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Action Plan Template

Project Title:
(e.g., "Improving Patient Wait Times in the Clinic")
Goal/Aim:
(e.g., "Reduce patient wait times by 20% over the next 6 months to enhance overall patient experience and efficiency.")

	Action Step
	Person Responsible
	Start Date
	Due Date
	Resources Needed
	Status
	Notes

	1. Identify current patient wait times
	Clinic Manager/Admin Team
	MM/DD/YYYY
	MM/DD/YYYY
	Staff time for data collection
	In Progress
	Review logs from previous month.

	2. Implement SMS reminder system
	IT Department/Clinic Manager
	MM/DD/YYYY
	MM/DD/YYYY
	SMS system subscription
	Not Started
	Test reminder system with a few patients.

	3. Train front desk staff for faster intake
	Office Manager
	MM/DD/YYYY
	MM/DD/YYYY
	Training materials
	Not Started
	Include checklist for staff during intake.

	4. Set up self-check-in kiosks
	IT Department
	MM/DD/YYYY
	MM/DD/YYYY
	Purchase kiosks, software
	Pending Approval
	Confirm with vendor on kiosk delivery.

	5. Monitor and adjust room turnover goals
	Head of Clinical Operations
	MM/DD/YYYY
	MM/DD/YYYY
	Checklist for room preparation
	Not Started
	Define room preparation goals per visit.



Instructions for Completing the Action Plan Template
1. Action Step:
· List the specific steps that need to be completed to implement the chosen solutions (e.g., training staff, introducing new systems, monitoring outcomes).
2. Person Responsible:
· Assign responsibility for each action to a specific team member or department to ensure accountability (e.g., IT Department, Clinic Manager, Head of Clinical Operations).
3. Start Date & Due Date:
· Identify when the action will start and the target completion date to keep the project on schedule.
4. Resources Needed:
· Identify the resources required for each action (e.g., software subscriptions, staff time, training materials).
5. Status:
· Track the current status of each action: Not Started, In Progress, Pending Approval, Completed.

6. Notes:
· Add any additional details or updates for each step (e.g., scheduling issues, vendor updates, or approvals needed).

Example of a Completed Action Plan for Reducing Patient Wait Times
Project Title:
Improving Patient Wait Times in the Clinic
Goal/Aim:
Reduce patient wait times by 20% over the next 6 months to enhance overall patient experience and efficiency.

	Action Step
	Person Responsible
	Start Date
	Due Date
	Resources Needed
	Status
	Notes

	1. Identify current patient wait times
	Clinic Manager/Admin Team
	10/01/2024
	10/15/2024
	Staff time for data collection
	In Progress
	Review logs from previous month.

	2. Implement SMS reminder system
	IT Department/Clinic Manager
	10/20/2024
	11/10/2024
	SMS system subscription
	Not Started
	Test reminder system with a few patients.

	3. Train front desk staff for faster intake
	Office Manager
	11/01/2024
	11/15/2024
	Training materials
	Not Started
	Include checklist for staff during intake.

	4. Set up self-check-in kiosks
	IT Department
	11/10/2024
	12/01/2024
	Purchase kiosks, software
	Pending Approval
	Confirm with vendor on kiosk delivery.

	5. Monitor and adjust room turnover goals
	Head of Clinical Operations
	12/01/2024
	12/15/2024
	Checklist for room preparation
	Not Started
	Define room preparation goals per visit.



Why This Action Plan is Useful
· Holistic Care Focus: Each step ensures that patient care is improved in a comprehensive and integrated manner, from reducing wait times to improving communication.
· Clear Accountability: By assigning responsibility, this template ensures that each team member knows their role in the improvement process.
· Progress Tracking: The status column helps the team stay on track and ensures timely implementation of the interventions.
· Resource Management: Identifying the resources needed ahead of time prevents delays and helps the clinic allocate time and money efficiently.
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