
Action planning is a process to help you focus your 

ideas and thoughts into the steps you will need 

to take to accomplish your goal(s). This worksheet 

is designed to help you record the steps you 

decide need to be taken to educate others at your 

organization about the changes to the LTCH CARE 

Data Set v3.00, effective April 1, 2016. Following 

each educational module, spend a minute or two 

planning your next steps. Consider educational 

needs as well as any processes or workflows that 

may need to change in order to meet the data 

collection needs of each section.

As you deliberate what steps to take in your action plan, you will want 
to consider the potential impacts of each new or revised data standard 
on your organization’s:

 » Policies.

 » Processes/procedures.

 » Tools (paper or electronic).

 » People:

• Who will be impacted?

• What will they need to do differently?

• What skills will they need to adopt the new behaviors? Do they 
currently have the skills? Will the change require mainly 
communication or significant training efforts to build new skills?

• What kind of communication will be needed ahead of time to ensure 
those who are impacted understand why the change is being made 
and how they will be supported through the change?

• How will your organization ensure new behaviors are adopted? 
Are there feedback mechanisms that will need to be put in place?

• What role will supervisors and managers play in helping to support 
the change?

 » Reporting requirements (both internal and external).
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Topic
Policies, Procedures, Processes, and/or 

Documentation Systems and 
Tools Potentially Impacted

Action Steps Needed
Education 

Needed (Topic 
and Audience)

Timeline

Section A: 
Administrative 
Information 

• Review current medical record 
documentation process.

• Review with team the 
mechanism in place for 
capturing interrupted 
stays accurately.

• Review current definitions 
to ensure the team is 
consistent in evaluation 
of program interruptions. 

• Evaluate whether the 
required data elements 
can be captured in the 
timeframe defined. 

• Ensure that only the first 
five program interruptions 
closest to admission are 
coded in A2525.

• Quality 
department 
staff

• Case manager

• Unit-based 
leader

• Clinical 
educator

• Meet with 
team by 
8/15/16.

• Evaluate needs 
by 8/30/16.

• Practice coding 
different 
scenarios in 
August. 

• Institute 
documentation 
changes 
needed no later 
than 9/1/16.

Example
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Quality Reporting 
Program

Topic
Policies, Procedures, Processes, and/or 

Documentation Systems and 
Tools Potentially Impacted

Action Steps Needed
Education 

Needed (Topic 
and Audience)

Timeline

Section A: 
Administrative 
Information 
(Program 
Interruptions)
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Quality Reporting 
Program

Topic
Policies, Procedures, Processes, and/or 

Documentation Systems and 
Tools Potentially Impacted

Action Steps Needed
Education 

Needed (Topic 
and Audience)

Timeline

Section GG: 
Functional 
Abilities 
and Goals
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Quality Reporting 
Program

Topic
Policies, Procedures, Processes, and/or 

Documentation Systems and 
Tools Potentially Impacted

Action Steps Needed
Education 

Needed (Topic 
and Audience)

Timeline

Section J: 
Health 
Conditions
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Quality Reporting 
Program

Topic
Policies, Procedures, Processes, and/or 

Documentation Systems and 
Tools Potentially Impacted

Action Steps Needed
Education 

Needed (Topic 
and Audience)

Timeline

Section M: 
Skin 
Conditions
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Program

Topic
Policies, Procedures, Processes, and/or 

Documentation Systems and 
Tools Potentially Impacted

Action Steps Needed
Education 

Needed (Topic 
and Audience)

Timeline

Public 
Reporting


