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A – CT and Determine Next Steps (Action Items, Lessons Learned, Sustainability Plan)

O – RGANIZE a Team (List of Team & Ad-hoc Members and Roles)

S – ELECT the Improvement (Benchmarking/Best Practices – External and/or Internal)

F – IND a Process to Improve (Background Information, Data, Value Stream Map)

P – LAN the Improvement (Future State Process Map)

D – O the Improvement (Improvement Action Items Plan, Data Collection Plan, Forms)

PROJECT TITLE:

Date Initiated

U – NDERSTAND Root Causes (Fishbone Diagram, 5 Whys, Affinity Diagram)

C – LARIFY Current Knowledge (Process Maps, Observations, Data, Specific Aim Statement)

		



		



		



		



		



		



		



C – HECK the Results (Run Chart, Team’s End Results)

		#		CHANGE IDEA(S)		MEASURE(S)/OUTCOME(S)

						

						

						



SPECIFIC AIM STATEMENT: We will [improve, increase, decrease] the [number, amount, percent] of [the process] from [baseline measure] to [goal measure] by [date].

		



		#		ROOT CAUSE(S)		BEST PRACTICE(S)		CHANGE IDEA(S)

								

								

								



A3 Summary












[bookmark: _GoBack]design plan for small tests of change

		Initiative: 

		Intervention:



		Smallest Unit of Change:

		Scope:

		Total # of Staff Impacted:



		Planned Testing Timeframe:

		Est. # of Staff in Testing:





		


		Test Description

		Test Plan

		Testers

		Lesson(s) Learned

		Decision

		Adaptation



		1

		

		

		

		

		[bookmark: Check1][bookmark: Check2][bookmark: Check3]|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		2

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		3

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		4

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		5

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		6

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		


		Test Description

		Test Plan

		Testers

		Lesson(s) Learned

		Decision

		Adaptation



		7

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		8

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		9

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		10

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		11

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		



		12

		

		

		

		

		|_|  Adapt
|_|  Adopt
|_|  Abandon

		





		Operational  Transition Plan:

		Start Date:



		Owner(s) of New Process:

		Accountable Leader:



		Process Measure(s) to Monitor:

		Oversight Group:



		Method of Data Collection:

		Frequency of Data Collection:



		Value to Trigger Process Review:
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Cause and Effect Diagram 

Tools/Technology
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PROJECT NAME – STAKEHOLDER -  MEETING 1

AGENDA and MEETING SUMMARY

Date:  Next Meeting Information

Date: 

Time: 

Location: 





      



Time:  

Location: 

Meeting Leaders: 

Recorder:  



ATTENDANCE

		[bookmark: _Hlk530049446]NAME

		DEPARTMENT/ROLE

		Present?

		NAME

		DEPARTMENT/ROLE

		Present?



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		Guest:

		

		







SUMMARY OF DISCUSSION

		Start Time

		Topic   (Lead)

		Outcome

		Process

		Notes



		8:00 am 

(5 min)

		1. Welcome to the Stakeholder Meeting 

		Learn who is part of this team

		1. Introduce yourself

2. Summer vacation stories?

		



		8:05 am    (10 min)

		2. Introduction to the Issue 

		Understand the issue and the impact

		1. Brief presentation

2. Share problem statement

		



		8:15 am   (15 min)

		3. Review of Known Data

		What is the current state?

		1. Share Data

2. DIagram current process as a swim lane flow diagram

		



		8:30 am   (20 min)

		4. Discuss Gaps 

		Identify possible causes

		1. Build Cause & Effect Diagram

2. Confirm root causes

		



		8:50 am   (10 min)

		5. Document/Assign Action Items 

		Identify what we need to know or complete before the next meeting

		Action item owners report out and state target dates

		







ACTION ITEMS

		ITEM 

		OWNER

		TARGET DATE

		STATUS



		Draft Cause & Effect diagram in standard format

		

		

		NEW



		

		

		

		NEW



		

		

		

		NEW





[bookmark: _GoBack]

PARKING LOT

		ITEM & OWNER

		DATE ADDED

		ACTION
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PROJECT NAME – ACTION PLANNING - MEETING 2

AGENDA and MEETING SUMMARY

Date:  Next Meeting Information

Date: 

Time: 

Location: 





      



Time:  

Location: 

Meeting Leaders: 

[bookmark: _GoBack]Recorder: 



ATTENDANCE

		NAME

		DEPARTMENT/ROLE

		Present?

		NAME

		DEPARTMENT/ROLE

		Present?



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		Guest:

		

		





SUMMARY OF DISCUSSION

		Start Time

		Topic   (Lead)

		Outcome

		Process

		Notes



		8:00 am 

(5 min)

		1. Welcome to the Action Planning Meeting  

		Clarify purpose of today’s meeting

		1. Review Agenda

2. Invite questions

		



		8:05 am    (10 min)

		2. Confirm Root Issues Identified 

		Complete Cause & Effect Diagram

		1. Review Cause & Effect

2. Cross out what can’t be changed

3. Identify what can be impacted

		



		8:15 am   (15 min)

		3. Review of Data 

		Understand what the data is telling us about 

		1. Come to agreement on conclusions

2. Document gaps or questions

		



		8:30 am   (20 min)

		4. Discuss Gaps 

		Learn of potential issues that could impede progress

		1. Record Gaps

2. Prioritize

· Low Hanging Fruit

· Small Tests of Change

		



		8:50 am   (10 min)

		3. Document/Assign Action Items 

		Identify what we need to know, or do before the next meeting

		Action itemowners report out and state target dates

		







ACTION ITEMS

		ITEM 

		OWNER

		TARGET DATE

		STATUS



		

		

		

		



		

		

		

		



		

		

		

		







PARKING LOT

		ITEM & OWNER

		DATE ADDED

		ACTION
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PROJECT NAME – SMALL TEST DESIGN - MEETING 3

AGENDA and MEETING SUMMARY

Date:  Next Meeting Information

Date: 

[bookmark: _GoBack]Time

Location: 





      



Time:  

Location: 

Meeting Leaders: 

Recorder: 



ATTENDANCE



		NAME

		DEPARTMENT/ROLE

		Present?

		NAME

		DEPARTMENT/ROLE

		Present?



		

		

		

		

		

		Y



		

		

		

		

		

		Y



		

		

		

		

		

		Y



		

		

		

		

		

		



		

		

		

		

		

		Y







SUMMARY OF DISCUSSION

		Start Time

		Topic   (Lead)

		Outcome

		Process

		Notes



		1:00 pm

(5 min)

		1. Welcome to the Small Test Design Meeting 

		Clarify purpose of today’s meeting

		Review Agenda

Invite questions

		



		1:05 pm

(5 min)

		2. Brief Review of Action Items 

		Update reflecting work completed

		Owners report on changed statuses

		



		1:10 pm

(10 min)

		3. Confirm Process changes to test 

		Come to agreement on what changes may impact the problem

		1. Discuss understanding of test scope

2. Check for consensus agreement

		



		1:20 pm

(30 min)

		4. Complete the Small Test of Change Plan (All)

		Documented what, who, and when with target dates

		1. Determine what will be tested

2. Determine who is involved

3. Determine when and how the test will occur

		



		1:50 pm

		5. Document/Assign Action Items 

		Identify what we need to know, or do before the next meeting

		Action itemowners report out and state target dates

		







ACTION ITEMS

		ITEM 

		OWNER

		TARGET DATE

		STATUS



		Coach staff according to Small Tests of Change plan document;  post results in real time; share at huddles

		

		

		



		Draft A3 document; share via e-mail

		

		

		







PARKING LOT

		ITEM & OWNER

		DATE ADDED

		ACTION
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PROJECT NAME – PROGRESS CHECK -   MEETING 4

AGENDA and MEETING SUMMARY

Date:  Next Meeting Information

Date:  

Time: 

Location: 





      



Time:  

Location: 

Conference Line:  

Meeting Leaders: 

Recorder: 



ATTENDANCE

		NAME

		DEPARTMENT/ROLE

		Present?

		NAME

		DEPARTMENT/ROLE

		Present?



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		







SUMMARY OF DISCUSSION

		Start Time

		Topic   (Lead)

		Outcome

		Process

		Notes



		1:00 pm

(5 min)

		1. Welcome to the Progress Check Meeting  

		Clarify purpose of today’s meeting

		Review Agenda

Invite Questions

		



		1:05 pm

(10min)

		2. Quick Review of Action Items 

		Update reflecting work completed

		Owners report on changed statuses

		



		1:15 pm

(20 min)

		3. Report out on Test Cycles 

		Understand learnings from test cycles

		1. Presentation

2. Q & A

		



		1:35 pm

(15 min)

		4. Decide on next steps (All)

		Reach consensus on Adapt, Adopt or Abandon

		1.  Revise Small Test of Change Plan accordingly

		



		1:50 pm 

(5 min)

		5. [bookmark: _GoBack]Document/Assign Action Items

		Identify what we need to know, or do before the next meeting

		Action item owners report out and state target dates

		







ACTION ITEMS

		ITEM 

		OWNER

		TARGET DATE

		STATUS



		

		

		

		



		

		

		

		



		

		

		

		







PARKING LOT

		

		

		



		· 
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PROJECT NAME – IMPLEMENTATION PLANNING - MEETING 5

AGENDA and MEETING SUMMARY

Date:  Next Meeting Information

Date: 

[bookmark: _GoBack]Time: 

Location: 





      



Time:  

Location: 

Meeting Leaders: 

Recorder: 



ATTENDANCE

		NAME

		DEPARTMENT/ROLE

		Present?

		NAME

		DEPARTMENT/ROLE

		Present?



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		Guest:

		

		

		Guest:

		

		







SUMMARY OF DISCUSSION

		Start Time

		Topic   (Lead)

		Outcome

		Process

		Notes



		8:00am

(5 min)

		1. Welcome to the Implementation Planning Meeting  

		Clarify purpose of today’s meeting

		Review Agenda

Invite questions

		



		8:05 am

(10 min)

		2. Brief Review of Action Items 

		Update reflecting work completed

		Owners report on changed statuses

		



		8:15 am

(25 min)

		3. Review & Draft Implementation Checklist 

		Have a plan for implementing the process changes 

		1. Use Checklist tool

2. Discussion

3. Test for Agreement

		



		8:40 am

(5 min)

		4. Nursing Council presentation 

		Determine who will present implementation plan/A3

		Discussion

		



		8:45 am

		5. Document/Assign Action Items 

		Identify what we need to know, or do before the next meeting

		Action item owners report out and state target dates

		







ACTION ITEMS

		ITEM 

		OWNER

		TARGET DATE

		STATUS



		

		

		

		



		

		

		

		



		

		

		

		







PARKING LOT

		ITEM & OWNER

		DATE ADDED

		ACTION
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PROJECT NAME – IMPLEMENTATION FOLLOW-UP  - MEETING 6

AGENDA and MEETING SUMMARY

Date:  Next Meeting Information

Date: 

Time: 

[bookmark: _GoBack]Location: 





      



Time:  

Location: 

Meeting Leaders: 

Recorder: 



ATTENDANCE

		NAME

		DEPARTMENT/ROLE

		Present?

		NAME

		DEPARTMENT/ROLE

		Present?



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		Guest:

		

		

		Guest:

		

		







SUMMARY OF DISCUSSION

		Start Time

		Topic   (Lead)

		Outcome

		Process

		Notes



		8:00am

(5 min)

		1. Welcome Implementation Follow-up Meeting  

		Clarify purpose of today’s meeting

		Review Agenda

Invite questions

		



		8:05 am

(20 min)

		2. Summarize post-implementation data

		Document degree of improvement

		1. Review Data

2. Review A3 documentation

3. Edit, if needed

		



		8:25 am

(15 min)

		3. Identify steps needed to sustain the results

		Confirm owners and audit steps

		1. Approve audit plan

2. Plan for test

		



		8:40 am

(10 min)

		4. Confirm process measure thresholds

		Determine key metric and trigger value

		1. Document thresholds in A3

		



		8:50 am

		5. Document/Assign Action Items 

		Identify what we need to know, or do before the next meeting

		Action item owners report out and state target dates

		







ACTION ITEMS

		ITEM 

		OWNER

		TARGET DATE

		STATUS



		

		

		

		



		

		

		

		



		

		

		

		







PARKING LOT

		ITEM & OWNER

		DATE ADDED

		ACTION
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