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STEP 1 RESOURCE 6: ACTION PLAN
Read through introduction and Step 1 of the toolkit. Make a plan for how you will achieve Step 1
	Step 1 jobs
	Plan (e.g., Who do I need to contact? What information do I need to find? Meetings to set up? Getting contact email addresses, etc.)
	Tick when complete or note further actions needed

	· Decide on the patient safety area you wish to work with
	
	

	· Ensure senior management are supportive of this area of focus
	
	

	· Find contact details for 2-3 members of staff who have expertise in this area
	
	

	· Contact these staff
· 
	
	

	· Contact other potential implementation team members to ask them to be members of the team
	
	

	· Arrange a meeting with all team members to explain the aims of the project and the approach. 
	
	

	· Meet initially as required to maintain momentum, then around once every 6 weeks
	
	

	· [bookmark: _GoBack]Clarify aims and objectives with the group early on
		
	

	· Confirm actions for each group member at the end of each meeting
	
	

	· Send single page agendas and action notes before and after meetings, respectively
	
	

	· Create a Gantt Chart for this project so timescales are clear for the group
	
	



[image: ]
image1.png




image2.png
— Version 2.2 October 2019:Creative-Commons-YQSR-2013 You ae free to copy, distribute, use the work and make derivatives under the folowing S
Improvem conditions: 1. Attribution: You must give the original author (Yorkshire Quality and Safety Research Group) credit. 2. Non-commercial: You must not
/\ Academy
: Y use this work for commercial purposes omitysd sty





