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Backlog Reduction Planning

As your team prepares for backlog reduction, consider the following questions:
1. What is your access aim?

2. What is your start date for backlog reduction?

3. What is your target completion date for backlog reduction?

4. What method will be used to determine the current backlog?

(e.g. review future appointment schedules & look at how impacted, third next available physical, etc.)

5. When do you plan to communicate the changes involved with backlog reduction to providers & staff? (Consider leadership meetings and clinic team meetings)

6. How will you communicate these changes?

7. How will you handle their fears & hopes?

8. How will you increase providers’ hours to gain supply?

9. Will you add extra appointments to the schedules? Where and when? How will this be noted on the schedules?

10. Will the role of triage be streamlined?  How?

11. Will you reduce appointment types and times? How? When? How will you change the scheduling template?
12. How will you introduce the “smart strategies of backlog reduction”?

13. How will you track, display and discuss the key measures?

14. How will you celebrate success?

15. How will you problem solve challenges?

16. What are your plans to support the team through backlog reduction.

17. Will your staff need training?  How much?  When?  Who will train them?

18. Will you need extra staff?  What kind, when and how much? 

19. Do you need to propose a backlog reduction budget to cover these    expenses?

20. Other issues
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