



Appendix E: Patient involvement action plan

Writing an action will help you and your PRG members stay focussed and demonstrate your progress to other patients.  Write the plan at your first patient reference group.

You should make sure that you action plan is SMART, that is:

· Specific

· Measurable

· Achievable

· Realistic; and

· Time-based

1. Project Aims
	The aim of our patient involvement work is to….. 
improve the experience of attending the practice



2. Issues

Discuss the issues raised through patient surveys, the PRG and other feedback methods and identify the themes that are emerging.

	The issues are…. 

· The welcome experienced by patients attending the practice
· Clarifying with patients they can get a call back from the GP within a specific time frame if they require it


Objectives Sheet

	Issue/theme
	Objective
	Tasks

	Task lead
	Completion 

date
	Outcome

	welcome
	To improve the interaction of patients and staff
	To continue and improve on training of reception staff into patient relations
	Reception team lead overseen by the practice manager

	Ongoing


	Reviewed through the year in an ad hoc manner through the suggestions box but in 1 year with th patient survey


	Issue/theme
	Objective
	Tasks

	Task lead
	Completion 

date
	Outcome

	Access
	To clarify with patients that they can get a call back 
	To ensure reception staff tell patients after the appointments have been used that they can get a call back before 2pm during the morning session or by 6pm in the afternoon session
	Josie
	Ongoing
	Reviewed as above..
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