	Continuous Improvement
Kaizen Pre-Work & Event Checklist


	Preparation for the Event

	PROJECT REQUEST FROM SUBMITTED BY CHAMPION WAITING FOR APPROVAL

	ONCE APPROVAL RECEIVED CHAMPION NOTIFIES TEAM MEMBERS

	
	6 WEEKS BEFORE THE EVENT
	COMPLETED

	1.
	CI Program Manager meet with event Champion, Coach, and Team Leader
	

	2.
	· Lean and Kaizen Event defined
	

	
	· Review team roles document
	

	
	· Begin Development of the Project Charter
1. Business Case – answers why this project and why now?

2. Project Charter – see below

3. Scope – what is in bounds and out of bounds?

4. Lists the team members

5. Schedule – Identifies action plan with dates

6. Resources – Identifies the resources a team would need
	

	
	· Determine goals and objectives of event (measurable how?)
Project Objective should contain:

1. An identified process/issue with clear boundaries

2. A progress measure

3. A baseline – starting point for a measurement

4. A desired direction for the progress measure

5. A target for the progress measure

6. A deadline for achieving the target
	

	3.
	· Order necessary supplies
	

	4.
	· Identify location of event and 3 pre-work sessions – schedule room, dates, and times
	

	
	· Identify location of presentation report-out – schedule room, date and time
	

	5.


	· Notify team members of pre-work, event, and report out dates
	

	
	· Notify Exec and CO team of report-out location, date, and time
	

	6. 
	· Email/deliver scope, goals and objective to team members
	

	
	4 WEEKS BEFORE THE EVENT
	COMPLETED

	1.
	CI Program Mgr/Coach meet with Team during the first pre-work session
	

	2.
	· Review Goals, Objective, and Scope with Team
	

	
	· Define data to be collected and who gathers what:
	

	
	· Quality information (defects, rework, shortages)
	

	
	· Labor data (overtime, posts, vacation slots, sick leave)
	

	
	· Area layout of facility map
	

	
	· General process flow understanding
	

	
	· Identified staff or units to be observed and shifts
	

	
	· Obtain copies of standard work, forms, and policies
	

	
	· Identify on-call team members to be available during event
	

	3.
	· Identify how the measurable improvement will be measured
	

	4.
	· Establish an Event Folder to keep all information for each team member
	

	
	3 WEEKS BEFORE THE EVENT
	COMPLETED

	1.
	CI Program Mgr/Coach meet with Team for second pre-work session
	

	2. 
	Team checks  in on data collection and analysis progress
	

	3.
	Data collection and analysis continues
	

	4.
	Notify staff to be on-call for the event that team has predetermined may be needed.
	

	5. 
	Work with IT to ensure network, computer, printer, projector will be working in Event room
	

	
	1 WEEK BEFORE THE EVENT
	COMPLETED

	1.
	CI Program Mgr/Coach meets with Team for third pre-work session. Team updates on data collection and analysis
	

	2.
	Determine start/end times for Event week
	

	3.
	Establish ground rules for Event week
	

	4.
	Day prior to Event start ensure the room is set up with necessary items
	

	
	· Tables set up
	

	
	· Training materials in room
	

	
	· Easel and extra flip chart pads in room
	

	
	DURING THE EVENT
	

	1.
	Review ground rules
	

	2.
	Start and end each day with a check in of all team members 
	

	3.
	List team member name on board if they are out for a short time to ensure team doesn’t delay start time
	

	4.
	Establish time line for implementation and next steps
	

	5. 
	Create report-out presentation
	

	
	AFTER THE EVENT ON A MONTHLY BASIS
	

	1.
	Confirm and follow up on 30 day action plan
	

	2.
	Review measurements of goals with Champion
	

	3.
	Follow up on all quick hits and recommendation for implementation
	

	4.
	Verify dates improvements have been made and track for quarterly updates to CI Program Manager
	

	5.
	Continue with internal staff communication with team to rest of staff for updates
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