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How you can participate

/ Use the chat to ask questions

/ Ask questions or share verbally
using the hand raise feature

/ REMINDER: Never text or email
client personally identifiable
information (Pll), including during

office hours or when contacting
the TA teams

£ Participants

v Attendee: 2 (1 displayed)
0 Host
Presenter
v | Host & Presenter

m | All Attendees
Testii All Panelists

rom | Event Producer
Hi all

Everyone
Heather Zaveri

To: | Everyone 2

Enter chat message here
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Focusing on your CQI challenges

A common CQIl challenge:

Documenting CQI progress
and maximizing the value of
lessons learned
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Today's agenda

/ A worksheet to support planning and intentionality with
cQi

/ Exploring the worksheet
- How the worksheet relates to the CQI plan template
- Resources to use with the worksheet
- Reflection points to document insights



Introduction to the CQl plan
worksheet



/ Organized like the full CQl plan
template, but focuses on the
most critical CQI questions

/ Offers space for reflection and
links to helpful resources

/ Supports communication
about CQI plans and progress
- With your CQI team
- With your FPS

Benefits of the worksheet

Continuous Quality Improvement fﬁ
Plan Worksheet _j

Instructions
5! N UrGes it ). Itis &
aptional resounce | hel ga e information a I:ml.l tyo L.rgran C-'EII ynl drwlew pragress
mJ1 your Family Assistan F'mg am Specialiet (FPS) in the l:l'lﬁne af Fa n'ul]f..'i. stance (OFA)L

DFﬂgdrﬂelhmmmCﬂlph swi'hy r FPS at the beginning and & dnfea:hCC-ll:yle.

This workshest & structured based an the sleps in the CO| process (Figure 1, cuber cincke) and
the cormesponding sections of the SOl plan template. Click on the inks provided with the “Need
help?” icans in the warksheet fo access resounces relevand o that step in the GOl cycle.

FIGURE 1. THE COMTIRIOUS QUALITY IMPROVEMENT PROCESS
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Grantee and CQI plan information

Grantee name Click or tap here to enter fexd.
Start date of CQI cyde Click or tap here to enter fext.
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When to use the plan template or worksheet

/ OFA’s expectations for CQl plans
- CQI plans are a living document to update as you advance through CQI steps

- CQI plans should be submitted at the beginning and end of each CQI cycle, and
as agreed upon with your FPS

- Grantees should discuss timelines with their FPS based on their own CQI cycles;
there 1s no universal deadline for submitting CQI plans in year 3

/ Discuss the worksheet with your FPS

- Consider using the worksheet to communicate about CQI plans and progress, 1f
your FPS agrees it will convey enough information
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What's different about the CQIl worksheet?

/ Links to resources to support your team
- Engaging fully with CQI means participating in the processes behind each step

CQl Process

Step 1. Identify an area to improve

What is the specific problem or issue you are trying to solve? Click or tap here to enter text.

Need help drafting your problem statement? This worksheet walks through how to
draft a strong problem statement. Click here for additional resources.




' What's different about the CQIl worksheet?

(continued)

/ Each step contains built-in reflection points

- Helps ensure your team can build on insights that emerge throughout a CQI
cycle

CQl Process

Step 1. Identify an area to improve

What is the specific problem or issue you are trying to solve? Click or tap here o enter text.

Need help drafting your problem statement? This worksheet walks through how to
draft a strong problem statement. Click here for additional resources.

Document your insights: What insights or additional issues did your team identify
while investigating the problem? For example, what root causes did your team identify?

®  What should you consider for future CQI cycles?

Click or tap here to enter text.
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Using the CQI worksheet for documentation:
What to document?

@J Insights that emerge over the course of a cycle

- EXAMPLE: While working on a retention challenge, you discover that clients
appear to drop off after the first workshop

- Parking lot issues

_IE - EXAMPLE: You’re focused on improving recruitment numbers and you learn
through client interviews that your enrollment process 1s too complicated

Notes about improving your CQIl process

c.} - EXAMPLE: We didn’t loop other staff into the road test during this cycle,
~ which made scaling the strategy very difficult. Next time, we need a
communication plan.

10



Exploring the worksheet:
Steps 1-3, Identify an area to
iImprove and a strategy




Step 1: Identify and get specific about a
challenge

/ Key process: Learn about and define your challenge

/ Key process: Identify root causes to support targeted
strategy development

Step 1. Identify an area to improve

What is the specific problem or issue you are trying to solve? Click or tap here to enter text.

Need help drafting your problem statement? This worksheet walks through how to
draft a strong problem statement. Click here for additional resources.

Document your insights: What insights or additional issues did your team identify
while investigating the problem? For example, what root causes did your team identify?

What should you consider for future CQI cycles?

Click or tap here to enter text.

12



/ Problem statement tip sheet

New resource on how to develop a
thorough problem statement to set

a strong foundation for your CQI
effort

Includes a worksheet for drafting
your problem statement

/ Strategy development tip sheet

(root cause section)

First section of this resource
provides tips for identifying root
causes

9 Step 1: Resources to support your team

CQIl Best Practices Series

s s 4 ——

Developing a problem statement

A problem statement is a succinct but thorough
continuous quality improvement (CQI). A clear
are all on the same page about what, specifical
statement is an important step toward engaging
might have varying perspectives on or underst:
Grantees are asked to specify their problem stz
strong problem statement, however, can be its
process of developing a clear problem stateme
is included in the appendox. The worksheet can

Steps for crafting a problem stater

1.

Identify a priority problem. The first step i
challenge. You may identify a problem throi
feedback you get from staff or clients. Your
key problem at a ime to improve your likelil
than one pressing problem, prioritize one w
hearing everyone's woices, try a prioritizatio
high-level challenge in Question 1 in the we

Use your data to drill down. When you ha
one problem, drill down to get more specific
problem. For instance, instead of ksting you
“program completion.” examine nFORM dai
factors are associated with dropping out. Al
the program do people drop out? Do differe
workshop facilitators have different rates of
completion? Document what you discover i
worksheet in the appendic

Use what you learned to state your spec
ma'yr have leamed that program completion

“program completion,” write “Men in our we
find jobs.” This helps namrow the focus for b
selected challenge. Document your team’s
worksheet in the appendoc

Identify the root causes. You explored yol
where, when, and with whom the challenge
doesn't necessarily explain why. For instan
why men are struggling to complete the pro
asking them directly and talking to your sta
might hold a focus group with male clients.

pet feedback from the chents who dropped

to get insights about attendance struggles ¢

CQI Best Practices Series

Developing effective program improvement strategies

A common approach to add ing a prog! ic issue or chall
work, try something else. Continuous quality imp:

0 tsioWsuangandmenrludoesnt
(CQl) is a more sy pproach for

strategies that are best able to address your improvement goals. In CQl, strategy development is Itu'ee-pronged:

(1) investigate the problem and identify root causes, (2) consult a range of sources to identify promising
improvement ideas, and (3) specify the rationale for your strategy to ensure it aligns with your theory of
improvement and to set your team up for piloting the strategy. This brief describes how HMRF grantees can
develop improvement strategies and resources to support each step in the process. Please remember to

d any proposed 1ges to your project design or implementation with your Family Assistance Program
Specialist (FPS).

1. Investigate the problem and identify root causes

Often, when a program identifies a problem, staff are identifying a symptom of the problem rather than its cause.

For le, low worksh dance or difficulty recruiting a population of interest are both symptoms that
flag deeper issues. Root cause analysis is a p to those deeper issues, which is a critical step for
effective strategy development. The key is to ask: Why is our program experiencing low attendance in our
workshop? You can seek to answer that thon by talksng to staff, partners, and clients and exploring data in
nFORM. Here are some tools to support your i g and synthesize and prioritize what you leam:

nFORM reports allow your team to dig into the aggregate performance measures included in the

quarterly reports sent to ACF. For instance, you can examine week-by-week or day-by-day average

attendance for your workshop to understand when clients begin to drop off; you can also examine
average attendance for a specific population group. nFORM data can provide your team with a more refined

understanding of the “who, what, and where” related to a challenge. For more information about nFORM reports,

please see Module VIl of the User Manual.

Empathy interviews can help your team understand the experiences of staff, partners, and/or clients
r- in relatlon to the problem you are trying to address. Empathy interviews are unstructured, meaning
ions are not pred ined and the interviewer engages in free-flowing conversation. For
example, an mherviewer could begin with the question, “What makes it difficult for you to attend the workshop?”
and then allow the client to direct the conversation from that point. The goal is to encourage storytelling to learn

the in-depth perspectives of those affected by an issue. See page 4 for more information on empathy interviews.

Pulse surveys are a quick way to gather information about an issue from a larger number of clients at

regular time points. For i you might inister a two- or three-question survey to leam more

about engagement challenges with questions like, "Which parts of the lesson did you find most
engaging today?” Closed-ended response options could include small-group discussion, games or activities,
and role-playing. If you only need a one-time feedback survey, consider adding more questions. See page 5 for
more information on pulse surveys.

.7, Process maps help your team visualize an organizational process and identify the parts of the process
| L] that aren't working well. For instance, you might map out each step in your enroliment process, as the
client experiences it. to identify bottlenecks. See page 6 for more information on process maps.

[ Fishbone diagrams are useful tools for synthesizing learning gathered through the investigation of
}' progr ic issues (for le, infc ion on attendance chall thered from empathy

13
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What do | document in Step 17

.07 What did you learn about the challenge that is
important to remember going forward?
- Drop-outs tend to happen after the first workshop

g__ What other root causes did your team identify?

- Document them 1n the CQI worksheet or on a tool like a fishbone
diagram, which maps your understanding of the challenge

- Most complex challenges are multifaceted and not resolved with one
strategy

14



F Step 2: Describe what success looks like

/ Key process: Define what success looks like
/ Key process: Create a plan to measure progress

Step 2. Describe what success looks like

What is the SMART goal that would show an improvement on this issue? Click or tap here to
enter text.

What data source will you use to measure progress towards that goal? Click or tap here to enter
text.

Need help developing a SMART goal? Click here for guidance on how to make a
Q strong SMART goal, and for help with determining your measurement strategy.

15



F Step 2: Resource to support your team

CQI Best Practices Series

/ SMART goals tip Sheet Guiding CQl with SMART goals

Improvement goals, often referred to as SMART goals, are useful for guiding CQl efforts. After your CQI
implementation team identifies and defines a challenge, it should next create a SMART goal that answers the
question, what are we trying to accomplish? SMART geals should be specific, measurable, achievable, relevant,

-— An eXi Sting re S Ourc e that Covers and time-bound. A well-developed SMART goal will provide a gauge of success over time and help to foster

clarity about the aims of the improvement effort.

Below are a few common questions about SMART goals and measures to understand progress toward meeting

considerations for developing a

What is a SMART goal?

Strong S MART goal A SMART goal defines what success looks like for your improvement effort. When your CQI team identifies a

challenge, a key next step is to develop a SMART geal before starting te brainstorm and test strategies. Being
clear about what you are frying fo accomplish makes it easier

* to determine how fo get there. In the HMREFE COI template, Box 1. Program B's experiences
- Inc u eS a te I I Ip ate for raftlng a use Table D1 to specify your SMART goal and the measures [R50 0T R g T=n (S s res = -0 g (o
you will use to assess progress toward your goal. to zetting a quantifiable goal

SMART 1 Why create SMART goals? Program B's CQI team has identified exit
goa survey response rates as a challenge and

SMART goals serve a couple of purposes. sets a goal fo improve response rates. With

1. SMART goals provide a means for assessing the approval from their FPS, the team decides to
success of your team’s improvement efforts. In pilot a strategy to offer incentives for survey

developing a SMART goal, your team will specify by l:un?pleﬁnn_ They pilot in two groups and
how much you are aiming to improve related to your achieve 66% and 68% response rates. They
challenge. At various points during the improvement look back and see this was up from an

effort, your team should track progress toward your average of 62%.
SMART goal to understand whether you are moving Was the sirategy a success? The pilot groups
in the right direction. had higher response rates, but the team

2. SMART goals should also inspire and motivate the never defined what success meant, sois not
team to achieve improvement and should help to get sure whether the slight bump was the
everyone on the same page about what the team is improvement they were looking for or if

trying to accomplish. further work needs to be done.

To serve both purposes, a SMART goal should strike a
balance between being pral:lil:lal and inspirational.

What makes an effective SMART goal?

As noted above, effective SMART goals are specific, measurable, attainable, relevant and fime-bound Below,
we break down what each of those terms means in the context of improvement work.



2
What do | document in Step 27

,Q{ What did you learn about your baseline state while
developing your SMART goal?
- And what factors did you consider when setting your desired state (your
improvement goal)?
N  Reflect on your process for setting a goal. Do you feel
the goal you set was achievable? Did it feel relevant to
all staff?

- If not relevant, how can the team set goals that feel motivating and
relevant to all staff who are affected by the challenge?

17



Step 3: ldentify an improvement strategy

/ Key process: Co-create a strategy
/ Key process: Think through the rationale for your strategy

Step 3. Identify an improvement strategy

Describe your strategy Click or tap here to enter text.

Describe your rationale for the strategy: Why might this strategy lead to improvements? Click or
tap here to enter text.

9 Need help identifying a strategy? The strateqy development tip sheet describes how
to generate ideas. Click here for more resources on identifying strategies.

Document your insights: Use this space for important notes related to strategy
==+ ) development. For example, did your team develop other promising strategies (in
e addition to your priority strategy) that you might test later?

Click or tap here to enter text.

18



F Step 3: Resource to support your team

CQI Best Practices Series HMIRF

/ Strategy development tip
sheet

- An existing resource that covers
the process of brainstorming
strategies and specifying your
rationale

- Includes useful human-centered
design activities to support strategy
development

Developing effective program improvement strategies

A common approach to addressing a programmatic issue or challenge is to try something and then if it doesn't
work, try something else. Continuous guality improvement (CQl) is a more systematic approach for designing
strategies that are best able to address your improvement goals. In CQI, strategy development is three-pronged:
(1) investigate the problem and identify root causes, (2) consult a range of sources to identify promising
improvement ideas, and (3) specify the rationale for your strategy to ensure it aligns with your theory of
improvement and to set your team up for piloting the strategy. This brief describes how HMRF grantees can
develop improvement strategies and resources to support each step in the process. Please remember to
discuss any proposed changes to your project design or implementation with your Family Assistance Program
Specialist (FPS).

1. Investigate the problem and identify root causes

Often, when a program identifies a problem, staff are identifying a symptom of the problem rather than its cause.
For example, low workshop attendance or difficulty recruiting a population of interest are both symptoms that
flag deeper issues. Root cause analysis is a process to uncover those deeper issues, which is a critical step for
effective strategy development. The key is to ask: Why is our program experiencing low attendance in our
workshop? You can seek to answer that question by talking to staff, partners, and clients and exploring data in
nFORM. Here are some tools to support your investigation and synthesize and prioritize what you leam:

nFORM reports allow your team fo dig into the aggregate performance measures included in the
#J  quarterly reports sent to ACF. For instance, you can examine week-by-week or day-by-day average
: attendance for your workshop to understand when clients begin to drop off, you can also examine
average attendance for a specific population group. nFORM data can provide your team with a more refined
understanding of the “whao, what, and where” related to a challenge. For more information about nFORM reports,
please see Module VIl of the User Manual.

Empathy interviews can help your team understand the experiences of staff, partners, and/or clients
r in relation to the problem you are trying to address. Empathy interviews are unstructured, meaning

most questions are not predetermined and the interviewer engages in free-flowing conversation. For
example, an interviewer could begin with the guestion, "What makes it difficult for you to attend the workshop?”
and then allow the client to direct the conversation from that point. The goal is to encourage storytelling to learn
the in-depth perspectives of those affected by an issue. See page 4 for more information on empathy interviews.

regular time points. For instance, you might administer a two- or three-guestion survey to learn more

about engagement challenges with questions like, "Which parts of the lesson did you find most
engaging today?” Closed-ended response options could include small-group discussion, games or activities,
and role-playing. If you only need a one-time feedback survey, consider adding more questions. See page 5 for
more information on pulse surveys.

D Pulse surveys are a quick way to gather information about an issue from a larger number of clients at

Process maps help your team visualize an organizational process and identify the parts of the process
that aren't working well. For instance, you might map out each step in your enroliment process, as the
client experiences it, to identify bottienecks. See page & for more information on process maps.

[ Fishbone diagrams are useful tools for synthesizing learning gathered through the investigation of
'}' programmatic issues (for example, information on attendance challenges gathered from empathy

19
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What do | document in Step 37

,@J How did you inform the strategy?

- Note it here, so you remember what information sources contributed to the
development process that led you to feel the strategy was promising

Q’\. Was your process inclusive of all key voices?

< - Did staff responsible for implementing the strategy have input? Was there a need
to gather client input?

You mlght generate several ideas in a brainstorming

J.ﬁ session for improvement strategies

- Save unused 1deas 1n case your first idea doesn’t work as you expected and you
come back to try a new strategy

20



Menti: Share with us (Step 3)

/ What do you do with leftover
(promising) strategies that you
don’t move forward with?

- We don’t generate multiple 1deas; we come
up with one and proceed with 1t

- We try them all at the same time!

- We write them down and come back to
them later

- We don’t save them once we’ve committed
to another 1dea

21



Exploring the worksheet:
Step 4, Road testing



Step 4: Create a road test plan

/ Key process: Develop your learning questions
/ Key process: Detail your strategy implementation plan

4. Conduct a road test

Create a road test plan and implement it

What are your learning questions for the road test? Click or tap here to enter text.

When and how will you implement the strategy? Consider staff responsible, training/tools
needed, and key processes. Click or tap here to enter text.

What is your timeline for the road test? When will you start, collect feedback, and complete the
road test? Click or tap here to enter text.

How will you collect feedback during the road test? (Check all that apply)

Staff feedback through: Client feedback through: Others’ feedback:

[ Questionnaire [ Questionnaire Please specify who and how
O Focus group O Focus group

O Interview O Interview

O nFORM O nFORM

O HCD activity? O HCD activity

O Other (please specify) O Other (please specify)

e n B b ok M e SRR ok R e a e AR e e o I s e B e BB B S e ke R B M e At B b BT b e B b A o e aer et
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VStep 4. Resource to support your team

CQIl Best Practices Series

Using learning questions to guide road testing and reflection

[ [ u
L Leaming guestions are an imporant component of a successful S0 road test. Your GO team should develop
e a r n I n g q u e s I o n S I p lzaming quastions when you start planning to test an improvement strategy. This promgpls your feam to
intentionally consider and align on what you need o know about how the strategy works before you test if. Your
lzaming guestions will also inform the data you nesd to collect during the road test. During and after the road
h test, use your leaming questions to make sense of the information you hawve pathered and to develop evidence-
s e e informed next steps. This tip sheet walks through how to develop useful leaming questions to frame road testing
and use them to guide reflection.

What types of questions are appropriate for a road test?

- NeW re Sourc e tO help your te am Leaming questions should focus on the quality and feasibility of implementation and shori-term outcomes. They
are typically related fo fime (how long did it take?), process (how did you do this?), or response (how did you
expenence if7). Leaming guestions can also tie to outputs (did the strategy help staff provide more refemals?),
and short-term cutcomes (were chients satisfiied with the program?). Leaming questions should not focus on

develop Strong leaming que Stions long-ferm outcomes or effectivensss, a5 a road test is not designed to answer causal questions. When

developing leaming questions, CQI teams should consider:

" Uncertainties related to how the strategy will work

to frame your rO ad te St For example, you may be interested in leamning whether clients will engape with 3 new service or

program component, and what factors affecied their participation level.

#4  How staff, clients, and partners experience the strategy
Ensure you are accounting for a range of perspectives. For example, you may be interested in leaming
albout supports staff need to implerment the strategy, 35 well as client and partner satisfaction with the

strategy.

e 9% Contextual factors that might influence implementation

eTe A cstrategy is not implemented in @ vacuurn. Develop questions relsted fo contexdual factors that may help
of hinder implermentation to leam how fo address those factors. For nstance, how did agency keadership
halp or hinder our ability to execute the strategy?

(=1, Assumptions about how the strategy will work Not sure what to ask? To ask quesfions,

'Y Alkey goal of a road test is to understand how your you need a well-defined strategy and a
strateqy works, with 3 focus on strengthening the design Rl lendlnge U= gDl TE L Rl Y
and implementation. Develop questions related to the useful framework for defining a strategy is

rationale for your strategy that you spelled out in section the 4Ps": Ensure you have spelled out the
D2 of the HMRF G plan template. This speaks to how peopie implementing and affected by the

you assume the strategy will work. Use a road testto stralegy, processes and prachices to
explore these assumptions—what outputs or short-term implement the strategy; products, or tools
outcomes are you hoping fo see that will support progress  [ERGRE==IT =Ry =T = ROl )

toward your long-term goals? implementaion; and principles that will

guide proper implementation (2.g.,
What process works well for creating learning coaching must be trauma-informed). Then,
questions? ask questions about those compoments.
: For ex: le, did fraining adequalel
When developing leaming questions, gather input fr_t:-m the CQI p:.!rp:r::_g; o prm;:jna-infumﬂg
team a5 well as relevant staff, such as those who will be coaching?
responsible for implementing the strategy. One way to accomplish




F Step 4: Analyze the road test

/ Key process: Reflect on road test information
/ Key process: Make an evidence-informed decision

Once you're done, analyze road test results

Analyze the road test results: What worked well, what should change? Click or fap here to enter
text.

Decide whether to revise, maintain, or abandon the strategy.
O Revise = Restart Step 4 and revise your plans for road testing the strategy.
O Maintain = Continue to Step 5 to implement the strategy and monitor over time.

O Abandon = Return to Step 3 to identify a new strategy to address the problem.

Need help analyzing road test results and deciding next steps? See the tip sheet
for reflecting on your road test and the decision tree tip sheet for suggestions. Click
here for more resources on planning, conducting, and analyzing results of a road test.

{_"_‘b Document your insights: Use this space to note insights that emerged from the road test.
o) Note any unanticipated or unrelated challenges that you should return to later.
(=}

Click or tap here to enter text.

PRSI RE Y B W TSGR RNY S WAISET S W Rr N AS Sr ey SSr e T W S S TS P ey S S SRR SO N S SN NS P " A S S
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F Step 4. Resources to support your team

/ Learning questions
tip sheet

Return to the learning
questions tip sheet for
guidance on reflection

/ Decision tree tool

A tool to facilitate a nuanced
reflection on the results of
your road test to support
evidence-informed decisions
about next steps

Using a CQ

A decision tree maps out a process for making decisi
your CQI cycle — after the road test (maintain, adapt,
reflection questions to help make evidence-informed

Did the team find that refinements 1o the
strategy are neaded?

:

Did the team gather encugh feedback during the
r0ad fest from hose implementing or affected by [—
the strategy?

?

Did the team cbserve progress on its SMART
goal after mantaining the strategy and moritoring
progress over fime?

!o? Contextual factors that might influence implementation
eTe A strategy is not implemented in a vacuum. Develop questions related to contextual factors that may help
or hinder implementation to leam how to address those factors. For instance, how did agency leadership
help or hinder our ability to execute the strategy?
=\ Assumptions about how the strategy will work Not sure what to ask? To ask questions,
" Akey goal of a road test is to understand how your you need a well-defined strategy and a
strategy works, with a focus on strengthening the design Rl ERPUEEE SLITAEL R T LY
and implementation. Develop questions related to the useful framework for defining a strategy is

rationale for your strategy that you spelled out in section the 4Ps': Ensure you have spelled out the
D2 of the HMRF CQ plan template. This speaks to how people implementing and affected by the
you assume the strategy will work. Use a road test to strategy. processes and practices to
explore these assumpbons—what outputs or short-term implement the strategy. products, or tools
outcomes are you hoping to see that will support progress  [ER RN 10 1 R LRSSy
toward your long-term goals? mplementation; and principles that will
guide proper implementation (e.g.,
What process works well for creating learning coaching must be trauma-informed). Then,
questions? fk quesbons about tho_se_ components.
When developing leaming questions, gather input from the CQI ) examph;. &id o traning WEN
: prepare staff to provide trauma-informed
team as well as relevant staff, such as those who will be coaching?
responsible for implementing the strategy. One way to accomplish
this is to give staff 3-5 minutes to brainstorm questions on sticky

| notes, then cluster and refine questions. Ensure questions are exploratory, feasible to answer with existing data

or new data collection efforts, and useful for informing next steps.
After the road test: Reflecting on learning

Use your learning questions as a guide for reflecting on the road test

Your learning questions spell out what you hope to leam in a test. But be open to other unexpected insights that
may emerge through your road test Gather your CQH team (and other staff involved in the road test, as relevant)
to review your road test data and engage in collaborative sense-making. Start with a high-level reflection of what
happened:

What seems to have worked consistently well and not so well? What was inconsistent?
O Think about your learning questions related to implementation of the strategy. For example,
=~/ maybe at the start. you were interested in whether staff would have time to implement the strategy. If
staff share that they struggled to find the time to implement the strategy, ask for suggestions for how to
support them better.

;i.: 5 Consider opportunities to adjust your strategy. How might we build on and use our strengths
UEE  (aspects that have worked well)? How might we address or resolve the challenges that arose (aspects
that have not worked well)?

¢ Keep in mind that the strategy may not have worked the same way for all users (e.g.. staff or

s clients). Examine findings by subgroups, if possible. For instance, if you administered a feedback survey
to clients to understand their satisfaction with the program’s new incentive structure, examine results by
employed and unemployed clients — were both groups equally able to take advantage of the incentives?

What, if anything, was surprising. given expectations about how the new strategy would work?

© Your assumptions about how the strategy would work are likely reflected in your rationale for the
2 strategy. Return to your strategy rationale in secion D2 of the HMRF CQI plan template. Does the
strategy appear to be working that way? If you expacted your improvement strategy would make it easier

26
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What do | document for Step 47

.07

Road tests often produce many insights related to your
challenge

- Even 1f your staff provides feedback in an ongoing way during testing, ensure
you reflect on feedback and capture lessons learned at the end of the road test

- Note insights about what works, implementation challenges that get in the way,
and solutions for overcoming challenges

Maintain focus on your current challenge; when other
iIssues arise, document them on your worksheet

Reflect on how the road test went. Did you hear from
everyone?
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Menti: Share with us (Step 4)

/ How well does your team
document your CQl plans,
progress, and lessons
learned?
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Exploring the worksheet:
Step 5, Monitoring improvement




F Step 5: Monitoring improvement over time

/ Key process: Develop a monitoring plan

5. Implement the strategy and monitor and analyze improvement

What is your implementation plan? Click or tap here to enter fext.

How frequently will you monitor your strategy, and until what point? (e.g. “monthly for 3 months”)
Click or tap here to enter text.

Who is responsible for monitoring progress? Click or tap here to enter text.

Did you make progress toward your SMART goal? Click or tap here to enter text.
0 Need additional resources? Click here for resources on monitoring progress.

Document your insights: Did this CQI effort change your ongoing program
==+ )} monitoring processes? For example, if you were not already monitoring your SMART
Og- goal, will you incorporate it into your routine monitoring process?

Click or tap here to enter text.
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Step 5: Resource to support your team

F What should you monitor to assess a strategy
i ft d testing?
/ June 2022 CQl office after road testing

/ Comprehensive monitoring

hourS seSSiOn on involves understanding multiple
monitoring aspects over time

- Outcome measures: Are you making
progress on your SMART goal?

Is the
strategy a

- Process measures: Are staff continuing to
imnlement the strateov as intended?

F What makes an improvement?

You might hope to see this ... But instead, you see this ...

Enrollments from direct outreach Enrollments from direct outreach
activities activities

Nov-21 Dec-21 Jan-22 Feb-22 Mar-22 Apr-22  May-22 Nov-21 Dec-21 Jan-22 Feb-22 Mar-22 Apr-22 May-22
w@ulnollments s fedian w@=irollments =@ fedian

31



2
What do | document for Step 57

g:; Reflect on your program monitoring. Do you need to
change what you monitor in an ongoing way?

- Will you monitor progress on your SMART goal just for the duration of
the cycle or add it to the list of metrics you keep tabs on?
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Exploring the worksheet:
Steps 6-7, Next steps



F Steps 6-7: Communication and next steps

/ Key process: Develop a communication plan

/ Key process: Plan for scaling and sustainability

6. Interpret data and communicate results

With your CQI team, review your data and decide on key summary findings for each learning
question you identified in Step 4. Also consider progress made on your SMART goal. Begin
each statement with the phrase: We learned that...

e We learned that: Click or tap here to ente

e We learned that: Click or tap here to ente
e We learned that: Click or tap here to ent¢

Describe how the CQI team will communicat
obtaining feedback on issues to address, inf
Click or tap here to enter text.

Need help with your communicat
improvement efforts describes com

Click here for other resources on int

S b Sl . B, St I BB 8 et

R

7. Plan next steps

Consider next steps based on your findings in Step 6. If you do not see progress on your
SMART goal, will you revise or abandon your strategy? If your strategy has not been
implemented program-wide, will you scale-up the strategy, and if so, how and when? If you are
not ready to scale-up, what next steps will your program take towards improvement? Click or
tap here to enter text.

Need help deciding? See the decision tree tip sheet, or click here for additional
Q resources.

0 Document your insights: Use this space to note key insights related to your strategy
o., and your decision whether to continue it, revise it, expand it, or abandon it.

Click or tap here to enter text.

et y ppenih s et g Bnnn B ol o B b il B e it e A e ol a el Bl el ol b B e b et o e BB e ol A e g )
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/ Scaling and sustainability
tip sheet

- An existing tip sheet that covers
considerations for scaling and
sustaining a strategy, including
formalizing the strategy and making
a plan to support sustainability

/ Decision tree resource

- Return to the decision tree to
consider final steps after monitoring

teps 6-7: Resources to support your team

CQIl Best Practices Series

Scaling and sustaining improvement efforts

When road testing is done and the CQI team has monitored outcomes, the CQI cycle is nearly complete. If the
strategy is deemed a success—in other words, the test supports positive progress toward goals—teams should
plan for how to scale a strategy more broadly (if applicable) and sustain the practice long-term. This tip sheet

presents three steps and guiding questions your team can use to support

successful scaling and sustaining of an improvement strategy. 2 o Dl o

When scaling and sustaining changes, these steps will help your team to
distill what you learned from testing into a cohesive message and
approach to support positive outcomes and a new way of working.

= Raflect on learning. Your CQI team had reflection points after the
road test and may have checked in on what you were seeing
throughout the monitoring phase. To help your team think more
broadly about what you leamed, your team should reflect across all
steps in the CQl cycle and consider the most important points to
communicate to others in your program whe haven't been involved.
(See August 2022 Office Hours presentation for more information. )

= Formalize the strategy. As you reflect, you should develop an
implementation guide to document the steps of the strategy, what
you leamed about how to implement it well, and what parts of the
strategy are core to its success. Describe what you found to be
essential to maintain or flexible to change to help others replicate
the strategy in their own context. This is also an opportunity for staff who were involved with testing to
share their own tips for achieving success in implementing the strategy.

= Make a tangible plan. Scaling and sustaining improvement strategies does not happen organically,
rather, scaling and sustaining require proactive planning. Consider what your team will do to transfer
ownership of the strategy to other staff, communicate about the value of the strategy, hardwire the
change to make it easy to implement; and reduce obstacles, such as workload challenges.

®"  Reflect on learning

An important step when concluding a CQl cycle is to reflect on what the CQl team leamed throughout the
process. For instance, what did the team learn about the specific challenge and its root causes? What insights
came out of the road test? Did data demonstrate success in the monitoring phase? Gather your CQl team to
reflect on:

=  Why did we originally start this improvement effort? What were we trying to improve?
= 'What did we learn about the problem?

= What did we predict would happen as a result of implementing the strategy? What, if any,
assumptions were challenged or confirmed through testing the strategy?
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What do | document for Steps 6-77?

,Q;’ Reflect on the cycle. Note any final insights that
emerged later in the cycle.

g’\; Did any lessons emerge about how to successfully
“ scale strategies or ensure their sustainability long

term?

- What might you do differently next time to ensure more success in
scaling or sustaining your strategy?
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Menti: Share with us (Steps 6-7)

/ What is the most challenging
part of CQl for your team?
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Announcements

/ Next office hours is on May 23, 2-3pm ET

/ New date for June office hours! Tuesday, June 20 to accommodate
regional roundtable schedule

/ For more resources:

- The HMRF Grantee Resources site (https://hmrfgrantresources.info/continuous-quality-
improvement) contains CQI template, instructions, office hours slides, tip sheets, and other CQI
resources
o New tool: CQI worksheet
o New tip sheets:

- Developing a problem statement
- Using a CQI decision tree to make evidence-informed decisions
- Using learning questions to guide road testing and reflection

/ Submit questions to hmrfcqi@mathematica-mpr.com
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Thank you!
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		57		38		Tags->37->1->2->1->1->0->1->1->1,Tags->37->1->3->1->1->1		Section C: PDFs containing Links		C2. Distinguishable Links		Passed		Is this link distinguished by a method other than color?		Verification result set by user.

		58		38		Tags->37->1->2->1->1->0->1->1		Section C: PDFs containing Links		C3. Understandable Links		Passed		Please verify that Alt of "HMRF: Continuous Quality Improvement Resources" is appropriate for the highlighted element.		Verification result set by user.

		59		38		Tags->37->1->2->1->1->0->1->1->1		Section C: PDFs containing Links		C3. Understandable Links		Passed		Please verify that Contents of "HMRF: Continuous Quality Improvement Resources" is appropriate for the highlighted element.		Verification result set by user.

		60		38		Tags->37->1->3->1->1		Section C: PDFs containing Links		C3. Understandable Links		Passed		Please verify that Alt of "HMRF CQI feedback email address." is appropriate for the highlighted element.		Verification result set by user.

		61		38		Tags->37->1->3->1->1->1		Section C: PDFs containing Links		C3. Understandable Links		Passed		Please verify that Contents of "HMRF CQI feedback email address." is appropriate for the highlighted element.		Verification result set by user.

		62						Section D: PDFs containing Images		D1. Images in Figures		Passed		Paths, XObjects, Form XObjects and Shadings are included in Figures, Formula or Artifacted.		

		63		1		Tags->0->3		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Healthy Marriage & Responsible Fatherhood (HMRF) logo." is appropriate for the highlighted element.		Verification result set by user.

		64		1		Tags->0->4		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Office of Planning, Research, and Evaluation (OPRE) logo." is appropriate for the highlighted element.		Verification result set by user.

		65		1		Tags->0->5		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Office of Family Assistance logo with tagline An Office of the Administration for Children & Families." is appropriate for the highlighted element.		Verification result set by user.

		66		1		Tags->0->6		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Build logo with tagline Building Usage, Improvement, & Learning with Data in HMRF Programs." is appropriate for the highlighted element.		Verification result set by user.

		67		2		Tags->1->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "This screenshot illustrates how to use the chat to participate, indicating how to toggle the chat and how to pick respondents. " is appropriate for the highlighted element.		Verification result set by user.

		68		3		Tags->2->3		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "This icon shows a person rushing against a clock. It is being used to illustrate the concept of rushing through a CQI cycle without pausing to reflect." is appropriate for the highlighted element.		Verification result set by user.

		69		6		Tags->5->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the new CQI plan worksheet, a streamlined version of a longer CQI plan template used by HMRF grantees." is appropriate for the highlighted element.		Verification result set by user.

		70		8		Tags->7->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the worksheet focusing on step 1 of the CQI process (identify an area to improve). It highlights the resources that are linked in the worksheet." is appropriate for the highlighted element.		Verification result set by user.

		71		9		Tags->8->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the worksheet focusing on step 1 of the CQI process (identify an area to improve). It highlights the built-in reflection box. " is appropriate for the highlighted element.		Verification result set by user.

		72		10,20,27		Tags->9->1,Tags->19->1,Tags->26->1		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A magnifying glass icon used to indicate opportunities to use the box to document insights from the current CQI cycle." is appropriate for the highlighted element.		Verification result set by user.

		73		10,14,20,27		Tags->9->4,Tags->13->4,Tags->19->7,Tags->26->4		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A parked car icon used to indicate opportunities to use the box to document issues or insights not related to the current cycle to save for later." is appropriate for the highlighted element.		Verification result set by user.

		74		10,17,20,27,32,36		Tags->9->7,Tags->16->4,Tags->19->4,Tags->26->6,Tags->31->1,Tags->35->3		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A cycle icon used to indicate opportunities to use the box to document CQI process reflections, or how to improve CQI processes." is appropriate for the highlighted element.		Verification result set by user.

		75		12		Tags->11->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the worksheet focusing on step 1 of the CQI process (identify an area to improve)." is appropriate for the highlighted element.		Verification result set by user.

		76		13		Tags->12->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Two screenshots show two tip sheets on HMRF Resources focusing on developing a problem statement and identifying root causes." is appropriate for the highlighted element.		Verification result set by user.

		77		14,17,36		Tags->13->1,Tags->16->1,Tags->35->1		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A magnifying glass icon used to indicate opportunities to use the box to document insights from the current CQI cycle. " is appropriate for the highlighted element.		Verification result set by user.

		78		15		Tags->14->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the worksheet focusing on step 2 of the CQI process (define what success looks like)." is appropriate for the highlighted element.		Verification result set by user.

		79		16		Tags->15->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of a tip sheet on HMRF Resources focusing on developing SMART goals. " is appropriate for the highlighted element.		Verification result set by user.

		80		18		Tags->17->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the worksheet focusing on step 3 of the CQI process (identify an improvement strategy)." is appropriate for the highlighted element.		Verification result set by user.

		81		19		Tags->18->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of a tip sheet on HMRF Resources focusing on developing improvement strategies." is appropriate for the highlighted element.		Verification result set by user.

		82		23		Tags->22->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the worksheet focusing on the first part of step 4 of the CQI process (planning for a road test)." is appropriate for the highlighted element.		Verification result set by user.

		83		24		Tags->23->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of a tip sheet on HMRF Resources focusing on developing and using learning questions." is appropriate for the highlighted element.		Verification result set by user.

		84		25		Tags->24->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the worksheet focusing on the second part of step 4 of the CQI process (analyzing road test data). " is appropriate for the highlighted element.		Verification result set by user.

		85		26		Tags->25->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Two screenshots of tip sheets on HMRF Resources focused on developing and using learning questions and a decision tree to guide next steps. " is appropriate for the highlighted element.		Verification result set by user.

		86		30		Tags->29->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the worksheet focusing on the first part of step 5 of the CQI process (monitoring improvement over time). " is appropriate for the highlighted element.		Verification result set by user.

		87		31		Tags->30->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Two screenshots of slides from a June 2022 office hours focused on monitoring improvement. The slide deck for the office hours is on HMRF Resources." is appropriate for the highlighted element.		Verification result set by user.

		88		34		Tags->33->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Two screenshots show step 6 and step 7 of the CQI worksheet. These related steps focus on communicating about the CQI effort and planning next steps. " is appropriate for the highlighted element.		Verification result set by user.

		89		35		Tags->34->2		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of a tip sheet on HMRF Resources focused on scaling and sustaining improvement efforts. " is appropriate for the highlighted element.		Verification result set by user.

		90						Section D: PDFs containing Images		D3. Decorative Images		Passed		Paths, XObjects, Form XObjects and Shadings are included in Figures, Formula or Artifacted.		

		91		1,2,3,6,8,9,10,12,13,14,15,16,17,18,19,20,23,24,25,26,27,30,31,32,34,35,36		Tags->0->3,Tags->0->4,Tags->0->5,Tags->0->6,Tags->1->2,Tags->2->3,Tags->5->2,Tags->7->2,Tags->8->2,Tags->9->1,Tags->9->4,Tags->9->7,Tags->11->2,Tags->12->2,Tags->13->1,Tags->13->4,Tags->14->2,Tags->15->2,Tags->16->1,Tags->16->4,Tags->17->2,Tags->18->2,Tags->19->1,Tags->19->4,Tags->19->7,Tags->22->2,Tags->23->2,Tags->24->2,Tags->25->2,Tags->26->1,Tags->26->4,Tags->26->6,Tags->29->2,Tags->30->2,Tags->31->1,Tags->33->2,Tags->34->2,Tags->35->1,Tags->35->3		Section D: PDFs containing Images		D4. Complex Images		Passed		Do complex images have an alternate accessible means of understanding?		Verification result set by user.

		92		1,2,3,6,8,9,10,12,13,14,15,16,17,18,19,20,23,24,25,26,27,30,31,34,35,36		Tags->0->3->0,Tags->0->4->0,Tags->0->5->0,Tags->0->6->0,Tags->1->2->0,Tags->2->3->0,Tags->5->2->0,Tags->5->2->1,Tags->7->2->0,Tags->7->2->1,Tags->8->2->0,Tags->8->2->1,Tags->9->1->0,Tags->9->4->0,Tags->11->2->0,Tags->11->2->1,Tags->12->2->0,Tags->13->1->0,Tags->13->4->0,Tags->14->2->0,Tags->15->2->0,Tags->16->1->0,Tags->17->2->0,Tags->17->2->1,Tags->18->2->0,Tags->18->2->1,Tags->19->1->0,Tags->19->7->0,Tags->22->2->0,Tags->23->2->0,Tags->23->2->1,Tags->24->2->0,Tags->25->2->0,Tags->26->1->0,Tags->26->4->0,Tags->29->2->0,Tags->30->2->0,Tags->33->2->0,Tags->34->2->0,Tags->34->2->1,Tags->35->1->0		Section D: PDFs containing Images		D5. Images of text		Passed		Is this image an image of text? Fail if yes, Pass if no.		Verification result set by user.

		93		1		Tags->0->3		Section D: PDFs containing Images		D6. Grouped Images		Passed		Figures that may posses semantic value only if grouped together have been detected. Please ensure that they are tagged correctly under one Figure tag		Verification result set by user.

		94						Section F: PDFs containing Lists		F1. List tags		Passed		All List elements passed.		

		95		2,4,6,7,8,9,10,12,13,14,15,16,17,18,19,20,21,23,24,25,26,27,28,30,31,32,34,35,36,37,38		Tags->1->1,Tags->3->1,Tags->3->1->1->1->1,Tags->5->1,Tags->5->1->2->1->1,Tags->6->1,Tags->6->1->0->1->1,Tags->6->1->1->1->1,Tags->7->1,Tags->7->1->0->1->1,Tags->8->1,Tags->8->1->0->1->1,Tags->9->3,Tags->9->6,Tags->9->9,Tags->11->1,Tags->12->1,Tags->12->1->0->1->1,Tags->12->1->1->1->1,Tags->13->3,Tags->13->6,Tags->14->1,Tags->15->1,Tags->15->1->0->1->1,Tags->16->3,Tags->16->6,Tags->17->1,Tags->18->1,Tags->18->1->0->1->1,Tags->19->3,Tags->19->6,Tags->19->9,Tags->20->1,Tags->20->1->0->1->1,Tags->22->1,Tags->23->1,Tags->23->1->0->1->1,Tags->24->1,Tags->25->1,Tags->25->1->0->1->1,Tags->25->1->1->1->1,Tags->26->3,Tags->27->1,Tags->29->1,Tags->30->1,Tags->31->3,Tags->33->1,Tags->34->1,Tags->34->1->0->1->1,Tags->34->1->1->1->1,Tags->35->5,Tags->36->1,Tags->37->1,Tags->37->1->2->1->1,Tags->37->1->2->1->1->0->1->3,Tags->37->1->2->1->1->0->1->3->1->1->1		Section F: PDFs containing Lists		F2. List items vs. visual layout		Passed		Does the number of items in the tag structure match the number of items in the visual list?		Verification result set by user.

		96		2,4,6,7,8,9,10,12,13,14,15,16,17,18,19,20,21,23,24,25,26,27,28,30,31,32,34,35,36,37,38		Tags->1->1,Tags->3->1->1->1->1,Tags->5->1->2->1->1,Tags->6->1->0->1->1,Tags->6->1->1->1->1,Tags->7->1->0->1->1,Tags->8->1->0->1->1,Tags->9->3,Tags->9->6,Tags->9->9,Tags->11->1,Tags->12->1->0->1->1,Tags->12->1->1->1->1,Tags->13->3,Tags->13->6,Tags->14->1,Tags->15->1->0->1->1,Tags->16->3,Tags->16->6,Tags->17->1,Tags->18->1->0->1->1,Tags->19->3,Tags->19->6,Tags->19->9,Tags->20->1->0->1->1,Tags->22->1,Tags->23->1->0->1->1,Tags->24->1,Tags->25->1->0->1->1,Tags->25->1->1->1->1,Tags->26->3,Tags->27->1,Tags->29->1,Tags->30->1,Tags->31->3,Tags->33->1,Tags->34->1->0->1->1,Tags->34->1->1->1->1,Tags->35->5,Tags->36->1,Tags->37->1->2->1->1->0->1->3->1->1->1		Section F: PDFs containing Lists		F3. Nested lists		Passed		Please confirm that this list does not contain any nested lists		Verification result set by user.

		97						Section G: PDFs containing Headings		G1. Visual Headings in Heading tags		Passed		All Visual Headings are tagged as Headings.		

		98						Section G: PDFs containing Headings		G2. Heading levels skipping		Passed		All Headings are nested correctly		

		99						Section G: PDFs containing Headings		G3 & G4. Headings mark section of contents		Passed		Is the highlighted heading tag used on text that defines a section of content and if so, does the Heading text accurately describe the sectional content?		Verification result set by user.

		100						Section H: PDFs containing Forms		H5. Tab order		Passed		All pages that contain annotations have tabbing order set to follow the logical structure.		

		101						Section I: PDFs containing other common elements		I3. Language for words and phrases		Passed		All words were found in their corresponding language's dictionary		

		102						Section I: PDFs containing other common elements		I4. Table of Contents		Passed		No Table of Contents (TOCs) were detected in this document.		Verification result set by user.

		103						Section A: All PDFs		A5. Is the document free from content that flashes more than 3 times per second?		Not Applicable		No elements that could cause flicker were detected in this document.		

		104						Section D: PDFs containing Images		D2. Figures Alternative text		Not Applicable		No Formula tags were detected in this document.		

		105						Section E: PDFs containing Tables		E1. Table tags		Not Applicable		No tables were detected in this document.		

		106						Section E: PDFs containing Tables		E2. Table structure vs. visual layout		Not Applicable		No tables were detected in this document.		

		107						Section E: PDFs containing Tables		E3. Table cells types		Not Applicable		No tables were detected in this document		

		108						Section E: PDFs containing Tables		E4. Empty header cells		Not Applicable		No table header cells were detected in this document.		

		109						Section E: PDFs containing Tables		E5. Merged Cells		Not Applicable		No tables were detected in this document.		

		110						Section E: PDFs containing Tables		E6. Header scope		Not Applicable		No simple tables were detected in this document.		

		111						Section E: PDFs containing Tables		E7. Headers/IDs		Not Applicable		No complex tables were detected in this document.		

		112						Section H: PDFs containing Forms		H1. Tagged forms		Not Applicable		No Form Annotations were detected in this document.		

		113						Section H: PDFs containing Forms		H2. Forms tooltips		Not Applicable		No form fields were detected in this document.		

		114						Section H: PDFs containing Forms		H3. Tooltips contain requirements		Not Applicable		No Form Annotations were detected in this document.		

		115						Section H: PDFs containing Forms		H4. Required fields		Not Applicable		No Form Fields were detected in this document.		

		116						Section I: PDFs containing other common elements		I1. Nonstandard glyphs		Not Applicable		No special glyphs detected		

		117						Section I: PDFs containing other common elements		I2. OCR text		Not Applicable		No raster-based images were detected in this document.		

		118						Section I: PDFs containing other common elements		I5. TOC links		Not Applicable		No Table of Contents (TOCs) were detected in this document.		

		119						Section I: PDFs containing other common elements		I6. References and Notes		Not Applicable		No internal links were detected in this document		








    



    WCAG 2.1



    

        

            

                		Index

                		Checkpoint

                		Status

                		Reason

                		Comments

            



        

    







  

Checkpoint Description:





  

  

    		Checkpoint Name 

    		Checkpoint Description



	





