
Corrective Action Plan 
I. Problem Identification

Date of Identification: 

Description of the Problem: 

II. Root Cause Analysis

III. Corrective Actions

IV. Responsibilities

V. Timelines



VI. Monitoring and Evaluation

VII. Documentation

VIII. Communication

IX. Continuous Improvement


	Text12: March 15, 2023
	Text13: 
	0:  Patient dissatisfaction due to extended wait times in the clinic.
	1: Inefficient appointment scheduling system.

Insufficient staffing during peak hours.

Lack of communication with patients about potential delays.
	2: Revise the appointment scheduling system for improved efficiency.
The administrative staff will collaborate with IT to implement an updated scheduling system that optimizes appointment slots, integrates real-time data, and reduces wait times.
Timeline: Within 4 weeks.

Increase staffing during peak hours.
Human Resources will conduct a hiring campaign to bring additional support staff during peak hours, ensuring adequate coverage.
Timeline: New staff to be on board within 2 months.

Implement a proactive communication system for potential delays.
The IT department will develop and deploy a text messaging system to notify patients of potential delays, offering real-time updates and managing expectations.
Timeline: Operational within 6 weeks.
	3: Administrative Staff - Revise appointment scheduling system.
Administrative Staff Member - Jane Williams

Human Resources - Increase staffing during peak hours.
HR Representative - Mark Davis

IT Department - Implement a communication system for potential delays.
IT Specialist - Emily Rodriguez
	4: Revised scheduling system - Within 4 weeks.

New staffing - On board within 2 months.

Communication system - Operational within 6 weeks.

	Text14: 
	0: Conduct weekly reviews of appointment schedules and patient feedback.

Monthly staff meetings to discuss ongoing challenges and assess the impact of changes.
	1: Maintain records of changes made to the appointment scheduling system.

Documentation of new staff hires, including roles and responsibilities.

Logs of communication system implementation and patient notifications.
	2: 
	0: Host a clinic-wide meeting to communicate the Corrective Action Plan, emphasizing the commitment to reducing wait times and improving patient experience.

Notify patients through email, signage, and social media about the improvements and the new communication system.
	1: Periodically survey patients to gather feedback on their experiences and identify further areas for improvement.

Establish a standing committee to assess clinic operations continuously, suggest improvements, and implement changes based on feedback.




