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Objectives

After completing this module, participants will be able to

* ldentify common components found in a project
charter

 Discuss what is needed to build an effective workplan
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QI Charter: Organizing Around 23
the QI Goal/Aim

The QI charter is ultimately based on the goal
or aim you are seeking

* Problem statement * Scope
— Dates « Timeline
— Specifics o erens
P + Team roles and responsibilities

— Quantify the problem
— Difference between * Resources required
current/desired performance

- * Barriers
— Problem impact |
« Background Approvals
« Goals * Partners
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QI Project Charter Form &
Ql Basics
QI Project Charter
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Howto Use
This tool should b " by the project leader with
oy leadershap, it should have thes spproval

before moving forvward.

itep ey and folloy descriptions dates?

f what to include in each fleld.

Afer completing the individua felds your O Project Chster a1 s complete document

and ot o Gl e Il achieve is clealy

dencribed. Anpone unfamiliar wit ject should be able 1o Tea the documen and g e Tepiate s s o o Chatr S

1 understasding of the project i i seope.

Project Ch atthe end of thi our rederence
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QI Work Plan

» The work plan is designed to outline specific activities that are critical to
the success of your project and help you stay on track.

» The fields in the workplan include:
— Task/Objective
— Detailed description
— Assigned to

— Due date
— Actual completion date
— Status

— Notes/comments
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Ql Work Plan cont.

e o . . Due | Completion | (ngi started
. e e e | Date in development, 4
Ql Basics o e S
Hold initial Gather initial 5 QI team Juan Dateto | TBD Not sta
Qi Work Plan project kickoff | members together Melendez, | beset
The QI Work Plan is 2 task monitoring and documentation toal to keep your quality improvement (QI) mesting Team Leader
project on track and to help the team ensure there is follow through and completion of assigned work. Create To be done 25 a O team Qi Team Dateto | TBD Not started
Adapted from: communication | together. Template started by be set
Introduction | plan team leader
Maneging your project and ensuring that tasks are completed is one of the primary tasks of the project Conduct Process | To be done as a Ql team. Qi Team Dateto | TED Notstarted | Determine any additional staff that
or team leader. This tool is designed to track the work and provide transparency to the team of what Mapging to be set need to be included
work has been plamned, is in progress, or has been completed &
= jocument

How to Use hypertension
This tool is most often updated and monitored by the team or project leader. It should be reviewed and encounters.
updated at each meeting, and team members should have visibility and access to it at all times so that Create PDSA To be done s a Ol team QiTeam Dateto | TBD Mot started Create PDSA document based on
each member is aware of their assigned work, responsibilities, and deadlines for tasks that will help the d t based beset ing and’5 Wh
team advance toward its goals. As each tesk or work assignment rises, be sure to add a new row for ocument ba = pmlﬂ'jf Tapping and > Whis
that You can also pre-plan your praject work and includs the major milestones and the sub-tasks that on process analysis
will lead up to zccomplishing those major steps mapping and 5

+ Task/Objective: Enter the name of the task or objective. You may also choose to break major whys analysis

tasks into sub-tasks by indenting, mumbering and adding additional rows beneath the primary Reportbackto | Leadership has requested abi- | Juzn Dateto | TBD Not started 5-10 minute project summary to be
. gﬁm description: A brief asrative or scme details o help clarfy the task or objective leadershipon QJ | weekly update for the first Melendez, | beset given at leadership meeting. Need
- Assigned to Eoter mumes of indiiduals ratber tha oles o e coutabiity o sseigned feam progress | month of our Of team project | Team Leader o prepare remaris. Add this task
work. On occasion, you may have work essigned to groups or subgroups within the team. after 2 weekof to communication plan
» Due date: The date the task is expected or required to ba completed work

Actual completion date: Enter the actual date of completion, which can be compared with the
due date to assess if the project is on track or if adjustments need to be made to the project
timeline

Notes/Comments: Any additional narrative about progress, barriers, and resources nesded for
completion, ete.
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Why do projects fail?

» Obijective not clear
Lack of leadership support
Lack of clear roles and responsibilities
* Scope creep
Doesn’t add value to the organization
Not enough resources
Poor communications
Partners not on board
Barriers not anticipated or managed
Lack of project management, project plan, and monitoring and controlling
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In Summary

« Why its important to use a team approach when
working on quality improvement

« What the barriers are to team performance

« What team leaders can do to empower team members
to participate in quality improvement efforts
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Stratis Health is a nonprofit organization that
leads collaboration and innovation in health
care quality and safety and serves as a

trusted expert in facilitating improvement for
people and communities.

This project is supported by the Health Resources and Services Administration (HRSA) of the U.S. Department of Health and Human
Services (HHS) as part of an award totaling $740,000 with 0% financed with non-governmental sources. The contents are those of the
author(s) and do not necessarily represent the official view of, nor an endorsement, by HRSA, HHS or the U.S. Government. (June 2023)
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