Leader Guide: PDCA Improvement Worksheet
Purpose: Use this worksheet to identify one improvement opportunity, test one small change, learn from the result, and decide what to do next. 
	Improvement Focus

	Hospital / service area:


Process or pain point:



	Team members involved:


Cycle dates:
From ____________________ To ___________________



	1. PLAN
What are we trying to improve?


What do we believe is causing the issue?


What small change will we test?


Prediction: 


Metric(s): 
Baseline: 
Target: 

	2. DO
Steps to run the test:


What actually happened?


Problems, surprises, or barriers:




	3. CHECK
Result compared with baseline: Improved / No change / Worse / Mixed
Data or observations:

What did we learn?


Did this change create any unintended effects for patients, clients, doctors, technicians, CSRs, or workflow?





	4. ACT
Decision: Adopt / Adapt and retest / Abandon / Expand to another area
What will we standardize or change?

Owner: ____________________ Due date: ____________________
Next PDCA cycle:



