MEMO

TO:  All staff of  _____________________________

FROM:  _____________________________

We have recently identified a concern regarding client waiting time during outpatient appointments. The first step in determining the problem and potential solutions is to quantify current wait times using a time study. Once completed, we will determine an action plan to improve our client service. The time study will be repeated to measure our results. 

Phase 1: Outpatient time study from ______ through ______. 

Phase 2: Plan of action determined ______ (staff meeting) and implemented ______.

Phase 3: Outpatient time study repeated from ______ through ______. 

YOU ARE THE KEY TO ACCURATE DATA!

Everyone at the hospital will be involved with this time study, and everyone is important to its success. Accurate data and facts will allow us to evaluate the issue objectively and measure results of the implemented action plan. 

Please record time study information on every outpatient or discharge using the time study sheet. Remember: There is no such thing as too much information. 

THANK YOU IN ADVANCE FOR YOUR EFFORTS!

Sample form courtesy of Pam Stevenson, CVPM, Veterinary Results Management


