PDCA (Plan, Do, Check, Act) Checklist
	Yes   No
	PLAN

	(      (
	Has a problem or opportunity been identified?

	(      (
	Has the problem been validated by data or confirmed by consensus of those involved?

	(      (
	Have the staff with the process knowledge and/or are impacted by the problem been asked to participate on the team to develop its solution?

	(      (
	Has an appropriate time been established so that ALL the team members can participate in the meetings?

	
	Goal Statement Development

	(      (
	Has the team created a goal statement of what we are trying to achieve?

	(      (
	Does the goal pass the SMART test? (Specific, Measurable, Actionable, Realistic, Timely)

	
	Baseline Metric

	(      (
	Has a baseline measurement of the problem been clearly defined? 

	(      (
	Has a process for baseline measurement been defined: what is to be measured, by whom, and how often?

	(      (
	Do those collecting the measurements know exactly how and when it is to be performed?

	(      (
	Are there at least 10 - 30 representative data points in the measurement?

	
	Cause Analysis

	(      (
	Have the causes that prevent you from achieving your goal been brainstormed and identified? (i.e. staff development, patients, procedures, resources, et cetera)

	(      (
	Are the causes written in the form of problem statements? (e.g., “The equipment needed isn’t always where it should be.”)

	(      (
	Have the current steps in the process been identified so as to determine which, if any, are contributing to the problem?

	(      (
	Have the key causes been selected, validated with data, and then confirmed with the staff that are knowledgeable of the process or impacted by the problem?

	
	Solution Development 

	(      (
	Have you designed an ideal solution (step-by-step system of changes) that would remove or minimize the causes that are preventing you from achieving your goal?

	(      (
	Have you evaluated the proposed process for all the possible weaknesses?

	(      (
	Have the supportive changes to the new process been identified (staffing, equipment, resources, training, et cetera)?

	(      (
	Is the benefit of the solution worth the cost or effort of implementing the new process?  How do you know?

	(      (
	Has the proposed solution been validated with those knowledgeable of the process and those who are impacted by the problem (including leadership) who are not on the team?

	
	Implementation Plan Development

	(      (
	Is there a plan and schedule to make the implementation of the solution run smoothly? (staffing, equipment resources, training, et cetera)

	(      (
	Have the changes, as necessary, been made to: forms, procedures, facility, training, et cetera?

	(      (
	Has the period for the test been identified and communicated?

	(      (
	Has the plan for measuring been created, including: what is to be measured, by whom, how often, and how progress is to be communicated?

	(      (
	Has the implementation plan been shared with the rest of the staff to gain their input and reservations? 

	
	DO

	(      (
	Are you testing the solution, if feasible?

	(      (
	Are you following your measurement plan?

	(      (
	Are you making refinements to the solution as needed?

	(      (
	Has the final solution been documented and implemented?

	
	CHECK

	(      (
	Have you analyzed and compared your data to your prediction?

	(      (
	Have you summarized what you have learned?

	
	ACT

	(      (
	If your desired goal is met, have you implemented the solutions for the new process throughout your practice?  

	(      (
	Are you continuing to measure the performance of the solution in consistent manner?

	(      (
	If you didn’t achieve your goal, are you using what you learned in this PDCA cycle to start a new PDCA cycle?  


