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ADVANCED SUPERVISOR CERTIFICATE PROGRAM FINAL PROJECT
Continuous Improvement series

	Name:
	Firstname MI. Lastname
	EIN:
	No leading zeros!
	Date:
	(M/D/YYYY)

	Dept:
	DES, DOR, DOA...
	Phone:
	(Area code first)
	Email:
	yourname@yourdomain.gov


Directions:  This final project is your opportunity to demonstrate that you have applied the key concepts and tools to a project in your workplace.  It is recommended that you complete each section after each class to help anchor the concepts and finish the project in a timely way.  You will receive a grade for this project according to the rubric attached at the end.
	DEFINE


	Problem statement (Please circle the components:  direction, business measure, and performance measure.)

	
	Process map (Please draw or cut and paste a high level map here or on a separate page.)


	MEASURE

	Data collection tool (Please circle the one you used.)
check sheets          focus groups          surveys          other: ______________________

Explain why this tool is appropriate for your given process:



	
	Data sample

Sample size:

Type of sample used and why: (simple random, systematic)



	
	Data sample tool (Please attach in Appendix or insert here.)
What were the questions asked?

	
	Results summarized (Please attach in Appendix or insert here.)
What are the results from your data collection?



	ANALYZE

	Root cause tool (Please circle the ones you used to analyze the root cause of the problem noted in your problem statement.)
cause & effect diagram          interrelationship diagraph          force field analysis          5 whys

histogram          pareto charts          data points          other ____________________

Describe why these tools are appropriate.



	
	Describe or attach the outcome.



	IMPROVE

	Decision that needed to be made based upon the data collected and root cause analysis:


	
	Solution generating tool (Please circle the one you used to generate solutions to your problem. Do they address the root causes?)
brainstorming          affinity diagrams          6 thinking hats          other _____________________

Describe why this tool is appropriate.

List 5-9 solutions that were generated



	
	Decision making tool  (Please circle the ones you used.)
consensus          voting          subgroup          one person          decision matrix

nominal group technique          impact effort grid         other ____________________

Describe why each tool used is appropriate.



	
	Describe the decision making process.


	
	Describe the solution selected.

	IMPLEMENT

	High level action plan for implementing the solution generated above
Solution:

Scope of solution: (Beginning point and ending point)

Required approvals:

Risks:

Communication plan: (Please include high level points or attach to appendix.)
Implementation team members:

Costs:

ACTION STEPS
Action taken
Target dates
Team member responsibility
Comments


	CONTROL

	Measure the effectiveness of the solution implemented above.  Select 3-5 high level outputs and track these.
Requirements or outcomes

Measures

Current measure

Goal

How tracked



	
	Control charts  (Please circle the one you used.)
Control point identification chart          project control chart          milestone chart          

Other ____________________________


	
	Sample of chart: (Please include high level points or attach to appendix.)



Please send your completed project as an attachment to stars@azgu.gov
Grading Rubric for Advanced Supervisor Certificate Program --- Continuous Improvement
	Levels of   [image: image1.png]


Achievement
	1
	2
	3
	4
	Rating
	Comments

	Define – problem statement

	Does not include a problem statement
	Includes a problem statement with 1 of the 3 components
	Includes a problem statement with 2 of the 3 components
	Includes a problem statement with direction, business measure, and performance measures.

	
	

	Define – process map


	Does not include a process map
	Includes a process map with 1 of the 3 components
	Includes a process map with 2 of the 3 components
	Includes a process map that includes people, tasks, and time frames


	
	

	Measure --- data collection

	Does not include data collection components
	Includes 2 of the 3 components of data collection
	Includes 3 of the 4 components of data collection
	Includes data collection tool, data sample, data sample tool, and summarized results

	
	

	Analyze --- root cause

	Does not include root cause tool, an explanation, or outcome
	Includes 1 root cause tools and explanations of appropriateness; outcome is not included


	Includes 1 root cause tools and explanations of appropriateness; outcome is included


	Includes 2 or more root cause tools and explanations of appropriateness; outcome is included

	
	

	Improve --- solutions


	Does not include two of the following:  the decision that needs to be made, use of 1 or more solution generating tools, and 5-6 potential solutions


	Does not include one of the following:  the decision that needs to be made, use of 1 or more solution generating tools, and 5-6 potential solutions


	Includes the decision that needs to be made, use of 1 solution generating tools, and 5-6 potential solutions


	Includes the decision that needs to be made, use of more than one solution generating tools, and 7-9 potential solutions

	
	

	Improve ---

decisions


	Does not include two of the following: use of a decision-making tool, a description of the tool and a description of the solution


	Does not include   use of a decision-making tool, a description of the tool and a description of the solution


	Includes use of 1 decision-making tool, a description of the tool and a description of the solution


	Includes use of 2 or more decision-making tools, a description of the tools and a description of the solution

	
	

	Implement

	Does not include a high level action plan or more than 3 action steps

	Includes an incomplete high level action plan or 4-6 action steps
	Includes a complete high level action plan and 5 – 7 action steps
	Includes a complete high level action plan and 8-9 action steps
	
	

	Control


	Does not include 2 of the 3 components of control
	Includes 2 of the 3 components of control
	Tracks 3-5 high level outputs, uses a control chart, and provides a sample of chart
	Tracks 6-7 high level outputs, uses 2+ control charts, and provides a sample of one chart
	
	

	
	
	
	
	
	Total score x 3 =


	

	Mechanics


	Does not include any of the following: uses template provided above, includes attachments as needed, general flow of work is professional 


	Includes 1 of the 3 following aspects:  uses template provided above, includes attachments as needed, general flow of work is professional 


	Includes 2 of the 3 following aspects:  uses template provided above, includes attachments as needed, general flow of work is professional 


	Uses template provided above, includes attachments as needed, general flow of work is professional 

	Plus total from this line:  


	

	
	
	
	
	
	Total score = 


	


