	CI Project Roles and Responsibilities



Sponsor (project owner)
· Provide visible and vocal support for the project
· Provide resources (staff, budget, consultant, equipment, etc.)
· Approve project objective(s), scope, and team recommendations 
· Lead kickoff meeting
· Attend check-in, report out, and project update meetings
· [bookmark: _GoBack]Support the champion, steering committee, and project manager
Champion / Process Owner (role that may be used; if not these duties are performed by the sponsor or project manager)
· Help obtain resources
· Make sure the right people are involved (engage facilitator, project manager, team)
· Remove barriers to the project
· Attend kickoff, check-in, report out, and project review meetings
· Attend team meetings, if needed
· Chair the steering committee, if needed
· Help the project manager and facilitator complete their responsibilities
Steering Committee (used for multi-state agency or complex projects)
· Represent senior leadership 
· Approve project objective(s), scope, and team recommendations 
· Remove barriers to the project
· Guide and direct the project
Project Manager / Team Leader
· Plan the project (project charter)
· Set up project meetings (kickoff, event, check-in, report out, project updates)
· Get approval of the project objective, scope, recommendations, plan changes, and deliverables from the sponsor, champion, and steering team
· Lead and focus the team 
· Make sure the project objective is achieved and delivered in budget, on time, and within scope
· Make sure the team completes the action plan
· Negotiate with managers and supervisors for resources
· Coordinate communications, including leading check-in, report out, and project update meetings
· Refer difficult issues to the sponsor, champion or steering team
· Help the champion and facilitator complete their responsibilities
Facilitator / CI Coach
· Coach and educate the sponsor, champion, steering team and team members about continuous improvement methods and tools
· Determine the best method and tools to use for achieving the project objective
· Design the event agenda
· Provide for project supplies and materials
· Facilitate the event/team, including managing team dynamics
· Attend kickoff, check-in, report out, and project review meetings
· Help the project manager, sponsor, and champion complete their responsibilities
Team Members
· Attend team meetings
· Be an active participant – share knowledge, experience, ideas and concerns
· Complete project tasks
· Seek opportunities to apply continuous improvement principles and tools
· Follow and sustain process changes/improvements
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