[bookmark: _f7xi5y9bsn6n]Continuous Improvement Planning Template

Complete this resource as you go through this course and complete your planning process in your program. You may want to consider making a copy and keeping it in a place that is accessible to all planning team members and participating staff, so that everyone can use it to communicate updates, notes, and other important information. 

Program Name: 																
										
Fiscal Year/s: From 							 to 									
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Prepare | Preparation Checklist
	Resources
	Actions
	Notes or Links to Supportive Resources

	People
	· Assemble a planning team 
· Set aside collaboration time
· Set expectations for collaboration
· Consider input from other stakeholders
	

	Purpose
	· Write, revise, or revisit a shared vision
	

	Context
	· Consider institutional challenges
· Set timeline
· Name key decision-makers and stakeholders
	

	Data
	· Completed data inventory 
	



Notes: 
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[bookmark: _paicqwed7hwl]Inquire | Overall Focus
The overall focus is the area of your program that you would like to improve. It should be tied to a relevant IPQ and to relevant program data. 
Examples: 
· Our overall focus will be on instructional practice, as only 34% of students had an EFL gain on their BEST Plus testing last year.
· Attendance and persistence are a core focus, as many students and staff have complained about high turnover in their classes. 
· Student surveys reveal that many students struggle to use technology outside of class, so digital literacy will be our focus. 
· ABE enrollment will be our focus, because we haven’t met our enrollment targets in 2 years.

Overall Focus Statement | What is your overall focus and why did you choose it? 

Relevant IPQ (Choose one or more):
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· 1: Program Design
· 2: Equitable Access
· 3: Career Pathways Collaboration
· 4: Curriculum
· 5: Instruction & Assessment
· 6: Student Progress
· 7: Advising & Student Support Services
· 8: Organizational Support
· 9: Educational Leadership
· 10: Fiscal & Data Responsibility

Data | What data did you review to choose the overall focus? 



[bookmark: _mj87so5x6cdx]Inquire | Core Issues & Root Causes
Core issues are challenges, problems, or areas of work that are related to the problem in the overall focus. Root causes are specific problems of practice that are contributing to the core issue. You can use root cause analysis to identify core issues and root causes. 
Examples: 
· Overall focus: Attendance and persistence are a core focus, as many students and staff have complained about high turnover. 
· Core issue: New students join the class frequently, pulling teachers’ attention away from current students.
· Root causes: Open enrollment policy allows new students to join the class at any time.
You do not have to document all of the core issues and root causes, but we suggest making some notes here. 
Notes from discussions on core issues and root causes:


[bookmark: _vwcnoal2l7u2]Hypothesize | Working Theory of Change
A working theory of change is a statement that explains what we plan to do to address root causes and how we expect that to create meaningful change. A working theory of change also includes a measurement that you will track to evaluate whether your theory of change is correct.
Example: 
· Overall focus: Attendance and persistence are a core focus, as many students and staff have complained about high turnover. 
· Core issue: New students join the class frequently, pulling teachers’ attention away from current students.
· Root causes: Open enrollment policy allows new students to join the class at any time.
· Working theory of change: Switching to managed enrollment will make it easier for teachers to predict when they can expect new students and make a plan to integrate students into the class. This will promote retention among new students and reduce the experience of churn for existing students. 
· Measurement: attendance rates, student satisfaction surveys
Brainstorm Change Ideas | Notes from any brainstorming sessions: 


Working Theory of Change | What will you do and how will it change your program?


Measurement | What data will you analyze to know if your theory of change is correct? 




[bookmark: _z2gmar26mvsm]Plan | Action Planning
Use this template to name your goals, divide them into manageable action steps, and track progress. Duplicate this table for each goal that you have chosen. 
Goal Statement: 
Reason for choosing: 
Measurement: 

	Action Step
	Who
	Timeline
	Resources/PD
	Progress Updates

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





[bookmark: _295ybcbrz2us]Implement | Follow-Up Coaching
Write down any questions you have for your coach as you work through the implementation process. 

Your Questions: 
· 
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