Improvement Planning
This guide provides an overview of how the improvement planning functionality within the I nformation
Governance Toolkit (IG Toolkit) for:


ALL organisation types

‘How to’…....Use the Improvement Planning Features
The IG Toolkit includes a number of features to allow you to plan improvement activities within your organisation:
INFORMATION BOX 1
A.

Target levels & dates - you can set a target attainment level and a date by which you will have achieved
the target level for each requirement.

B.

Improvement actions - you can define actions against each requirement to say what needs to be done to
achieve the target level.

C.

Improvement plans - you can produce a report which lists all outstanding actions (and evidence).

D.

Assigning requirement and criteria owners - you can assign an owner to each requirement, and also to
each attainment level criteria.

E.

Reminder emails - you can send regular and/or ad-hoc reminder emails to requirement and criteria
owners with incomplete evidence and/or actions.

***Please note you must be logged into your IG Toolkit account to access these features***

_______________________________________________________________________________

A. Target Levels


Target levels are not automatically completed by the IG Toolkit as other sections are. To use this
functionality, you enter a target score for each requirement for your next assessment or interim review. For
example, if you marked level 2 on a requirement on your current assessment, the target score that you set
could be level 3 (or it could simply be to maintain level 2).



You will also need to set a target date, e.g. 3 months, 6 months or 12 months from the date that you
completed this assessment. There is no obligation to set target scores or dates, but many organisations
prefer to do so, as otherwise the percentages on the Assessment Summary page look a little odd (e.g. target
score recorded as a low percentage and unsatisfactory). The target score is for your own purposes and is not
used by the HSCIC External IG Delivery team.

To set target levels and dates:


1. Click 'Work on this Assessment' on the Assessment Summary page to display the Requirements List
page.



2. Open the requirement that you wish to set a target for by clicking on the ‘Answer’ or ‘Edit’ button in the
Action column, or ‘Review’ after ‘Answer’.



3. Click on the + sign next to the Attainment Levels heading to expand the section.



4. Set the Target Level using the drop-down box.



5. Set the Target Date by typing it in directly or by clicking the calendar icon and selecting the date.
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Once you have set your target levels, the Assessment Summary page will show your target score.



You can also include target scores in the Assessment Report by selecting the relevant option.
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INFORMATION BOX 2




Any requirement with no target score is treated as having a target score of 0 when the percentage
score is calculated for the Assessment Summary page. This will show as red ‘Not Satisfactory’, but has
no relevance to any review of your assessment. This ‘Target score’ feature is purely for internal use as
part of improvement planning.
If you have marked a requirement as Not Relevant (NR) then you should also mark the target level as
NR to ensure the correct target score and also to exclude the requirement from the Improvement Plan
(see below).

_____________________________________________________________________________________________

B. Improvement Actions


You can define actions against the attainment criteria of each requirement to state what needs to be done to
achieve the target level, and tick them off once they are complete. Incomplete actions can be included in
improvement plans and reminder emails (see sections C and F below).



You can specify an owner for each action. The owner is optional and does not have to be an IG Toolkit user.
You can also specify a deadline for the action.

To add improvement actions:


1. Click 'Work on this Assessment' on the Assessment Summary page to display the Requirements List page.



2. Open the requirement that you wish to set add an action for by clicking on the ‘Answer’ or ‘Edit’ button in
the Action column.



3. Click on the + sign next to Attainment Levels to expand the section, and then on the + signs next to the
attainment level and criteria level that you wish to set an action for.



4. Click the blue text (located under the yellow evidence table) that states Add an action.



5. Enter information about the action to be completed, the name of the person who will ensure the action is
carried out (the owner) and the date the action should be completed by.



6. Click ‘Save’ to save your changes.
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______________________________________________________________________________________________

C. Improvement Plans


You can produce a report which lists all outstanding actions (and evidence). Before doing so, ensure you have
entered all actions that have to be implemented, and in particular you should enter actions for any
requirement on which you do not attain level 2 or above.

To produce a standard improvement plan for your current assessment:


1. Select 'Reports' from the left hand menu.



2. Select 'Improvement Plan and Evidence Report'.



3. Leave the report criteria at their default settings.



4. Click 'Show Report'.
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The resulting report contains only those requirements with outstanding actions or evidence.
INFORMATION BOX 3
 The report only includes incomplete items up to the target level set for the requirement.
 If you have not set a target level, the system assumes a target level of 3, therefore the report will
include incomplete items up to level 3 for the requirement.
 If you have marked a requirement as not relevant (NR) but have a set a target level of 1, 2 or 3, the
system will still display any incomplete items up to that level. To stop this happening, set the target
level to 'NR' (this also adjusts your target score accordingly).

***You can also create this report from the Assessment Summary page by clicking the blue text that states:
'Create an improvement plan and/or evidence report' ***
Improvement Plan Options
The following options are available by selecting the appropriate report criteria:






Produce a report for a specific requirement owner .
Produce a report for a specific requirement number.
Include completed items as well as incomplete items.
Include only completed items (this is useful for producing an inventory of all evidence uploaded).
Include evidence, actions or general comments.

Printing an Improvement Plan / Exporting to Excel


To print the report:



5. Select the ‘Print this page’ link at the top of the report.



To export the report to excel:



Select the ‘Export to Excel’ link at the top of the report.
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Please note that there is functionality enabling you to view and manage your evidence documentation more
easily. Please see the viewing and managing your evidence user guide for further details of this functionality.
_____________________________________________________________________________________________

D. Assigning Requirement/Criteria Owners


To assign requirement or criteria owners:



1. Click 'Work on this Assessment' on the Assessment Summary page to display the Requirements List page.



2. Click on the blue text that states Assign Owners for the requirement that you wish to assign owners to.
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3. You will be presented with the ‘Requirement Owners’ page which will include a list of registered IG
Toolkit users for your organisation.



4. You can assign an owner to take overall responsibility for the requirement or you can assign owners to
specific criteria of the requirement.
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For ease of reference the Attainment Item Criteria Descriptions are also viewable on this page for you to refer
to when assigning ownership.

Requirement Owners versus Action Owners


As explained above, you can set up owners for requirements and for criteria within a requirement. When
planning improvements you can also assign owners for individual actions (see section B). All ‘ownership’ roles
are optional and your use of them will depend on your local working procedures.

INFORMATION BOX 4
REQUIREMENT / CRITERIA OWNERS
 Must be IG Toolkit users.
 Receive any reminder emails you send (see
section F below).

ACTION OWNERS
 Do not need to be IG Toolkit users.
 Do not receive reminder emails UNLESS you
copy them into an ad-hoc email sent to a
requirement / criteria owner.

You can have more than one owner for a requirement or criteria.

_______________________________________________________________________________________

E. Reminder Emails


You can send regular and/or ad-hoc reminder emails to requirement or criteria owners with incomplete
evidence and/or actions. Reminder emails are similar in content and layout to the Improvement Plan report
(see above) but are always specific to each requirement /criteria owner.

To create a reminder email:


1. Select 'Admin' from the left-hand navigation bar.



2. Select 'Improvement Plan Admin'.



3. To send regular email reminders, tick the relevant box.



Regular email reminders are sent monthly on the 1st of the month (if we get enough requests we might make
this more flexible). They are only sent to owners who have at least one incomplete requirement.

Ad-hoc emails
To send an ad-hoc email reminder that will be sent within 30 minutes:


4. Select a specific requirement or criteria owner from the drop-down list or select ‘All’.



5. You can also COPY the email to specific email addresses (e.g. to an action owner that is not a registered IG
Toolkit user) using the CC field; but there must still be a specific requirement or criteria owner selected as
the primary recipient.



6. If required enter a specific message to the recipient(s).



7. Click 'Send Now'.

_______________________________________________________________________________
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