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ACTION PLAN
	Date
	Action
	Responsibility
	Due
	Progress

	22.2.2014
	Communication to patients if any clinic is running late 
	Receptionists
	Ongoing 
	In progress

	22.2.2014
	Triage system to prioritise working people as the PPG felt that those who were working and needed to be seen on the day could not be seen.


	Receptionists 
	On-going 
	In Progress

	22.2.2014 
	.  

Confidentiality – Given the restriction of premises it was suggested that the radio is put on in the background to drown out some of the patient conversations taking place at reception.


	Naila Ahmed
	April 2014 

	To be started

	22.2.2014
	Call Waiting system for telephone ( this was an ongoing action from the previous meeting)  so patients know which position in the queue they are in. Many patients are ringing the surgery and lines are busy
	Naila Ahmed 
	August 2014
	In progress
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