Ashleigh Surgery Access Plan 2008/09
	
	KEY AREA
	SUPPORTING ACTION
	METHOD
	IMPLEMENTATION
	RESPONSIBILITY
	VALIDATION

	1.
	The practice must be able to demonstrate in producing an access plan it has evaluated the outcomes from the previous action plan and taken appropriate action. 


	· Introduction of appointment system as per previous action plan
	Practice meeting held annually to discuss progress over the year and necessary changes
	March 2009
	Practice Team with practice Manager to write report
	Annual Access report

	2.
	The practice will have reviewed and considered all patient complaints received in the year about any aspect of access to practice services and taken necessary action.
	· Annual complaints meeting is well established

· Any complaints are discussed informally as they arise in case immediate action is necessary
	Annual meeting is held for all staff.

All complaints are kept in the complaints file
	February 2009
	Practice Manager
	Report of next annual complaints meeting to be held in February 2009

	3.
	Patients should have the ability to access an appropriate member of the Primary Health Care Team within 24 hours
	· Daily monitoring of availability 

· Monthly audit to establish peak demand

· Consideration of creation of additional surgery time
· After the new Practice nurse is in post we will look at ways to use the skills of our nursing team to maximum effect

	Receptionists to monitor daily via audit sheet (attached).Report to Practice Manager to audit monthly. GPs to consider additional surgery time based on daily demand.

Audit of nurse appointments
	Ongoing
	Receptionist who fills last appointment slot to complete audit sheet

Practice manager to analyse audit results and suggest solutions.
GPs to look at usage of nurse appointments
	Daily audits and monthly Practice Managers
report. 

Partners review of audit results and nurse appointments.

	4.
	Patients should have the opportunity to pre-book an appointment up to 2 weeks in advance


	· Clinical system is populated with available appointments 2 weeks ahead

· Weekly audit to check that appointments are available in the next two weeks
	Weekly audit on Friday pm to assess availability of pre-booked appointments (audit sheet attached).
	Ongoing
	Friday afternoon receptionist will complete the weekly audit.

Practice Manager will analyse results and report to the partners.

 Practice Manager responsible for maintenance of appointment module
	Weekly audit results and monthly report by practice manager

	5.
	Patients should be able to be seen by a GP of their choice.
	Audit of appointment availability as (4)
	Weekly audit on Friday pm to assess availability of pre-booked appointments (audit sheet attached).
	Ongoing
	Practice Manager to analyse results of the audit and report to the partners
	Report by Practice Manager. Details of any discussions regarding extra availability of specific Doctors.

	6.
	Access to the practice via telephone
	· Review of telephone protocols

· Review of telephone system and equipment

· Monitoring of use of phones and call answering by receptionist
	Annual review of existing procedures

	Ongoing.

 Final report by 30th September 2008
	Practice Manager 
	Final report to be prepared for evidence file by Practice Manager


WJ/VJ Feb 2008
