Rapid Cycle Collaborative:  Improve the Progress Note

Kick-off February 18, 2004


Rapid Cycle Collaborative Downstate II

Improve the Progress Note

Project Charter:

Description:  To improve the quality and utility of the COBRA case management Progress Note (PN).

Guidance:

1) A quality progress note is
· Accurate and succinct

· Problem or issue clearly defined

· Completed in a timely manner.  

· Notes entered in time/date sequence

· Directly relates to the Service Plan goals

· Illustrates continuity from one interaction to the next

· Objective

· Comprehensive (but succinct)

· Use of proper grammar

· Legible

· Justify time spent

· Includes a signature

· Identifies gaps in service

· Clearly indicates problem-plan-action-follow-up

2) The team will present results at the June 04 Quality Improvement Committee meeting.

3) The team will communicate using Blackboard technology

4) The Union Team will provide additional on-site support to agency staff when needed.  Agency staff buy-in and support is critical to the sustainability of the project.  

Rapid Cycle Plan:
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The RC Team will initially focus on the structure of the PN.  Every PN entry should include a reference to a service plan goal, action taken, and follow-up steps.  To establish the baseline, each member will:

· Submit by fax (to Joanne at 518-388-6754) a sample of a poorly written PN, a well-written PN, and a borderline PN.  These will be converted to PDF and posted on BlackBoard for discussion. 

· Sample size: 14 charts (2 teams, 7 charts each)

· The last 10 PN entries from each chart will be evaluated.  The team member will collect data on the following: 

1. Each entry should identify a corresponding service plan goal

2. Each entry should articulate the current problem, 

3. Each entry should articulate the action taken,

4. Each entry should articulate follow-up steps  

· The Union team will create a simple data collection tool and provide by Wednesday, February 25th via e-mail

· The Union team will also e-mail BlackBoard registration instructions by Wednesday, February 25th
· Team members should be logged onto Blackboard by Friday, February 27th
· The data collection will be completed and submitted to Joanne by Monday, March 8th .  Data submission will be either fax or e-mail depending on the format of the data collection tool (not yet developed).
· The team will hold a conference call to discuss baseline data and PDSA on Wednesday, March 10th at 3 pm.  Instructions for conference call will be posted on Blackboard and e-mailed to members. 
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