QIP Instructions


The required QIP must be developed based on the concept of a Continuous Quality Improvement process, which consists of the following Plan, Do, Check and Act (PDCA) steps:

· Plan the timeline, activities tools to measure outcomes; 

· Do the work to implement actions and data collection; 

· Check the results and complete a fully analysis; and 

· Act on items learned and next steps following the analysis.  

For more information regarding PDCA steps, visit http://non-profittoolbox.com/quality-improvement/continuous-quality-improvement/.

For each non-performing objective identified in the Performance Indicator Chart, complete a QIP Summary and follow the PDCA steps:

1.
Plan

Describe, in detail, the:

· reason(s) for the project’s poor performance, based on collected relevant data; 

· plan for quality improvement, including planned activities, training and target dates; and

· data collection plan for the project, including identified tools for measuring outcomes and thresholds for determining when targets are met.

2.
Do

Describe how changes will be implemented and the type of data that will be collected to demonstrate the effectiveness of the changes as they pertain to the problem described in the Plan, including relevant timelines and target dates.

3.
Check

Describe the process for analyzing and evaluating the collected data, after the changes are implemented.

4.
Act

Describe the actions that will be taken after the data is collected, analyzed and evaluated.  If the changes are successful, describe how those changes will be incorporated into the agency’s standard operating procedures.  If the changes are unsuccessful, describe how the agency will analyze the reason(s) for the failure and design new solutions.  Include relevant timelines and target dates.
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QIP Basic Information

Complete the following chart and submit one copy with the QIP.

	Project Name:
	

	
	

	Project Type:
	

	
	

	Grantee:
	

	
	

	Grant Administrator’s Name:
	

	
	

	Grant Administrator’s E-Mail Address:
	

	
	

	Grant Administrator’s Telephone Number:
	

	
	

	Sponsor:
	

	
	

	Contact Name:
	

	
	

	Contact’s E-Mail Address:
	

	
	

	Contact’s Telephone Number:
	

	
	

	Person(s) Responsible for QIP Implementation and Oversight:
	


QIP Summary

Complete one chart for each non-performing objective identified in the Performance Indicator Chart.

	Problem/Need/Situation: 

	Goal
	Activities
	Timeline/Goal Dates
	Outputs
	Outcomes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Attach the narrative PDCA steps for this non-performing objective.

