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Productive Community Services 

Working Better with Our Key Care Partners 

Guidance on how to write a Summary Report of your baseline (before) results

This outline will provide you with a structure of a summary report which will help to feedback your initial findings to your team, manager and the care partners you plan to work with.   The second guidance document follows on from this and outlines a structure to present your before and after results.
Title

· Keep it simple 

Introduction
· Set the context – a brief background of the Productive Community Services programme and your team. List some of the benefits of doing the work so far i.e. Patient facing time increased from 21% to 35% and/or Stock reduced by 75% (£3000). There is lots of information on the Productive Community Services web site to help you. 
· Statement of best practice – are there local or national standards that you should be working to?
· State the problem – why are you doing it?
· Aim – what you hope to get out of it – the desired results?
· Objectives – make them SMART

Overview of methodology used
· Scope the work – what did you include and exclude? For example – Included all new referrals received by xxx team. Excluded all on-going care referrals.
· Sample size
· Data collection period

· How did you collect the data?
· Who collected the data?
Key findings
· Structure your findings, using your objectives as a guide. Depending on the result, use graphs or charts or simply write the findings. Remember to comment on each graph or chart highlighting what is important about what it is showing you.
· Remember you can download the Referral Spreadsheet graphs from the website and put it into this report or create your own. Your organisation will have someone who can help you with this. 

· Include relevant general feedback comments describing the impact of the changes to emphasise the results shown in the graphs or charts. Quotes are very powerful, try to incorporate some.

· Draw conclusions – what are the main concerns or areas for improvement to be discussed at the meeting with your care partners. 
Next steps

· Agree actions – create a plan
· Who will be responsible for each action?
· What are the deadlines?
· How will you communicate with each other i.e. meetings, progress reports, methods of gathering feedback?
· How will you communicate with others and what will the key messages be?
Productive Community Services 

Working Better with Our Key Care Partners 

Guidance on how to write a Summary Report of your results following the implementation of your agreed changes (before and after results).
This outline will provide you with a structure of a Summary Report which will help you to feedback your findings following the implementation of your improvements. This report should be shared with representatives of all those affected by the changes including those that received the baseline results report.   
The main difference is that you will need to show the before and after results and highlight what you have learnt about the changes.

Title
· Use the same title as your baseline report – you might want to add something like ‘results following the implementation of xxx’   
Introduction

Emphasise that this report will compare the results before and after the improvements.
· Set the context – in brief – most of the readers of this report will have had the baseline report
· State the problem – why you did it?
· Describe your solutions to the problem – your changes
· Aim – what you hope to get out of it? – the desired results (same as baseline report)
· Objectives – make them SMART (same as baseline report)
Overview of methodology used
Focus on how you re-audited.

· Scope the work – what did you include and exclude? For example – Included all new referrals from xxx (chosen KCP) received by xxx team. Excluded all on-going care referrals.
· Sample size 

· Data collection period

· How did you collect the re-audit data? 
· Who collected the data?
Key findings

Remember - the main difference is that you will need to show the before and after results and highlight what you have learnt about the changes.

· Structure your findings, using your objectives as a guide. Use graphs or charts to show and compare your findings – show the before and after results. Comment on each graph or chart and highlight the importance of what it is showing you. Focus on the differences between the before and after, specifically any measure of improvement. 
· Include relevant general feedback comments describing the impact of the changes to emphasise the results shown in the graphs or charts. Remember quotes are very powerful.

· Draw conclusions – what are the headlines?  

Next steps

The next steps may focus more on amendments and re-testing, roll-out details or how you will continue to monitor the impact of your improvements.
· Agree actions – create a plan
· Who will be responsible for each action

· What are the deadlines

· How will you communicate with each other i.e. meetings, progress reports, methods of gathering feedback

· How will you communicate with others and what will the key messages be
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