	
	Sustaining Change Check Sheet
	

	
	Instructions: Test your approach to sustaining an improvement by asking whether it incorporates each of the features listed below. Correct your approach to include any feature you uncover as missing.
	

	
	Feature Required for Sustaining an Improvement
	Yes
	No
	

	
	People
	
	
	

	
	1
	Do people have the physical capabilities (strength, energy, coordination, etc.) needed to perform the improved process?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	2
	Do people have the knowledge, skills, and proficiency levels needed to do the improved process correctly?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	3
	Do supervisors have the knowledge, skills, and proficiency levels needed to support employee performance including assessing that performance, providing accurate feedback, crediting good performance, and correcting poor performance?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	4
	Do supervisors know that sustaining improvements is an expectation of the supervisors' jobs?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	5
	Do supervisors know their performance evaluations will include an assessment of how well their supervisees sustain improvements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	6
	Do managers know that sustaining improvements within their organizations and those organizations they support is an expectation of their jobs?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	7
	Do managers have the knowledge, skills, and proficiency levels needed to detect and correct ineffective accountability systems?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	8
	Are the people doing and supporting the improved process aligned across groups and motivated to accomplish it? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	9
	Have you made sure that managers do not undermine the continuance of improvements by overriding the importance of the improved process with new priorities?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	Method for Doing the Process Improvement
	
	

	
	1
	Does the method you documented for doing the improved process include planning, doing, assessing, and reporting activities?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	2
	Does the method you documented for doing the improved process include coordination, measurement of results, and feedback to all performers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	3
	Does the method you documented for doing the improved process include steps for recording and reporting problems uncovered in doing the process and suggestions the for solving the problems?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	4
	Have you ensured that the improvement produces a benefit performers directly experience?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	5
	Have you ensured that performers will experience no adverse impact from the improvement? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	6
	Have you made sure that the method for doing the improvement does not violate the usual and customary expectations of employees without first getting their agreement to those deviations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	7
	Have you made sure that the method for doing the improvement does not create redundant activities by making people in different roles perform duplicating tasks?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	Continued...
	
	
	


	
	Sustaining Change Check Sheet (continued)
	

	
	Feature Required for Sustaining an Improvement
	Yes
	No
	

	
	Setting
	
	
	

	
	Resources Provided 
	
	
	

	
	1
	Is time officially allocated for sustaining the improvement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	2
	Will resources needed to do a task be available when needed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	3
	Do the people doing the improvement have the authority required to execute it?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	Expectations/Feedback
	
	
	

	
	1
	Is sustaining improvements an expectation documented in the position descriptions and performance plans of the people doing the improvement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	2
	Will the people doing the improvement get regular feedback on how well they are sustaining the improvement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	3
	Is ensuring the sustaining of improvements by supervisees an expectation documented in the supervisors' position descriptions and performance plans?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	4
	Will supervisors get regular feedback on how well they are ensuring the sustaining of improvements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	5
	Is support from the interfacing organizations for sustaining improvements an expectation documented in their managers' position descriptions and performance plans?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	6
	Will managers from the interfacing organizations get regular feedback on how well they are supporting the sustaining of improvements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	7
	Is there a "leave behind measure" visibly displayed and regularly maintained in the workplace?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	Incentives
	
	
	

	
	1
	In determining payouts, do your incentive programs (bonus, profit sharing, other variable pay systems) use information about how well supervisors sustain improvements in their work teams?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	2
	In determining payouts, do your incentive programs (bonus, profit sharing, other variable pay systems) use information about how well managers sustain improvements in their organizations and the organizations they support?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	Recognition/Rewards
	
	
	

	
	1
	Is there a system for regularly recognizing employees, work teams, and organizations for sustaining of improvements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	2
	Have you made certain that any recognition or rewards emanating from sustaining improvements will be dispersed equitably?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	Organizational Support
	

	
	1
	Is there some person or team assigned to monitor, measure, report, and act to ensure continuance of improvements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


�  See Kaizen Desk Reference Standard for additional guidance (Vitalo, Raphael L.; Butz, Frank; and Vitalo, Joseph P., O'Fallon, MO: Lowrey Press, 2003, pages 341–42). 
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