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Translation Leader Planning Worksheet


TRANSLATION LEADER PLANNING WORKSHEET

	Steps/Tasks
	Suggestions
	Your Ideas
	Who could do it?
	What can we do to help?

	1. “Kick-off” or start the translation project at your facility.
	· Identify a forum –perhaps a monthly staff meeting that has already been established – add your presentation to the agenda.

· Do an abbreviated version of the Translation Plan slide show (a copy is on your disk in the manual.)


	
	
	

	2. Let all the prescribers and other staff in your Service know that your facility is participating in this QUERI translation process.
	· E-mail (or have someone else email) the “news release” to your colleagues.  We will email it to you the first of July so that you can simply forward it to your list serve and others.  (It is also on a disk in your manual.)

· Ask the Service Chief, or someone else, to email the release to the rest of the hospital staff as an fyi

· Send it through your facility’s distribution service
	
	
	

	3. Distribute the Translation Plan & Guidelines Fact Sheets
	· Hand them out at the initial meeting - use material to introduce your presentation

· Make sure that all prescribers and other staff get a copy – it is important that everyone know about and participate in the project.
	
	
	

	4. Get other prescribers and staff members to help you.
	· Delegate some of the project implementation tasks.

· Elicit feedback on how the project is going from other clinicians and the staff who work with your patients

· A process improvement team could help with implemen- tation, distribution of materials and the monitoring process


	
	
	

	Steps/Tasks
	Suggestions
	Your Ideas
	Who could do it?
	What can we do to help?

	5. Distribute pocket cards and other tools.
	· Distribute liberally.

· The Guidelines Windows help file, installed on individual computers or a facility intranet, could be helpful for training residents and staff


	
	
	

	6. Review the other resources in your manual and decide what will be helpful to your facility.
	· Disseminate information to prescribers and other staff about how to access other resources.

· Information found on the VA Intranet & Internet websites (see references in manual) can also be used for training purposes


	
	
	

	7. Facilitate installation of the patient/family education posters and arrange for refilling pockets with flyers
	· Outpatient and pharmacy waiting rooms are accessible and visible to your outpatients

· Enlist the help of administrative staff to ensure that flyers are replenished and distributed to patients & families

· Suggest that your colleagues keep some handy in their offices to hand out


	
	
	

	8. Distribute the baseline and monthly performance measures reports
	· Disseminate the findings at a time when you can discuss the results as a group (e.g., staff meetings, service meetings, etc.)

· Post the report


	
	
	

	Steps/Tasks
	Suggestions
	Your Ideas
	Who could do it?
	What can we do to help?

	9. Enlist other groups to review the monthly feedback at meetings and use these reports as an opportunity to discuss improving the processes of prescribing in your facility


	· P & T Committee


	
	
	

	10. Identify who (in addition to the translation leaders and the Service Chief) will need (or want) to receive the educational information (Overview and Definitions) about the performance measures and who will want the full reports.  Make a plan for getting this information to them.
	· Automated email groups
	
	
	

	11. Explore the possibility for the use of “incentives” at your facility


	· Your Service Chief and colleagues may have some ideas
	
	
	

	12. Identify some methods for keeping the project on the “radar screen” at your facility
	· Ask your colleagues for feedback about the project  - in passing and during formal meetings


	
	
	


