

QDF Phase 1 - Tool 1: 
Check-up for the entry into the quality development process
The core of QDF Phase 1 is to agree on the upcoming quality development process, to include different perspectives on quality development, to provide resources and to create transparent working structures. By fulfilling these requirements, it is possible to create stable framework conditions that enable all members of the organisation to get involved in the upcoming changes and to participate in the design.
The following list ("check-up") can serve as a self-check at the end of phase 1 before starting the quality work in the following phases. The questions relate to the most important aspects when entering the quality development process.
· Are the tasks of the quality officer/quality group clearly defined?
· Do all participants have the necessary information about the QDF and the Quality Standards as a basis for the quality development process?
· Is the objective which the organisation pursues with the introduction and use of the QDF and the Quality Standards clear to all participants?
· Is the management of the organisation supporting the quality development concept and the introduction of the QDF and the Quality Standards?
· Is the quality officer(s)/quality group appointed?
· Are the information and decision paths for quality work agreed and transparent?
· Has it been decided which material and human resources are available for the quality development process? 
· Have the (different) expectations of the affected organisation members regarding the quality development process been carved out?
· Is a kick-off event (kick-off, constituent meeting) planned and carried out?
· Are all organisation members (including those not directly involved) informed about the start of the quality development process?



Phase 1 QDF-Tool 2: Questionnaire „Resources and Expectations“
1. What do we expect from the results of the quality development process?


2. What is important to us considering the co-operation in the quality development process?



3. What previous experience do we have that could be relevant to the quality development process?


4. Which roles should be given to participants in the quality development process / during the quality work? (e.g. quality officer, working group)



5. Which time resources can be invested?


6. Comments
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QDF Phase 2 – Tool: Checklist for Status-Quo Analysis
	
Name/Description of standard/ indicator
	Relevance
	1. How do you implement the indicator in your organisation?
	2. How do you prove the implementation?
	3. What is the result of the implementation? 
	Need for action
	What does that mean? What consequences do you want to draw from the result? Note first ideas, comments.

	Number/
Acronym	Standard

	
	Standard A
	
high
	
	
	
	

high
	

	
	
	□
	
	
	
	□
	

	
	
	middle
	
	
	
	middle
	

	
	
	□
	
	
	
	□
	

	
	
	low
	
	
	
	low
	

	
	
	□
	
	
	
	□
	

	
	Standard B
	
high
	
	
	
	

high
	

	
	
	□
	
	
	
	□
	

	
	
	middle
	
	
	
	middle
	

	
	
	□
	
	
	
	□
	

	
	
	low
	
	
	
	low
	

	
	
	□
	
	
	
	□
	




QDF Phase 3 – Tools 1 and 2: 
Exemplary Methods for Prioritisation 
1. Rating Matrix:
This method can be used by both individuals and groups to compare multiple questions and their associated assessments. Again, a positive effect is that it is not an exclusion procedure, but the participants can give a differentiated evaluation, the result of which can be used for decision making.
· Material: Flipchart or pinboard and posters with Metaplan cards and pens are required.
· Implementation: As an introduction, decision criteria are formulated for which the evaluation is to take place (e.g. based on the decision questions from the tip” Setting priorities”). The evaluation matrix is then created as a chart. The decision criteria are transferred horizontally as column headings. The number of columns depends on thenumber of criteria to be voted on - plus one column to display the results. The quality standards / fields of action from the overview of the results of the inventory are entered vertically in each row.
All participants tick the criteria they agree with. It makes sense to specify how votes are to be cast. For example, whether each participant can cast one vote for each quality standard / field of action and criterion, or whether as many freely distributable votes are available for each quality standard / field of action as there are voting criteria. The last column in the table serves to count the answers and leads to a ranking order, which is the basis for the decision (prioritisation). For evaluation purposes, the questions mentioned in the point queries can also be discussed here at the end.
Example Rating Matrix:
	I regard the improvement of this Quality Standard / this action field as...
	…important
	…effective
	…easily done
	…
	Result / Overall Score

	(standard / action field A)
	xx
	x
	x
	
	4

	(standard / action field B)
	x
	xxx
	xx
	
	6

	(standard / action field C)
	x
	xx
	
	
	3

	…

	…
	…
	…
	…
	…







QDF Phase 3 – Tool 3
Target Determination and Concretion – SMART-Criteria
	No. / Result Target
	Setting priorities: 
To which Standards / fields of action do we refer?
	Key Objectives: 
What do we want to achieve?
	Sub goals: 
How is the key objective made concrete?
	Result targets (success criteria): How will we recognize that we have achieved our objective?
	Activities: 
How, in what way and when will we achieve our objective? (see Tool “Implementation plan” for details)

	1
	….


	
	
	
	

	2
	….


	
	
	
	

	3
	…


	
	
	
	

	4
	….


	
	
	
	

	N …
	…


	
	
	
	







QDF Phase 3 Tool 5: 
Exemplary approach to Supportive and Impeding Influencing Factors
Influencing factors may come from the content, financial, motivational level or from 
individuals resp. their attitudes or opinions.

supportive factors 				impeding factors
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QDF Phase 3 – Tool 6
Description of Objectives and Activities 
Key objective:



Sub goal: How is the key objective concretised?



Result targets (success criteria): How and when will we recognize that we have achieved our objective? 



Activities: How, by what means and when will we achieve our objective? (see Tool „Implementation Plan“ for details)



[image: ]SummaryImmediate activities / Existing projects & initiatives or campaigns

Challenges / Options for action


	
	

	
	

	
	

	
	

	
	






QDF Phase 4 – Tool 1
Template for an Implementation and Monitoring Plan
	Nr.
	Category of Quality Standard/ 
Project name of the quality development activity
	Responsibility
	Beginning
	End
	Current Status
	Progress
	Last Update

	1.
	Transversal, client-centered Quality Standard 
	
	
	
	
	
	

	2.
	Guidance Process-Related Quality Standard
	
	
	
	
	
	

	3.
	Quality Standard on Practitioner Competence and Professionalism 
	
	
	
	
	
	

	4.
	Organisational Quality Standard
	
	
	
	
	
	

	5.
	Quality Standards referring to Societal Context and Objectives

	
	
	
	
	
	






QDF Phase 5-Tool 1: 
Evaluation of the Target Achievement 

	Evaluation Criteria
	To what extent has the target been achieved?
	How well has the implementation been designed to achieve the target? 

	1. 
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	2.  
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	3. 
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	4. 
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	5. 
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QDF Phase 6 Tool 1
Outcomes from the Quality Development Process  

1. How and by what means have changes been achieved in the past process? Which paths were particularly helpful?
2. Which supportive or impeding influencing factors were important for the change process?
3. How did the organisational development process affect the activities in the organisation (e.g. cooperation, communication)?
4. How did the process affect the knowledge about the design of the organisation and the guidance offers (e.g. are there individual events, results or newly developed routines that express such an increase in knowledge, have the attitudes of the employees changed)?
5. How did the process have an effect on the emotional aspects in the organisation (e.g. mood, atmosphere)?
6. Are there any changes that are not recognizable at first glance or that were not intended?
7. Can consequences for the future work on the quality of the organisation and the offers be derived from these experiences?
8. [bookmark: _GoBack]Are there any ideas or considerations as to how the changes achieved could be transferred to other topics?
9. Can concrete topics already be named that are to be worked on next?
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