Crib sheet for the practice meeting

Before the meeting:

1. Collect printouts of search results (use PDF button in CHART Online)
2. Identify those outcome measures you will concentrate on

3. Note the important messages you want to communicate

Start of meeting

1. Introduce yourself 

a. Name

b. Describe your background

c. Describe your role and what you can do whilst you are in the practice e.g. assess patient records, amend records with GP agreement, medication review, organise blood tests, help set up new systems of work if necessary etc.

2. Describe the purpose of the meeting

a. To feedback results of queries, 

b. Identify those problems which practice feels is most important, 

c. Develop action plan using brainstorming techniques

3. Feedback results of queries –use an OHP or distribute printouts

a. Use educational outreach techniques to give targeted messages for most important outcome.

4. Open it up to the group

a. Which outcome measures do they want you to concentrate on initially?  

b. If no ideas – suggest those with the most patients involved.

5. Brainstorm, theme, prioritise (focus on one outcome at a time - use the flip chart and marker pens)

a. What are the main problems? (why are these patients not being managed optimally), 

b. Why do these problems exist? (what are the root causes)

c. What can be done to tackle it? (potential solutions)

NB. Brainstorm ideas, then group them into themes, then prioritise them and move on to next stage – may get multiple stages at once – try and keep it organised  - use different colours for problems, root causes and potential solutions.  Remember the “5 whys”.

End of meeting

1. Agree an action plan for you to take forward

2. Arrange meeting with the practice contact 

a. To enable you to get access to computer systems, 

b. Arrange where you will sit etc. (if not already organised before the meeting)

