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STEP 6 RESOURCE 4: ACTION PLAN
[bookmark: _GoBack]Read through introduction and Step 6 of toolkit.  Make a plan for how you will achieve Step 6
	Step 6 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)
	Tick when complete or note further actions needed

	Decide on how long the intervention(s) needs to be in place to take effect

	
	

	Establish in advance when the post audit should take place

	
	

	Plan how you will obtain the notes (aim to audit the same number of notes over the same length of time)

	
	

	If collecting data retrospectively: obtain notes from medical records for previous months

	
	

	If collecting data prospectively: Implementation team members audit notes on the ward during the patients stay
	
	

	Ensure auditors are clear about how the audit forms should be interpreted and completed

	
	




	Ensure the printing of the audit forms


	
	

	Ensure there is a system set up for returning the forms to you

	
	

	Enter data into a new spread sheet in your original audit data file

	
	

	Data analysis


	
	

	Summarise the key results


	
	

	Add the results to the report


	
	

	Add a discussion, recommendations and conclusion section to your report
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