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Background
Adaptive learning is “the intentional adoption of strategies and actions to facilitate critical reflection and analysis of data, information, and knowledge—on a continuous basis and from a wide range of sources—to inform decisions that optimize program implementation and effectiveness in expected, unexpected, and changing circumstances.”
 Adaptive learning intends to promote continuous learning and encourage stakeholders to respond to the changing needs of project operations and implementation. As adaptations are made to project implementation strategies, these changes, lessons learned, and the resulting impact must be appropriately documented to track changes over time, communicate to other internal and external stakeholders, and inform future decision-making. 
Resources for documenting adaptive learning are often scattered and lengthy and are not always tailored to user needs, with either a lack of detail or an excess of information for the purposes of internal improvement or external sharing. This toolkit compiles a streamlined set of editable resources that can be used for documenting adaptive learning and altered to fit user needs.
Toolkit Development
The Measurement, Adaptive Learning, and Knowledge Management Lab (MAKLab) serves MOMENTUM by helping identify and spread promising solutions to persistent, shared, and complex challenges to increase and sustain access to quality, equitable health services. During a MAKLab-led Monitoring, Evaluation, Innovation, and Learning Working Group in July 2023, participants from several MOMENTUM awards (including MOMENTUM Routine Immunization Transformation and Equity, MOMENTUM Country and Global Leadership, MOMENTUM Private Healthcare Delivery, and MOMENTUM Integrated Health Resilience) shared examples of how they have implemented adaptive learning in their work. In the subsequent discussion, several panelists identified documentation of and communication about adaptive learning as a sustaining challenge, in part due to the need for more standardized tools for documenting adaptive learning. MAKLab engaged these panelists to understand the needs of individuals conducting adaptive learning activities across MOMENTUM. 

Development of this toolkit began with designing and deploying a survey to understand MOMENTUM award teams’ experiences with documenting adaptive learning. The survey asked 18 questions related to adaptive learning activities, approaches to documentation, whether documentation was standardized or ad hoc, utilization of any existing or newly developed templates, and needs related to better documenting adaptive learning resources. We received responses from 11 participants representing leadership and management across 5 MOMENTUM awards. MAKLab reached out to 3 respondents from the survey who had indicated that they would be willing to discuss their responses further. These individuals were selected based on the content of their responses. Two agreed to participate as key informants, and MAKLab conducted interviews to discuss their survey responses and documentation needs. 

MAKLab simultaneously completed a desk review in which we identified 31 templates or guidance documents for recording quality improvement actions and activities related to adaptive learning. Survey results and key informant interview notes were then analyzed to identify key user types and needs for documenting adaptive learning. These findings were used to select the most high-utility tools from the desk review to support documentation. All identified templates were then converted to editable formats and collated into the Documenting Adaptive Learning Toolkit. This toolkit underwent review by MOMENTUM award representatives for utility and effectiveness.

While this toolkit provides documentation tools specific to how MOMENTUM has defined and identified adaptive learning activities, the resources in it may be useful for broader quality-improvement initiatives and exercises. 
How to Use This Toolkit
The Documenting Adaptive Learning Toolkit includes five tables, one for each type of adaptive learning activity, as described by the MOMENTUM Adaptive Learning Guide and Adaptive Learning in Projects and Programs basic toolkit. While adaptive learning may take place in various forms, one critical component is pause and reflect. Pause and reflect moments can take place individually or within teams or organizations and serve as a process for better understanding the work done to date and identifying improvements that can be implemented going forward. The Adaptive Learning Guide and basic toolkit identified four key activities to support pause and reflect, including: after-action reviews (AARs), data reviews, lessons learned, and causal link monitoring. Additionally, the toolkit includes general quality improvement documentation resources. 

Within the toolkit’s five tables, users will find a list of identified documentation templates and authors, accompanied by a template description, recommended use, and potential users. Two categories of users are identified: 1) a detailed user who requires in-depth information on adaptive learning activities and notetaking for regular project engagement, activity planning, or day-to-day work, and 2) a quick user who would benefit from short, one-page summary documentation on adaptive learning activities to keep track of work or share developments with broader audiences. Clickable links to templates or external resources have been provided within the index. All resources are editable, and we recommend that users adapt the provided templates to meet their needs by adding, deleting, or condensing the templates as needed. 
Overview of Documentation Tools to Support Adaptive Learning

Included in this section are five tables with an overview of key adaptive learning activities, description of documentation tools to support these activities, and quick links to access editable templates. 

Table 1: Documentation Tools to Support After-Action Reviews
	After-action review (aar)

	After-action reviews (AARs) are brief reflection meetings that take place immediately after the close of an event or activity with the purpose of collecting information that could be applied to improve future events and activities.

	Tool
	Author
	Description
	Recommended Use
	Potential User
	Link to Template

	After-Action Review Agenda and Notes Template 
	MOMENTUM Private Healthcare Delivery 
	After-action review (AAR) notes template with an agenda, guiding questions, and approximate time allocations. Intended to guide and record a detailed conversation and be used during an AAR meeting. 
	Preparation, suggested agenda, and detailed note-taking template for AAR meetings.
	Detailed user
	Editable template

	After-Action Review Reporting Form 
	MOMENTUM Country and Global Leadership Adaptive Learning Basic Toolkit
	Template to summarize the key components of an AAR meeting clearly and succinctly. Helps summarize what happened, what went well, and what can be improved.
	Document a high-level summary for record keeping and sharing conversation outcomes with diverse stakeholders, and reporting out.
	Quick user
	Editable template |Basic toolkit (p. 54)

	Rapid After-Action Review Guidance and Templates
	USAID
	Template from USAID’s Collaborating, Learning, and Adapting toolkit on documenting and facilitating rapid after-action reviews. Includes guiding questions, note taking space, and documentation of next steps. 
	Preparation, suggested agenda, and detailed note-taking template rapid AAR meetings.
	Detailed user
	Editable template |Full resource suite


Table 2: Documentation Tools to Support Data Reviews
	Data REviews

	Data reviews are meetings which reflect on the implications of the latest project or intervention related data to inform evidenced-informed decision making or adjustments.

	Tool
	Author
	Description
	Recommended Use
	Potential User
	Link to Template

	Data Review Meeting Agenda and Notes Template
	Collaborative for Implementation Practice, UNC School of Social Work
	Data review meeting agenda and notes template, guiding questions, and approximate time allocations. Intended to guide and record a detailed conversation and be used during a data review meeting. 
	Preparation, suggested agenda, and detailed notetaking template for data review meetings.
	Detailed user
	Editable template | Original source

	Data Review Reporting Form
	MOMENTUM Country and Global Leadership Adaptive Learning Basic Toolkit
	Template to summarize the key components of a data review meeting clearly and succinctly. Helps summarize main findings, reasons for progress/lack of progress, strategies to address barriers, actions, and next steps. 
	Document a high-level summary for recordkeeping and sharing conversation outcomes with diverse stakeholders.
	Quick user
	Editable template | Basic toolkit (p. 56-58)


Table 3: Documentation Tools to Support Learning Meetings
	Learning meetings

	Learning meetings are structured discussions to identify, reflect on, and inform recommendations for program improvement from learned experience.

	Tool
	Author
	Description
	Recommended Use
	Potential User
	Link to Template

	Learning Meeting Agenda and Notes Template
	MOMENTUM Country and Global Leadership Adaptive Learning Basic Toolkit
	Learning meeting notes template with an agenda, guiding questions, and approximate time allocations. Intended to guide and record a detailed conversation and be used during a learning meeting. 
	Preparation, suggested agenda, and detailed notetaking template for learning meetings.
	Detailed user
	Editable template | Basic toolkit (p. 62)

	Learning Meeting Reporting Form
	MOMENTUM Country and Global Leadership Adaptive Learning Basic Toolkit
	Template to summarize the key components of a learning meeting clearly and succinctly. Helps summarize main findings, including the strategy of interest, relevant results and programming information, contributing factors, and actionable recommendations. 
	Document a high-level summary for recordkeeping and sharing conversation outcomes with diverse stakeholders.
	Quick user
	Editable template | Basic toolkit (p. 64)

	Lessons Learned Running Log
	NHS Education for Scotland
	Log to track a running list of identified project lessons and corresponding actions taken as a result. Helps document opportunities, problems, and solutions in an evolving log. 
	Running log for knowledge management or project leads to track lessons learned over the course of a project and share with those involved in similar work or high-level stakeholders. Can be used at the field level or higher management levels.
	Quick user; detailed user
	Template, example, and directions


Table 4: Tools to Support Causal Link Monitoring
	Causal link monitoring

	Causal link monitoring can often be used during a pause and reflect meeting to identify the hypothesized causes between program actions and desired results.

Approaches to causal link monitoring will vary by country, project, and approach. MAKLab was unable to find a standard documentation practice for causal link monitoring exercises. As such, MAKLab recommends referencing pages 65-68 in MCGL’s basic toolkit for further directions and a suggested approach. The basic toolkit includes an example use case and reporting structure for causal link monitoring in Annex D (pages 78-79).


Table 5: Index of Documentation Tools to General Quality Improvement
	General Quality improvement

	The following quality-improvement documentation tools provide resources for documenting the revision of implementation strategies and use of plan-do-study-act (PDSA) cycles and continuous quality improvement strategies.

	Tool
	Author
	Description
	Recommended Use
	Potential User
	Link to Template

	FRAME-IS: Framework for Documenting Modifications to Implementation Strategies in Healthcare
	Miller, C., Barnett, M.L., Baumann, A.A., et al. (2021). The FRAME-IS: A framework for documenting modifications to implementation strategies in healthcare. Implementation Science, 16(36). https://doi.org/10.1186/s13012-021-01105-3 
	Notes template to plan modifications to implementation strategies. Includes prompts and connects back to the FRAME-IS implementation framework. Helps document the strategy being modified, what the modification is, what the goal and rationale are, and the impact. (Miller et al., 2021)
	Documenting rationale and intended outcome of modifications made to implementation processes for detailed recordkeeping.
	Detailed user
	Editable template | Complete example | Article

	PDSA Reporting Sheet
	Knox L., Brach C. (2015). Primary Care Practice Facilitation Curriculum (Module 23). AHRQ Publication No. 15-0060-EF. Rockville, MD: Agency for Healthcare Research and Quality.
	Plan-do-study-act reporting template which helps to document the overall implementation aim, tests of change, action items, persons responsible, and timelines. 
	Succinctly document implementation tests and changes to disseminate with team members or higher-level audiences.
	Quick user
	Editable template |  Facilitation Curriculum
(p. 14)

	Continuous Quality Improvement Template
	PHN Adelaide: An Australian Government Initiative
	Tool for developing, testing, and implementing changes in quality improvement activities. Includes five key steps for brainstorming, establishing a team, defining a goal, and identifying changes. 
	Detailed planning, documentation, and execution of quality improvement cycles.
	Detailed user
	Editable template | Original Template



	Documentation Journal for Quality Improvement Teams
	USAID Health Care Improvement (HCI) Project
	Documentation Journal for quality improvement teams can keep track of ongoing tests of change. It includes planning, defining goals, describing problems, describing changes, and implications on logistics. 
	Detailed planning, documentation, and execution of quality improvement cycles.
	Quick user
	Editable template | Full template (not editable)

	USAID Pivot Log Template 
	USAID
	Adaptive management documentation tool to track significant changes that are made to program or strategy implementation plans and space to document additional changes.
	Tracking major programmatic and implementation changes to quickly reference and/or share.
	Quick user
	Editable template (downloadable MS Excel sheet)


Editable Documentation Templates and Tools
After-Action Review (AAR) Agenda and Notes Template

Source: Adapted from MOMENTUM Private Healthcare Delivery | Detailed User

Team/Project Name: 
Project/Event Reviewed: 
Date of AAR: 
Participants: 
1. What did you intend to accomplish? 
(Planning process.) Why did we conduct this activity? What were the objectives? What were we trying to achieve? What were the key assignments? What were the planned activities?

	Notes

	What did you intend to accomplish?


	Why did we conduct the activity?


	Objectives included: 
· 

	What were we trying to achieve?


	Key assignments: 
· 

	Planned activities:
· 


2. What actually happened? 
(Implementation process.) Get multiple perspectives—there is no single best story about what happened. Focus on facts (e.g., development of slides, time, inputs, workstream involvement, figures, etc.) and opinions. No blaming! Focus on events and what events preceded or followed, not why someone did something or what you thought about it. Allow very specific comments as well as abstract and conceptual ones.

	Notes

	What actually happened? 


	What worked well? (Give reasons.)

· 

	What did not work well? (Give reasons.)
· 


3. What can we learn about it? 

Be honest about what questions you still have about what happened and why. As you review the below questions, you might wish to consider the following topics: preparation time and process, coordination, content development, team involvement, availability of appropriate resources (information, data, guidance, etc.), logistical arrangements, management of expectations. 

	Notes

	What did we do well during this experience? What went as expected? Why?


	What did not work? What did not go as expected? Why? (Do not look for blame; look for lessons.)


	Reflect on your implementation experience and identify learnings. What are some explanations or reasons for why, when, and where events happened? 



4. What should we do next time? 

Use this discussion to keep from falling into bad habits and failing to start good new ones. 

	Notes

	What worked but may not work again? 


	What worked well that you want to repeat? 


	What should we do differently? 



5. What should we do now?

Do not wait until next time if you can make a difference now. Be clear about assignments and responsibilities.
	Notes

	How will you share these lessons?
· 

	What are the next steps? Who will do what by when?
· 


After-Action Review (AAR) Reporting Form

Source: MOMENTUM Country and Global Leadership Adaptive Learning Toolkit | Quick User
Team/Project Name: 
Project/Event Reviewed: 
Date of AAR: 
Participants: 
Facilitator: 
Discussion Questions
6. What was supposed to happen? 

What were the purpose and objectives? Who was the audience? What was the initial timeline? Who was involved? What outcomes and outputs were intended? What products were to be produced? What facilitators and barriers were expected?
	Type your notes here.




7. What actually happened?
	Type your notes here.




8. What went well and why?

What were the successful steps taken toward achieving your objective? What went well in the project? 

	Type your notes here.




9. What can be improved and how? 

What could have been done better? What can we do differently in similar situations in the future to ensure success? What would be your advice to future project teams?

	Type your notes here.




Data Review Meeting Agenda and Notes Template
Source: Adapted from Collaborative for Implementation Practice, UNC School of Social Work | Detailed user

Date: 

Time: 
Location: 

Visuals & Audio: 
	Facilitator: 
	Timekeeper: 

	Notetaker: 
	Regrets: 

	Attendees: 


Objectives/Intended Results: By the end of the meeting, participants will: 

· Conduct a data-driven discussion for improving implementation using the W3 (What, So What, Now What) facilitation process.

· Assess data and identify trends.
· Co-create strategies and next steps to improve implementation.
	Task & Time
	activity & notes
(type your notes below)

	Time allocated: 
Task: What?
	What data are we reviewing today? 


	
	Have data been disaggregated by relevant subpopulation characteristics (e.g., race/ethnicity, gender, socioeconomic status, geography)?


	
	What stands out?
· 

	
	Are there patterns in the data? Are there trends or patterns over time? Are we noticing any trends or patterns among disaggregated subpopulations?


	Time allocated: 
Task: So What?
	Why are these data important?


	
	What conclusions can we make? 
· 

	
	What progress/changes have we seen since our last meeting?
· 

	Time allocated:
Task: Now What?

	What actions make sense based on these data?
· 

	
	What implementation support might need to be strengthened?


	
	What support do staff need?


	
	How will we determine that progress is made? 


	Time allocated: 
Task: Closing remarks 
	


	document and assign next steps

	Action Needed
	Person(s) Responsible
	Timeline

	
	
	

	
	
	

	
	
	

	
	
	


Data Review Meeting Reporting Form
Source: Adapted from MOMENTUM Country and Global Leadership Adaptive Learning in Projects and Programs toolkit | Quick User
Team/Project Name: 
Project Reviewed: 
Date of Data Review Meeting: 
Participants: 
Facilitator: 
Discussion Questions
10. What are the main findings? 

Weigh the strengths of data and consider how insufficient data or data quality may affect conclusions.

	Type your notes here.




11. What are possible reasons for progress and/or lack of progress observed?

Consider documenting the “Five Whys”—asking why multiple times until a root cause is identified. 

	Type your notes here.




12. What strategies can address the barriers identified?
What can we learn from areas where things have worked well?

	Type your notes here.




13. What other data would be useful? 

	Type your notes here.




14. Identified actions and next steps

	Type your notes here.




Learning Meeting Agenda and Notes Template

Source: Derived from MOMENTUM Country and Global Leadership Adaptive Learning in Projects and Programs toolkit | Detailed User
Date: 

Time: 
Attendees:

Notetaker:

Facilitator:

Key Learning Question/Strategy of Interest: [Establish the key themes, strategies, or learning questions prior to the learning meeting.]
Objectives/Intended Results: By the end of the meeting, participants will: 

15. Identify positive and negative program experiences related to key strategies or learning questions.

16. Critically reflect and analyze internal and external contributing/contextual factors. 

17. Develop actionable recommendations for continuous learning and improvement.

Note: These guiding questions were extracted from MCGL’s Adaptive Learning basic toolkit (p. 62). Additional guiding questions to consider are available in USAID’s Reflect and Act on Monitoring Feedback web page. 
	Learning meeting guide
	Guiding Questions & notes
(type your notes below)

	Part 1: List and describe intended, unintended, positive, or negative experiences as they relate to the strategy or learning question. 

Time allocated: 

	What data are available to inform learning questions for today’s meeting?


	
	What are the positive experiences related to today’s strategy or learning questions of interest?



	
	What are the negative experiences related to today’s strategy or learning questions of interest?


	
	What parts of the strategy have worked well? 
· 

	
	What parts of the strategy have not worked well?
· 

	
	What adaptations have implementers made (and why)?
· 

	Part 2: Reflect on internal and external contextual factors that affected programming. 

(Examples: epidemics, political/social/economic situation, disasters.)
Time allocated: 
	What obstacles or unanticipated circumstances made it difficult to accomplish the strategy/learning question of interest? 



	
	What obstacles or unanticipated circumstances made it difficult to accomplish the project goals or objectives? 


	
	How well were issues resolved?


	
	How do we know that this experience is a lesson? What data are available to support our experiences? What is missing? 
(Data can include a variety of sources, including quantitative data, implementation experiences, conversations with others, etc.) 


	Part 3: Discuss potential recommendations. 
Make sure to link recommendations with the next steps/outputs from this meeting. 
Time allocated: 
	Based on today’s discussion, what specific actions or changes would you recommend to improve the program?
· 

	
	Based on what we know now, what should have been done differently?
· 

	
	What is worth replicating?
· 

	
	How are these recommendations clearly linked to what was learned? 


	Part 4: Closing remarks
Be sure to document and assign next steps in the table below.
	Complete the “Document and Assign Next Steps” table.


	document and assign next steps

	Action Needed
	Person(s) Responsible
	Timeline

	
	
	

	
	
	

	
	
	

	
	
	


Learning Meeting Reporting Form

Source: MOMENTUM Country and Global Leadership Adaptive Learning in Projects and Programs toolkit | Quick user
Team/Project Name:

Project/Event Reviewed: 

Date of Learning Meeting:

Participants and Project Functions:

Facilitator: 
Executive Summary & Recommendations: [Include a few sentences about the learning meeting, including the learning questions and/or program strategies addressed. The summary may also include any suggestions for conducting a future learning session.]
	program strategy/learning question
	results and programming information
	contributing factors, internal and external factors
	actionable recommendations

	[Insert theme]
	[Insert text]
	[Insert text]
	[Insert text]

	[Insert theme]
	[Insert text]
	[Insert text]
	[Insert text]

	[Insert theme]
	[Insert text]
	[Insert text]
	[Insert text]

	KEYWORDS

[Include any relevant keywords for this learning meeting such as health areas, accelerators, cross-cutting topics, and/or learning agenda.]


Note: Add more rows and customize as needed.

FRAME-IS Framework for Documenting Modifications to Implementation Strategies in Healthcare

Source: Miller, C., Barnett, M.L., Baumann, A.A., et al. (2021). The FRAME-IS: A framework for documenting modifications to implementation strategies in healthcare. Implementation Sciences, 16(36). https://doi.org/10.1186/s13012-021-01105-3 | Detailed User
	FRAME-IS Module or Sub-Component
	Notes

	Module 1. Specify the evidence-based practice, implementation strategy, and modification.

	The evidence-based practice being implemented is:
	

	The implementation strategy being modified is:
	

	The modification(s) being made is/are:
	

	Module 2. Specify the modification

	What is modified?
	

	Module 3. Nature of the modification (content, evaluation, training, etc.).

	What is the nature of the content, evaluation, training, etc., modification?
	

	OPTIONAL: What is the relationship of the modification to the core elements? 
	

	Module 4. What is the rationale for the modification?

	What is the goal?
	

	What is the rationale for the modification? 
	

	Module 5. Specify when the modification occurred and whether it was planned. 

	When was the modification initiated? 
	

	Was the modification planned? 
	

	Module 6. Who participated in the decision to modify? 

	Who participates in the decision to modify?
	

	OPTIONAL: Who makes the ultimate decision?
	

	Module 7. Specify reach of the modification.

	How widespread is the modification?
	


Plan-Do-Study-Act (PDSA) Reporting Template
Source: Knox L, Brach C. (2015). Primary Care Practice Facilitation Curriculum (Module 23). AHRQ Publication No. 15-0060-EF. Rockville, MD: Agency for Healthcare Research and Quality. | Quick User
	Aim (overall goal you wish to achieve):

	[Type your notes here.]


	Describe your first (or next) test of change
	Person responsible
	When to be done
	Where to be done

	[Type your notes here.]


	[Name Person]
	[List Timeline]
	[List Where]

	Plan

	List the tasks needed to set up this test
	Person responsible
	When to be done
	Where to be done

	[Type your notes here.]
	[Name Person]

	[List Timeline]
	[List Where]

	Predict what will happen because of the test
	Measures to determine if the prediction succeeds

	[Type your notes here.]
	[Type your notes here.]

	Do: Describe what actually happened when you ran the test

	[Type your notes here.]


	Study: Describe the measured results and how they compared to the predictions

	[Type your notes here.]


	Act: Describe what modifications will be made to the plan for the next cycle based on what you learned

	[Type your notes here.]



 Continuous Quality Improvement Template

Original Source: “Continuous Quality Improvement Template.” (2020). PHN Adelaide: An Australian Government Initiative. https://adelaidephn.com.au/assets/CQI_(PDSA)_Template_UPDATED_JULY_2020.pdf | Detailed User
STEP 1: THE BRAINSTORMING: IDENTIFYING AREAS FOR IMPROVEMENT
Use this time to engage all relevant staff and brainstorm potential areas to focus on. Let your data guide you. Prioritize these areas and identify one area that you would like to move forward into Step 2. 
	Brainstorming
What areas do we want to improve? (refer to your measures if you get stuck.) 

	18. 

	19. 

	20. 


STEP 2: ORIENTATION
	Project Title 
	[Add Title]

	Quality improvement lead
(e.g., project manager, clinician, etc.)
	[Notes]

	Quality improvement team members 
(Key staff who will pioneer the project) 
	· 

	Date the project is to be implemented
	[Notes]

	Date the project is to be reviewed
	[Notes]


STEP 3: THE THREE FUNDAMENTAL QUESTIONS 
In Step 1, you identified one area as having the greatest priority for quality improvement activities. Answer the following three questions in relation to this area. 

	1. What are we trying to accomplish and why?

	By answering this question, you will develop your SMART (i.e. Specific, Measurable, Achievable, Realistic, Time Bound) goal for improvement. 

	Identified area: 


	Definition: 


	Rationale: 


	SMART goal: 



	2. how will we know that a change is an improvement?

	By answering this question, you will develop your measures to track the achievement of your goal. 

	


	3. what changes can we make that will lead to an improvement?

	(List your small steps/ideas; these will then inform your plan-do-study-acts [PDSAs].)

By answering this question, you will develop ideas that you can implement to try to achieve your goal. Identify what may not be working in the current system (i.e., barriers to achieving the goal) and how you can overcome these barriers.

	Current barriers to achieving this goal:



	Ideas of activities to implement to help achieve this goal:




STEP 4: PLANNING (OPTIONAL)

In the table below, list the ideas from Step 3, Question 3 that you will take forward. Indicate approximately when you intend to work on them.
(Note: Whether you complete Step 4 will be dependent on your project’s scale and focus. For smaller-scale projects, it may not be applicable to complete Step 4. Applicable ideas from Step 3, Question 3 are now becoming PDSAs. Some of the ideas may form their own individual PDSAs, while other ideas can be combined into one PDSA. It is useful to list your activities in order of intended completion, then mark out when you will work on them. This timeline may change as you implement and review your PDSAs.) 
	PLAN-DO-STUDY-ACT Planning

	
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	PDSA 1: 
	
	
	
	
	
	
	
	
	
	
	
	

	PDSA 2:
	
	
	
	
	
	
	
	
	
	
	
	

	PDSA 3:
	
	
	
	
	
	
	
	
	
	
	
	


STEP 5: PDSA 1

From the activities in Step 3 and/or the timeline in Step 4 (if completed), devise and implement your first PDSA. You can delegate the activities within the PDSA to smaller teams in the practice or use a whole-of-practice approach. Once the cycle is complete, review the findings as a team and determine if you will adapt the plan (make changes to the plan and start the next PDSA), adopt the plan (continue to use; maintain and review the PDSA at a later date) or abandon the plan (discontinue the plan; validate why). 

	PDSA 1

	GOAL: SMART (Specific, Measurement, Achievable, Realistic, Time Bound)
	

	PLAN: What exactly will you do? Include what, who, when, where, predictions, and data to be collected.
	Prediction: 


	
	Data to be collected: 


	
	Baseline data: 


	DO: Was the plan executed? Document any unexpected events or problems. 
	

	STUDY: Record, analyze, and reflect on the results. 
	Was the plan executed successfully?



	
	What barriers (if any) were encountered? How can they be overcome in the future?



	
	Post-implementation data: 


	ACT: What will you take forward from this cycle? Determine what modifications you should make—adapt, adopt, or abandon
	Next steps:

· 


STEP 5: PDSA 2

From the activities in Step 3 and/or the timeline in Step 4 (if completed), devise and implement your second PDSA. You can delegate the activities within the PDSA to smaller teams in the practice or use a whole-of-practice approach. Once the cycle is complete, review the findings as a team and determine if you will adapt the plan (make some changes to the plan and start the next PDSA), adopt the plan (continue to use; maintain and review the PDSA at a later date) or abandon the plan (discontinue the plan; validate why). 

	PDSA 2

	GOAL: SMART (Specific, Measurement, Achievable, Realistic, Time Bound)
	

	PLAN: What exactly will you do? Include what, who, when, where, predictions, and data to be collected.
	Prediction: 


	
	Data to be collected:  


	
	Baseline data: 


	DO: Was the plan executed? Document any unexpected events or problems. 
	

	STUDY: Record, analyze, and reflect on the results. 
	Was the plan executed successfully?



	
	What barriers (if any) were encountered? How can they be overcome in the future?



	
	Post-implementation data: 


	ACT: What will you take forward from this cycle? Determine what modifications you should make—adapt, adopt, or abandon
	Next steps:

· 


Documentation Journal for Quality Improvement Teams

Source: USAID Health Care Improvement Project. (2008). Documentation Journal for Quality Improvement Teams. https://www.qualityofcarenetwork.org/sites/default/files/2019-07/hci_qi_team_journal_2008.pdf | Quick User
Instructions
This form acts as a journal where teams can document on an on-going basis their tested changes and results. The journal has three parts: Part 1 documents what you are trying to accomplish and why. Part 2 is a worksheet where you list each of the changes you have implemented at your site, including notation of their effectiveness and the dates when they were started or ended (if applicable). Part 3 provides space for you to graph your data or results and annotate your run charts with your changes so you can see what impact they are having. 

Please be sure to include as much detail as will be helpful for you to analyze and document the evolution of your work. This journal provides a detailed record from which you can reflect on your work, prepare for sharing of lessons with others, and contribute to the expansion of the collaborative’s change packet. Please refer to the synthesis tool for guidance in summarizing and sharing with others.
Team Leader:

Name of Site:

Team Members: 

Start Date for Using Journal:

End Date for Using Journal:
PART 1: Planning Worksheet—Improvement Objectives 
At the start of your improvement efforts, please respond to the following questions:
	IMPROVEMENT OBJECTIVES
	Name of indicator(s)

	What are you trying to accomplish and why?
	Indicators you will use to determine if there is an improvement for each corresponding objective: 

	Objective 1: Type objective here.


	Objective 1 indicator(s): 



	Objective 2: Type objective here.


	Objective 2 indicator(s):


	Objective 3: Type objective here.


	Objective 3 indicator(s):



	Objective 4: Type objective here.


	Objective 4 indicator(s):



	Description of Problem: 
Briefly describe the problem being addressed and gaps between the current situation and your improvement objectives. 


	

	Process Analysis: 
Which steps in the process of care are currently problematic? What differences exist between the standard of care and current practices? What are some of the challenges with the current situation?


	


PART 2: Changes Worksheet—Team Activities
The following table lists various types of changes that teams often introduce to improve the quality of care. For each improvement objective, please list all the changes that your team introduced within these categories, regardless of its outcome. You should also note when the change began and when it ended (if applicable) to enable you to annotate your results. After the change is implemented, be sure to note whether you think it was effective. Each improvement objective should have its own change worksheet. Label the objective number at the top of the change worksheet.
	I. Applied to Input
	Tested Changes

	StaRT Date

	End Date

	Effective? (Yes/No) 

	Comments 

	
	In the space below, list all the changes you are implementing to address the improvement objective. Use 1-2 sentences to briefly describe the tested change. 
	MM/DD/YYYY
	MM/DD/YYYY
	Was the desired effect achieved?
	Note here any evidence that the change took place; and potential reasons why it was or was not effective such as key barriers or important enabling factors. 

	Human Resources 
A. Changes to improve the availability and capacity of health care workers (e.g., training, coaching, supervision, efforts to improve morale or motivation) 
	A1. 
	
	
	
	

	
	A2. 
	
	
	
	

	
	A3. 
	
	
	
	

	
	A4. 
	
	
	
	

	Supplies 
B. Changes to ensure the availability of supplies and materials (e.g., medicines, tools, laboratory exams, medical instruments, job aids, forms, etc.) 
	B1. 
	
	
	
	

	
	B2. 
	
	
	
	

	
	B3. 
	
	
	
	

	
	B4. 
	
	
	
	

	Content
C. Changes to the clinical content of care (e.g., norms, policy, guidelines for service delivery, including use of new inputs, etc.] 
	C1. 
	
	
	
	

	
	C2. 
	
	
	
	

	
	C3. 
	
	
	
	

	Organization 
D. Changes to the organization of care or health services (e.g., workflow, patient flow, organization of care, timing, elimination of waste, etc.) 
	D1. 
	
	
	
	

	
	D2. 
	
	
	
	

	
	D3. 
	
	
	
	

	
	D4. 
	
	
	
	

	E. Other Changes 
(if not easily assigned to above types)
	E1. 
	
	
	
	

	
	E2.  
	
	
	
	


Documenting Adaptive Learning Toolkit


Templates and Resources to Support the Documentation of Adaptive Learning





The Measurement, Adaptive Learning, and Knowledge Management Lab (MAKLab)
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