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Getting Started Worksheet

Facility:













This worksheet provides a structured framework in which to narrow down, collect data, and select and organize a team for the problem area chosen. Several sub-worksheets (Worksheets A–C) will help start the process of identifying an area for improvement and forming a team to address that improvement. Please complete all steps and worksheets in this section and then continue on to the Quality Improvement Implementation worksheet. 

	Step #
	Step
	Details
	Date Step is Completed

	1
	Complete Facility Assessment Checklist (for clinical topic, if applicable)
	Checklists identify key components of care on different clinical topics

· Choose a clinical topic and complete one checklist pertaining to that topic.

· If you already know of a nonclinical area you want to improve, go to Step 3.
	______________

	2
	I. Select one question from the Checklist 
	· Proceed to Worksheet A: Selecting Areas for Improvement. 

· Collect data to verify “yes” or “no” answer on checklist for one question. 


	_____________


	3
	II. Collect data 
	· Collect and review 5 medical records to assess current situation in your facility

· Record findings on Worksheet A.

· If after review, the records indicate that your facility is meeting its goal for this area, repeat Steps 2 and 3.

· If after review, the records indicate that your facility is not meeting its goal for this area, proceed to the next step.
	_____________


	4
	Create a team with the staff appropriate for addressing this area
	· Proceed to Worksheet B: 
Forming a Team.
· Involve staff from different departments, units, and shifts.
· Ask for volunteers.

To organize team meetings: 

· Proceed to Worksheet C:

      Team Meeting Notes.

· Take simple notes at team meetings and record next steps.

· Circulate Team Meeting Notes to team members after each meeting.
	_____________
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