvement.
	

	
	Determine if there is a Best Practice internally or externally. If so, name in next column.
	

	
	Is there a Policy or Regulation that is prescriptive? If so, note in next column.
	

	
	If the above-mentioned does not exist and you are setting the standard, clearly state the new practice in the next column.
	

	Organize a team
	Include Key Stakeholders. Stakeholders have the most knowledge about the process and are key to making successful and sustainable improvements.
	

	Clarify current knowledge
	· Identify how the process is currently taking place (the real practice).
· Generate a Process Map to represent the sequential order of each step.
· Collect/Gather Baseline Data about the current process.
	






	STEP
	DESCRIPTION
	INSERT ACTION TAKEN FOR EACH STEP. Be Specific.

	Understand the variation
	· Compare the current process steps to the steps in the process that you would like to model.
· Use qualitative and quantitative analytical tools or Best Practice Models to analyze variations.
· Understand the differences between the two practices and determine where non-value added steps exist.
· Analyze Baseline Data compared to Best Practice data if available. 
	

	Select the process changes (interventions)
	· Using the Baseline Data, determine the Interventions that will be implemented.
· List out the intervention you plan to implement.
	

	STEP 2: CYCLICAL AND ONGOING

	STEP
	DESCRIPTION
	INSERT ACTION TAKEN FOR EACH STEP. Be Specific.

	Plan the changes
	Based on the rank order, determine how each improvement will be implemented and when.
	

	
	Answer this Question: How will we know this change is effective? (define a measure)
	

	
	Where will the pilot test be launched, who will be involved, who needs education, and who will be the key contact?
	






	STEP
	DESCRIPTION
	INSERT ACTION TAKEN FOR EACH STEP. Be Specific.

	Do – Implement the Changes
	· Report the implementation process
· Provide a work plan for implementation
· Keep Feedback Log
· Adjust process as warranted
	

	Study the effect of the Changes
	· Collect and analyze the data from the measure of success
· Did the improvement action have a negative or a positive effect on the process results? Was there statistically significant change?
	

	Act on what your analysis reveals
	· Does the data show favorable results after the change? If so, continue with the improvement.
· Unfavorable results? If so, what changes are considered?
· OR if you are satisfied with the results, state your steps to sustain the improvement.
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