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Training of Quality Leaders Program

Extract of Handouts from TQL Facilitators Guide
Please note: This guide has two page numbers. The number at the top of each page is the corresponding number in the TQL Guide.  The number in the footer is the page number for each page in the handout. 

Module 1: Welcome & Introduction  (P. 25)
Talent Pool Form

Name: ___________________________________________

“What special quality improvement talents do you bring to the group from which other HIV programs can learn?”

Please identify up to unique 5 talents and we will ask you to share these talent(s) at the face-to-face TQL session. All talents will be grouped and posted for participants to review over the 3-day TQL session. Thanks in advance for contributing your knowledge, expertise, and experience to benefit others in the session - you are truly playing a key role in building a learning community.

1.



2.



3.



4.



5.



Module Notes:  

 Module 2: Game: Survive on the Moon   (P. 89)
A) Scenario

You are a member of a space crew originally scheduled to rendezvous with a mother ship on the lighted surface of the moon. However, due to mechanical difficulties, your ship was forced to land at a spot some 200 miles from the rendezvous point. During reentry and landing, much of the equipment aboard was damaged and, since survival depends on reaching the mother ship, the most critical items available must be chosen for the 200-mile trip. Below are listed the 15 items left intact and undamaged after landing. Your task is to rank them in the order of their importance to your crew in allowing them to reach the rendezvous point.

B) Ranking
Place the number 1 by the most important item, the number 2 by the second most important, and so on through number 15 for the least important item.

	Item
	Individual Ranking (A)
	Group Ranking
(B)
	Correct Answer(C)
	Score A: 
[C-A] 
	Score
B:
[C-B]  

	Box of matches
	
	
	
	
	

	Food concentrate
	
	
	
	
	

	50 feet of nylon rope
	
	
	
	
	

	Parachute (silk)
	
	
	
	
	

	Portable heating unit
	
	
	
	
	

	Two .45 caliber pistols
	
	
	
	
	

	One case of dehydrated milk
	
	
	
	
	

	Two 100 lb. tanks of oxygen
	
	
	
	
	

	Stellar map
	
	
	
	
	

	Self-inflating life raft
	
	
	
	
	

	Magnetic compass
	
	
	
	
	

	Five gallons of water
	
	
	
	
	

	Signal flares
	
	
	
	
	

	First aid kit, including injection needle
	
	
	
	
	

	Solar-powered FM receiver-transmitter
	
	
	
	
	

	Total Score
	
	
	
	
	


Module 3: Communication Style Assessment  (P.92)
Descriptive Word Groups

	W
	X
	Y
	Z

	1.     All-business
	Bold
	Personable
	Deliberate

	2.     Organized
	Telling
	Courteous
	Listening

	3.     Industrious
	Independent
	Companionable
	Cooperative

	4.     No-nonsense
	Decided
	Talkative
	Reflective

	5.     Serious
	Resolute
	Warm
	Careful

	6.     To-the-point
	Risk-taker
	Amiable
	Moderate

	7.     Practical
	Aggressive
	Empathetic
	Non-assertive

	8.     Self-controlled
	Authoritative
	Shows Emotions
	Thorough

	9.     Goal-directed
	Assertive
	Gregarious
	Patient

	10.     Methodical
	Definite
	Sincere
	Prudent

	11.     Business-like
	Unhesitating
	Sociable
	Precise

	12.     Diligent
	Firm
	Demonstrative
	Particular

	13.
Systematic
	Strong-minded
	Sense-of-humor
	Thinking

	14.
Formal
	Confident
	Expressive
	Hesitant

	15.
Persevering
	Forceful
	Trusting
	Restrained


TALLY SECTION

Number of W's




Number of X's



Number of Y's



Number of Z's


Module 3 Tool: Behavior Style Inventory Graph (P.93)
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 Module 3 Tool: Communication Styles and Trust (P.97)

CONTROLLING
ANALYTICAL
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Need to Develop:
Need to Develop:
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Module 4: Effective Leadership Strategies to Improve HIV Care  (P.101)
Moments of Truth Worksheet – Leadership Challenges
	Critical Incident
My Moment of Truth
(describe what happened)
	Leadership Response or Behavior
	Effective QI Leadership

	
	What did you do?

Why did you respond that way?


	What would I do differently next time?

Why would I respond this way?




Module 4 Tool: Leader Behaviors Self Assessment  (PP. 102-103)
1.  Check off the behaviors that you need to further

2. Check off the behaviors you need to avoid
	Behaviors to Further
	Behaviors to Avoid

	· Model the QI behavior you want to see.

· Be accessible. Check in often with people.

· Communicate information in a timely way.

· Hold structured meetings to provide information.

· Allow venting – acknowledge people’s feelings.

· Ask for feedback and keep up with the issues.

· Listen and probe for issues behind questions people ask.

· Take care of yourself.

· Minimize additional sources of stress in workplace.

· Acknowledge feelings – help draw them out.

· Learn to recognize symptoms of stress.

· Share the quality data and plans with employees.

· Don’t discount the past – show that you value it.

· Facilitate symbolic closure – mark what is ending.

· Encourage people to focus on collaboration.

· Reinforce improvement as a normal part of work.

· Create opportunities for early successes.

· Encourage people to seek the support they need.

· Provide context for QI – explain the big picture.

· Continue to clarify QI vision and desired outcomes.

· Begin talking about new roles and responsibilities.

· Tell people what they can stop doing.

· Inform people on how they can help with improvement.

· Help people find the personal benefits of QI.

· Share your own sense of excitement with improvements.

· Reinforce signs of cooperation and participation.

· Constantly ask for ideas on how to make things better.

· Keep people informed of new developments.

· Encourage participation in decision making.

· Support the development of future-oriented skills.

· Celebrate successes visibly and with enthusiasm.

	· Not allotting time for improvement matters.

· Ignoring or discounting people’s feelings.

· Sharing your own speculations with others.

· Participating in the rumor mill.

· Offering false optimism about an improvement.

· Making promises you can’t keep.

· Waiting to act until you have all the answers.

· Relying only on rational explanations of process or people problems.

· Trying to “fix” people who are upset with a new way of doing things.

· Expressing your own lack of confidence in improvement decisions or QI pilots.

· Becoming defensive about improvement suggestions.

· Lashing out at employees because of your own stress.

· Adopting employees’ feelings.

· Trying to control the outcome of a QI project.

· Punishing people who make mistakes.

· Blaming senior leadership for all problems/issues.

· Ignoring obvious process problems.

· Ignoring data and fact based decision making.

· Giving hollow pep talks in support of QI.

· Romanticizing or demeaning past process performance.

· Forgetting the skills and practices that were effective in the past.
· Degrading employees still working through early stages of an improvement.

· Resisting an improvement because you were or are the process owner.

· Discounting process improvement as not “real” work.


Module 5: Facilitation Skills;  ‘What If…’ Scenarios  (PP. 111 – 112)
Discuss with the group the following scenarios and develop strategies to overcome these facilitation barriers. 

	
	What If…
	Try…

	1
	Individuals who take on responsibilities for the group are not the best for the job…
	

	2
	The facilitator has strong feelings about the outcome of the group discussion…
	

	3
	The group is progressing, but the facilitator noticed that one participant is a ‘broken record’; it is not clear whether this person speaks for him/herself or for the entire group…
	

	4
	A group is formed, but the sponsoring agency does not seem to have clear expectations…
	

	5
	The group continues to bring up irrelevant issues…
	

	6
	Key group members are consistently absent or late...
	

	7
	The facilitator does not know anything about the project on which the group is working…
	

	8
	The facilitator does not have time to develop agenda and meeting objectives in advance…
	

	9
	The group has a history of hostility towards facilitators… 
	

	10
	Group members want to change course once the meeting starts…
	

	11
	The group is engaged in a meaningful discussion, but time runs out…
	

	12
	The facilitator is uncomfortable with how things are going…
	

	13
	A medical director dominates the discussion and tries to control the decisions…
	

	14
	The facilitator asks for feedback but no one wants to answer…
	

	15
	The group cannot agree on an issue…
	


Module 6: Meeting Effectiveness  (PP. 115-116)
Module 6 Tool: Agenda Development Handout

Name of Meeting: ___________________________

Proposed Date/Time: __________________________  Duration: ________

Meeting Location/Address: _______________________________________________

_______________________________________________________________________

Meeting Leader/Facilitator: _______________________________________________

Meeting Recorder/Timekeeper: ____________________________________________

Meeting Participants: ____________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Meeting Objectives: 

1) _____________________________________________

2) _____________________________________________

3) _____________________________________________

4) _____________________________________________

Meeting Handouts: 

( Agenda

( Sign-in Sheet

( Contact/Address List

( Other _____________________
( Other _____________________
Equipment Needs: 
( Computer/Laptop ( LCD Projector ( Screen ( TV/VCR ( Flip Chart 
( Extension Cord ( Microphone ( Conference Phone 
( Other _____________________ ( Other _____________________ 
( Other _____________________ ( Other _____________________

Room Setup: 

( Chairs Only ( U-Shaped ( Half-Circle ( Classroom Style ( Chevron ( Theater Style ( Hollow/Solid Square ( Other _____________________
Other Meeting Needs: 

( Catering ( Registration Process ( Security Clearance/Access

Meeting Agenda Draft: (P.117)
	Agenda Item
	Objective
	Time
	Leader
	Format
	Materials
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Module 6 Tool: 6-Step Meeting Agenda (PP. 118 – 119) 
 (adapted from the 7 Step Meeting process – Executive Learning, Inc.)

Meeting Agenda
Team Name: __________________________________________________

Date:             __________________________________________________

Approximate duration of meeting: ________________________________ 

	Agenda Item 
	Responsibility
	Time 

	Purpose of the meeting: This is a brief but accurate description of the overall purpose of the meeting and also includes a very brief review of the agenda items (below). It is meant to orient everyone and to put the meeting in context. 
Roles in the meeting: This is the time when you designate or acknowledge the recorder and time keeper of the meeting. Also, introduce the facilitator and make a distinction between the leader and the facilitator. Might tell the group how the leader and facilitator work together at this time. Clarify the following roles: 
           -Leader 
           -Time Keeper
           -Recorder

           -Facilitator

Agenda Items: This is the time when you work through each agenda item. The person leading the agenda item takes the lead. Time keeper helps them stay on track, but the group makes the decision to manage the time if it runs out. 
Plan next steps: If an action planning form is used during the meeting, then this would be a review of the action planning form and the identification of anything that was left out that needed to be done. If an action planning form is not used, then this is the time to focus on what assignments have been made, to capture and to date them.
Plan next meeting agenda: This is the time when ideas are collected for the next meeting. What do we need to put on the agenda? Who will be accountable for the next steps?
Assess Meeting: What worked? What didn’t work? 

	
	 


Module 7: Managing a Quality Management Committee  (PP. 122-123)
Module 7 Tool: Quality Management (QM) Committee Assessment Tool

Scale: 1=strongly disagree; 5=strongly agree

	

	


1. Do you have the appropriate cross-functional membership in your QM Committee? 


2. Is the attendance of members sufficient to meet the Committee goals?

3. Does the Committee effectively engage and include external stakeholders, such as consumers?


4. Does the QM Committee have appropriate annual goals?

5. Did your quality program make progress toward its goals last year?

6. Does the group dynamic help to achieve the Committee goals?


7. Does the frequency of meetings support the achievement of the group’s goals?


8. Does the Committee foster collaborative decision making processes?


9. Are the Committee membership roles clearly defined?

10. Do all Committee members show high quality improvement competency?
11. Do you routinely develop meeting agendas in advance?

12. Does your Committee use a work plan or a timeline to organize your quality program activities?


13. Are summary notes taken at each meeting? 


14. Are summary notes used to follow-up on Committee activities?

15. Are the summary notes actively shared with all staff?










Total:

What are the strengths of your QM Committee?

_________________________________________________________________


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________

What are the major barriers to the effectiveness of your QM Committee?

_________________________________________________________________


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________

Module 7 Tool: Quality Management Action Plan Handout  (P. 124)
	ITEM #
	ACTION ITEM


	START
	
     END
	Task Owner

	1


	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	


Module 12: Building Effective Quality Improvement Teams; Task, Team and Individual Model Assessment  (P. 134)


Identify a QI team with whom you work regularly and provide a letter grade (A, B, C, D, or F) rating for each of the following questions.  Be prepared to discuss a rough “grade point average” for each of the Task, Team & Individual dimensions.

TASK

1. Is the team clear about its mission? Has the team designed a work plan to accomplish our mission?   ___


2. Does the team appropriately divide up work assignments?   ___


3. Does the work get done?  ___
 

4. Does the team have adequate resources?   ___


5. Does the team follow its time line?  ___
TEAM

1. How cohesive is this team?    ___


2. Does everyone have an opportunity to participate?   ___


3. Are all ideas being heard?   ___


4. Is the team climate open and trusting?  ___


5. How are decisions being made?   ___


6. How does the team deal with conflict?   ___
INDIVIDUAL

1. Each individual effectively participates in the team?   ___

2. Do team members have adequate time and support for participation in the team?   ___

3. To what extent does each team member buy into the results the team wants to achieve?   ___

4. Do team members practice effective team communication and participation skills?   ___

5. Do team members have the necessary technical skills to effectively participate/contribute?   ___
Module 12 Tool:  Team Goals, Roles, Processes and Interpersonal Relationships (GRPI) Handout  (P. 137)
How would you rate your team on the following Goals, Roles, Processes, and Interpersonal Elements?






0%


          50%


      100%

Comments
	G
	Purpose & Outcomes

We understand our mission and desired outcomes
	
	
	
	
	
	
	
	
	
	
	
	

	
	Customer & Needs

We know who our stakeholders are, and what they require
	
	
	
	
	
	
	
	
	
	
	
	

	
	Goals & Deliverables

We have identified specific, measurable, and prioritized goals.
	
	
	
	
	
	
	
	
	
	
	
	

	R
	Roles & Responsibilities

We have agreed on our roles, responsibilities, and the tasks needed to meet our goals
	
	
	
	
	
	
	
	
	
	
	
	

	P
	Critical Success Factors

We are focusing on the key factors and tasks needed to meet our goals
	
	
	
	
	
	
	
	
	
	
	
	

	
	Monitoring & Measures
We have an effective monitoring process, and metrics, linked to progress
	
	
	
	
	
	
	
	
	
	
	
	

	
	Schedule & Milestones

We have defined our schedule and know what the key milestones are
	
	
	
	
	
	
	
	
	
	
	
	

	I
	Operating Agreement

We have shared and agreed on how our team will work and communicate
	
	
	
	
	
	
	
	
	
	
	
	

	
	Interpersonal/Team

We have the necessary trust, openness, and participation for a productive team
	
	
	
	
	
	
	
	
	
	
	
	


Module 13 Tool: Project Scope - Group Exercise 1 (P. 143
Team Charter Template

Date: ____________________________________

Title of Project: ___________________________________

Problem Statement:

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

Goal Statement:

 ____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

Team Members:

________________________________________

________________________________________

________________________________________

________________________________________

Other (Constraints, Ground Rules)

____________________________________________________________________

____________________________________________________________________

Module 13 Tool: Tasks and Responsibilities - Group Exercise 2  (P. 145)

	Project Activities and Tasks
	Names

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Module 13 Tool: Estimating - Group Exercise 3  (P. 147)

	Project Activities and Tasks
	Time Estimation
	Assumptions

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Module 13 Tool: Traffic Jam (P. 149)
Module 12 Tool: Traffic Jam – Review Sheet 

1.
What behaviors helped the group to complete the task?

2.
What behaviors hindered the group’s effectiveness?

3.
What could the group have done differently to improve their performance?

4.
How does this experience relate to your work with QI teams?  What can we learn?

Module 14 Tool: Organizational Assessment Comment Sheet  (P. 153)
Comments by:  _____________________  Date: ____________

What are the major findings from the Organizational Assessment?

- ________________________________________________________________________

- ________________________________________________________________________

- ________________________________________________________________________

- ________________________________________________________________________

What are the key recommendations? What specific areas should be improved? What are some specific improvement goals for the upcoming year?

- ________________________________________________________________________

- ________________________________________________________________________

- ________________________________________________________________________

- ________________________________________________________________________

What are the suggested next steps to improve the quality program?

- ________________________________________________________________________

- ________________________________________________________________________

- ________________________________________________________________________

- ________________________________________________________________________

Module 15: Action Planning  (PP. 156- 157)
Module 15 Tool: Quality Management Action Plan

	Goal: 
	Who
	Completed by: 



	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Goal: 
	Who
	Completed by: 



	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Module 19 Tool: Change Analysis Activity  (PP. 165 – 166)
Managing Complex Change


[image: image2]
Individually, identify a recent QI project and use the following questions to determine which elements of this framework were in place for the effort.

	1.
	Vision
	+
	Skills
	+
	Benefits
	+
	Resources
	+
	Action Plan


· What did leaders do to communicate the vision of the QI project?



· How could they have been more effective at this communication?

	2.
	Vision
	+
	Skills
	+
	Benefits
	+
	Resources
	+
	Action Plan


· What new knowledge/skills/competencies are needed for the improvement to be successful?

	3.
	Vision
	+
	Skills
	+
	Benefits
	+
	Resources
	+
	Action Plan


· How did the QI team help the rest of the organization see the benefits of making the improvement?

	4.
	Vision
	+
	Skills
	+
	Benefits
	+
	Resources
	+
	Action Plan


· What resources were needed to make the improvement successful?

· What resources did the team already have?

	5.
	Vision
	+
	Skills
	+
	Benefits
	+
	Resources
	+
	Action Plan


· Was a clear, unambiguous action plan presented to all key stakeholders?

· What?

· When?

· Who?

· How?

Module 20: Spreading and Holding Gains of Improvements  (PP.170 – 171)
Diffusion Spread Work Sheet
Better Idea: (Change)  ____________________________

a) Rate the presented idea against the following Attributes of Change:   
	
	Poor
	Fair
	Good
	Very good
	Excellent

	Relative Advantage
	
	
	
	
	

	Compatibility
	
	
	
	
	

	Complexity
	
	
	
	
	

	Trialability
	
	
	
	
	

	Observability
	
	
	
	
	


b) How can we sustain the gains using the following elements?

	Communication
	

	Documentation
	

	Measurement
	

	Education and Training
	

	Leadership
	


b) What might we do to improve the spread odds? 
	Relative Advantage
	

	Compatibility
	

	Complexity
	

	Trialability
	

	Observability
	


Module 21: Generating and Maintaining Organizational Support/Enthusiasm for Quality Improvement  (P. 174)
Action Planning Form – ‘How Can You Generate and Maintain Organizational Support/Enthusiasm for Quality Improvement in your HIV Program?’
	IDEA
	RESOURCES/

PEOPLE
	NEXT STEPS TO ADVANCE CONSIDERATION IN MY ORGANIZATION

	A.


	
	1.


2. 

3.


4.



	B.


	
	1.


2. 

3.


4.



	C.


	
	1.


2. 

3.


4.



	D.


	
	1.


2. 

3.


4.



	E.


	
	1.


2. 

3.


4.




Module 22: Next Steps (pP. 176 – 177)
Module 22 Tool: Action Planning Form
	
	RESOURCES/

PEOPLE
	NEXT STEPS TO ADVANCE THESE ACTIONS IN MY ORGANIZATION

	1.


	
	1.


2. 

3.


4.



	2.


	
	1.


2. 

3.


4.



	3.


	
	1.


2. 

3.


4.



	4.


	
	1.


2. 

3.


4.



	5.


	
	1.


2. 

3.


4.



	6.


	
	1.

2.

3.

4.

	7.


	
	1.

2.

3.

4

	8.


	
	1.

2.

3.

4.

	9.


	
	1.

2.

3.

4.



	10.


	
	1.

2.

3.

4.


Tools from the Appendix

Communication Planning Tool   (P. 192)

	Audience
	Objective

(Inform, Persuade, Empower)
	Message
	Media Type
	Who/When/Where

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Decsion Matrix Tool (P.195)

	
	
EVALUATION CRITERIA

	
	1.  Low Cost
	2.  Measure-
       able
	3.  Customer 
      Need
	4.  Within 
       Timeline

	
IDEAS
	Rating
	Weight

(Wt.___)
	Rating
	Weight

(Wt.___)
	Rating
	Weight

(Wt.___)
	Rating
	Weight

(Wt.___)

	1.
	
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	
	

	8.
	
	
	
	
	
	
	
	

	9.
	
	
	
	
	
	
	
	

	10.
	
	
	
	
	
	
	
	


Levels of Engagement: Elevator Speech Tool  (P. 198)
	The issue-at-hand (Business situation)



	Why we must address it (Benefit and urgency)



	Where we are now (Progress-to-date)



	What we hope to accomplish (Vision)



	What others can do to help




Levels of Engagement:  Influence Map  (P. 205)
	INFLUENCE STRATEGIES

	Audience:



	Situation:



	Background:



	Actions:



	
	Motivation
	Ability

	Personal Influence Strategies


	(Link to Personal Values)
	(Skill Building Opportunities)



	Social Influence Strategies


	(Peer Pressure)
	(Social Support Activities)



	Organizational Influence Strategies
	(Recognition/Rewards/Accountability)
	(Adaptations/Innovations)



	Results:
	
	

	Recommendations:
	
	

	Next Steps:
	
	


Stakeholder Analysis Tool  (P.212)

	STAKEHOLDER AUDIENCES
	IMPACT OF CHANGE
	BENEFIT OF CHANGE
	ISSUES AND CONCERNS
	PRESENT MINDSET
	STRATEGIES TO ADDRESS CONCERNS
	SUPPORT NEEDED
	OTHERS WHO CAN INFLUENCE

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Prioritization Grid  (PP. 215 - 216)
	Opportunity
	Urgency

(1-high, 2, 3-low)
	Importance

(1-high, 2, 3-low)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Urgency
	1
	Immediately Needed
	1


	2


	4

	
	2
	Moderate
	3


	5


	7



	
	3
	When Possible
	6
	8
	9



	
	
	
	1

Extremely Important
	2

Moderate
	3

Less Important

	
	
	
	
	Importance
	


Vision





+





Skills





+





+





Action Plan





Frustration





Benefits





+





Vision





+





Skills





+





+





+





Resources





False Starts





Benefits





+





Skills





+





+





Resources





Action Plan





   Slow





 Change





Vision





+





Vision





+





+





Resources





Action Plan





Anxiety





Benefits





+





+





+





Skills





+





+





Resources





Action Plan





Confusion





+





Benefits





Vision





+





Skills





+





+





Benefits





Resources





Action Plan





Accelerated





Change





+
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