PQCR Timeline Matrix

This timeline matrix is to be used by the Host County Planning team to execute the necessary steps to plan the PQCR process.  It is intended to be used as a guide and should be modified to meet the Host County’s need.  Each component has target dates of when it is suggested to begin the work and when it should be completed.  The status/comments section should be used to track responsibility and to note when a particular component or task has been completed.  

	A. Pre-Planning/General Preparation 
This Pre-Planning Preparation should commence six months prior to the PQCR and be completed within a two-month period.

	Item
	Component
	Target Dates
	Status/Comments

	                                                    
	
	Begin within:
	Completed by:
	

	A1
	Contact CDSS Representative to consult about PQCR area of focus
	
	
	

	A2
	Select PQCR Administrator and Planning Committee Internal Co-chair
	
	
	

	A3
	Establish the PQCR Planning Committee (Contact RTA for their participation; determine if consultants will be contracted.)
	
	
	

	A4
	Review outcome data and previous CSA, SIP to assist in determining focus for review
	
	
	

	A5
	Determine focus area for review and confirm with CDSS (Complete Focus Area Chart.)
	
	
	

	A6
	Determine PQCR Event Week dates
	
	
	

	A7
	Extend invitations to other counties to participate in the planning and/ or interview processes
	
	
	

	A8
	Determine whether or not host county staff will participate in review teams
	
	
	

	A9
	Identify host county staff to participate if they will be participating in review teams
	
	
	

	A10
	Begin to conduct countywide information sharing regarding PQCR process and dates
	
	
	


	B. Planning the PQCR

	Item
	Component
	Target Dates
	Status/Comments

	
	
	Begin within:
	Completed by:
	

	B1
	Schedule and convene regular bi-monthly Planning Committee meetings
(However, within two months of the PQCR Event Week meetings should be held weekly.)
	
	
	

	B2
	Decide on Review site location(s)
	
	
	

	B3
	Schedule:

· Review room(s)

· Orientation/ training room(s)

· Debrief/ Exit interview room(s)
	
	
	

	B4
	Determine PQCR events:

Orientation?

Pre-Briefing?

Mock Interviews?

Reflections Session?
	
	
	

	B5
	Workgroup develops & sends out invitations for Review Team 
	
	
	

	B6
	To assist in smooth planning, the Co-Chairs will agree on the following areas at least 45 days prior to the PQCR.  At that time, all major issues related to these areas are expected to have been identified and resolved, and the PQCR is to be implemented based on these agreements. 

· Focus area

· Case selection methodology

· Makeup of the Interview Teams

· Peer counties invited

· Focus Group composition and Identification of Focus Group Facilitators

· Roles of Co-Chairs and Planning Team staff during the PQCR Event Week


	
	
	

	B7
	Confirm participation on Review Teams
	
	
	

	B8
	Arrange facilitator for

· Orientation/ training
· (Day 1)
· Exit interview (Day 5)
	
	
	

	B9
	Determine which PQCR tools should be used and modify to fit with focus area
	
	
	

	B10
	Generate list of potential sampling cases meeting stated criteria
	
	
	

	B11
	Determine scope of Focus Groups and develop interview tool
	
	
	

	B12
	Identify participants to be interviewed

-    social workers

· supervisors

· alternate cases and workers to be available as needed
	
	
	

	B13
	Provide training to host county staff participants
	
	
	

	B14
	Send  letters to PQCR participants:

· social workers

· supervisors

· reviewers

· support staff
	
	
	

	B15
	With Facilitators, finalize Agenda for Orientation/Training (Day 1)
	
	
	

	B16
	Develop and provide communication to all CWS staff
	
	
	

	B17
	Schedule dates and location for Focus Groups.
	
	
	

	B18
	Invite participants to Focus Groups.
	
	
	

	B19
	Develop Review Teams’ daily schedule to include:

· Reviews

· Room locations
	
	
	

	B20
	Assign:

· reviewers to teams

· teams to sites

· cases to teams
	
	
	

	B21
	Coordinate scheduling of interviews at Review site


	
	
	

	B22
	Develop Debrief process:

· design Debrief guide
· determine how teams debrief with Co-chairs at end of each Review day
· Schedule each team’s report time
	
	
	

	B23
	Select a post review “Process Review Meeting” to evaluate the county’s experience with the PQCR process and collect recommendations for future reviewers
	
	
	

	B24
	Pull cases before the interview or copy designated case documents
	
	
	

	B25
	Develop Review Team packets for Orientation/Training 


	
	
	


	C. Post Implementation Activities

	Item
	Component
	Target Dates
	Status/Comments

	
	
	Completed:
	
	

	C1
	Prepare and complete draft PQCR Report to submit to Exec Team
	
	
	

	C2
	Submit draft Report to CDSS 
	
	
	

	C3
	Complete revisions
	
	
	

	C4
	Host PQCR Reflections Session and discuss “Lessons Learned”
	
	
	

	C5
	Submit Final Report to CDSS
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