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STAND UPS

	Responsible
	
	Date
	
	Version No.
	001

	A. What is a Stand-Up?
· Structured, short, focused stand-up team meeting.

· Set times. 

· Structured agenda 

· Larger practices might decide to have two Stand-Ups
· Pro-actively identify, understand and deal with issues and concerns around daily work flow.

· Review practice targets.
B. How does it function?
· Each clinical care team will Stand-Up daily

· Larger practices may also have a weekly all-inclusive clinical Stand-Up - two or three representatives from each team will attend.
C. Tips for effective Stand-Ups
· The time limit for a Stand-Up is15 minutes 

· Hold the Stand-Up in a central location.

· Stand around your measures, data (visual board).

· Let the visual board “work for the Stand-Up” – the visual board is the focus. (remember to include daily schedules and workflow) 

· Experiment with different times of the day and attendance but settle on a consistent time. Stand-Ups tend to work best first thing in the morning to put contingencies in place if necessary. 

· Initially Stand-Ups will need designated leaders and a structured agenda.
D. Implementing Stand-Ups
· Decide on teams for Stand-Ups

· Move to working in these teams.

· Agree Stand-ups agenda and the information to track through the visual boards.

· Prepare Visual Boards.

· Begin weekly practice Stand-Ups.

· Re-adjust any team as needed.

· Begin Stand-Ups

· Review regularly (PDCA)
 

E. Prior to Stand – up 
· HCA prints out GP templates 

· Updates team board 

Points
10 mins 
Check for patients who may require more time or assistance due to age, disability, etc. Who can help?
Check for lengthy back-to-back appointments. How to prevent backlog?
Check for openings that can be filled, or identify appointments booked for chronic no-shows.
Any special instructions for the health care assistant or triage nurse?
Check and discuss the indicators which are at risk/red on the patient dashboard?
Points (Can alternate topics )
5 mins

Staff movements / general notices messages 
Quality targets for the week ahead  
Continuous improvement update 

Actions ongoing /completed/ generated /allocated 

Team achievement / Celebrations and recognition 

Suggested Stand – up agenda points


Post Stand – up
· Team members unable to attend stand – up familiarize themselves with the updated team board   
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