Alabama DOH Title X Family Planning Program Quality Improvement Institute
Cycle Time Study Instructions
_________________________________________________________________

INTRODUCTION
The following provides step by step instructions for conducting a Client Cycle Time Study in a health center setting.

INSTRUCTIONS
1. Select days and times to initiate and conclude the Study
a. Decide which days you would like to conduct the study.   The Study should be conducted over a _ day period.  
b. Conduct the Study throughout the entire clinic day from the time the center opens until it closes

c. A Study Tool should be completed for every patient visit for each selected Study day
2. A staff member should be designated as a “Study Coordinator”
a. The responsibilities of the Study Coordinator are to provide oversight for all activities related to the study, including ensuring completion of the Study Tool by all relevant staff and entering data into the excel spreadsheet for analysis (other staff may be designated to complete this task).
b. The Study Coordinator may also copy and prepare Study Tools, orient staff to the study, and problem-solve any questions and/or concerns that may arise related to the study during the planning process and throughout implementation.
c. The Study Coordinator should be available at the beginning of each Study day and occasionally throughout the day to ensure that the Study Tool is being completed by staff and to ensure Tools are completed and collected routinely.
d. At the end of each day, the Study Coordinator should conduct a final review and summary of all completed Study Tools using the Cycle Time Batch Form to ensure that all data elements are completed. In instances where data is left blank, attempts should be made to complete all data elements.

3. Determine the best method to distribute and collect the Study Tool
a. Since each health center runs differently, each site will determine the best way to ensure the completion of the Study Tool for each patient visit.  Remember: A Study Tool Must Be Completed For Each Patient Visit. Some methods may include:
a. When a patient arrives at the clinic, write in their check-in time.  In addition, the Admin will check the box to indicate whether the visit was an appointment or walk-in.
b. The Admin will circle the appropriate visit type and will place the Study Tool in the patient’s chart or clip it to the front of the patient’s chart.
c. Each staff member that provides services to the client will record their individual start time for the delivery of services and end time (or when they complete providing services to the client).
d. At the end of the visit, the staff member who checks-out the patient will write the time the check-out is completed.   The Study Tool will be placed in the designated collection area by the staff that completes check-out.
b. An area should be designated to collect completed study tools near the patient exit location.

4. Staff Orientation

a. Once the logistics for completion of the Study have been determined (ideally this is done with input from staff), the Study Coordinator should provide an orientation to staff on purpose of Study and how to complete the Tool. 
b. The orientation should include developing a shared understanding for the definition of all data variables collected using the definitions provided on page 3.
5. Data Entry and Analysis

a. Study Tool data is entered into the excel database provided and analysis completed.
CYCLE TIME STUDY TOOL DEFINITIONS

Date of Visit:  Date of Visit should be entered in the following format:    1/01/2011

Check-In Time/Arrival: Enter the time the client arrived in the clinic in the following format: __:__ AM / PM.  

Appointment (A) or Walk-In (W): Indicate whether the client had a scheduled appointment (A) or arrived as a Walk-In (W).

Visit Type:  Indicate the type of visit for the appointment. If appointment could potentially qualify as more than one visit type, specify only one- the main visit type. 

Start Time with Clerk/Front Desk (AM/PM): Enter the time the client began the actual check-in interaction with the Admin.

End Time with Clerk/Front Desk (AM/PM): Enter the time the client completed the check-in process with the Admin.

Start Time with Medical Assistant/Nurse (AM/PM): Enter the time the client began the actual interaction with the Pre Nurse.

End Time with Medical Assistant/Nurse (AM/PM): Enter the time the client completed the process with the Pre Nurse.

Start Time with Clinician (AM/PM): Enter the time the client began the clinical visit with the Clinician.

End Time with Clinician (AM/PM): Enter the time the client completed the clinical visit with the Clinician.

Start Time with Social Worker (AM/PM): Enter the time the client began the actual interaction with the Post Nurse.

End Time with Social Worker (AM/PM): Enter the time the client completed the process with the Post Nurse.

Check-Out (End) (AM/PM): Enter the time the client completed appointment and left clinic or checked-out.
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