TIMEline for performance standards

Project manager_____________________________________________  Practice name 


	Task description
	16-week 
suggested time frame
	Actual start date
	Target completion date
	Actual completion date
	Person responsible for task completion

	Determine appropriate project manager (management staff or consultant/HR specialist)
	Week 1 


	
	
	
	

	Select project manager
	Weeks 3-5


	
	
	
	

	Prepare for and hold initial staff meeting and distribute job description questionnaires
	Weeks 5-6


	
	
	
	

	Complete job questionnaires
	Week 7


	
	
	
	

	Conduct individual employee meetings to review questionnaire and discuss content
	Week 9


	
	
	
	

	Observe each employee conducting his or her work to validate/clarify tasks compared to completed job questionnaire
	Weeks 9-11


	
	
	
	

	Prepare and distribute revised job descriptions
	Week 11


	
	
	
	

	Prepare initial draft of standards for each position
	Week 12


	
	
	
	

	Gather data (measure workload volumes) and determine accurate quantifiable measurement for each standard
	Weeks 12-14


	
	
	
	

	Prepare final draft of standards for each position
	Weeks 14-15


	
	
	
	

	Hold final staff meeting and implement standards
	Week 16


	
	
	
	

	Conduct meeting with physicians and manager to review standards and discuss development of standards for physicians
	Week 16
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