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	Quantification survey guide

	Victorian assistant workforce model – Activity 3.4


Introduction

Read these instructions in conjunction with the Victorian Assistant Workforce Model (VAWM) resource AHA task list. It may be helpful to have the AHA task list printed or open onscreen when reading this guide.  

The quantification survey is a paper-based survey that collects information from AHPs over a five-day period, recording time (in minutes) that they have spent on tasks that could be delegated to an AHA. The data collected from the quantification survey is used to determine the need for AHAs across the organisation.
The survey asks staff to enter time under 10 practice categories that were found to be common to all allied health disciplines in Victoria’s pilot of the VAWM during 2012–15. These are detailed in the AHA task list. 
The practice categories are: 
Clinical 

· assessment
· treatment
· complex cases
· clinical reporting
· discharge planning
· equipment and environment.
Non clinical
· supervision
· research and quality
· administration
· other.
How to develop the quantification survey

The quantification survey should be adapted so that it is relevant to your organisation. For example, if you are measuring time spent by AHPs on AHA tasks by discipline, service or program, consider if one generic survey, or multiple surveys specific to a discipline or a service should be developed. Sample surveys can be found in Activity 3.1.
The four steps illustrated in Figure1 demonstrate how to develop the quantification survey from the AHA task list.
Figure 1: Developing the quantification survey
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Step 1: Review the AHA task list and use to create draft quantification survey forms.

· Review the AHA task list finalised from information collected at focus groups and from meetings with managers (element 2).  
· Create discipline, team or program/service-specific sub-tasks for each of the categories listed in the quantification survey template that are relevant to the organisation implementing the VAWM.  
· Determine the format of the quantification survey contextualising it by discipline, team OR program/service to suit scope of implementing the VAWM in your organisation.

· Populate the quantification survey template with AHA tasks from the AHA task list to create a DRAFT quantification survey. 

Step 2: Meet with managers to ratify tasks in DRAFT quantification survey forms.
· Project teams meet with relevant managers to review the quantification survey and seek endorsement for all tasks included in the draft quantification survey forms.   
· If a discrepancy arises around tasks for inclusion, some resources to consider include: Supervision and delegation framework for allied health assistants; Allied Health: credentialling, competency an capability framework; and local organisation policies regarding scope and practice
Step 3: Finalise the quantification survey forms.
· Finalise quantification survey forms based on the tasks approved by managers and other stakeholders. The project team must receive ratification (sign-off) by the relevant managers on the final quantification survey forms prior to circulating for data collection.
· Demographic information should be included at the top of the data collection form including hours worked, pay grade, campus, and specialities or wards covered from respondents during the data collection period.
· Prepare an instruction sheet to attach to the survey. An example is provided within this guide.
Step 4: Conduct data collection
· Allocate dates for the 5 day collection period, and promote the data collection week early

· Inform AHP staff on data collection requirements, so that they record the time spent within their day completing tasks that could potentially be completed by an AHA in minutes. 
· Ensure the instruction sheet accompanies the survey

· Enter all collected data into the database

Promote the data collection week
· Use multiple methods ahead of time to ensure all relevant AHPs are prepared to participate.  
· Send reminders to staff to complete the quantification survey throughout the survey week. 
· Engage project champions and senior management to provide encouragement, reminders and incentives to maximise AHP participation.  
The quantification survey checklist

This checklist is provided to assist the project team in the planning and organisation of the distribution and collection of quantification surveys. It includes suggested strategies for staff engagement.  
Forms
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Distribute the data collection forms, one for each staff member working in the data collection period.  Send electronically to large departments.
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Distribute prior to the Monday of data collection week.
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Use coloured paper if available to stand out from other paper work.



Number data collection forms to enable easier data entry and tracking.
Project manager to record:

Number of staff working during data collection _____


Number of forms printed _____

Form tracking system established ______

Champion (optional)

Assign a project champion at each of your sites and/or disciplines to promote the data collection process and answer any questions.
Project champion can print, distribute and collect data collection forms.
Champion to record:

Number of staff working during data collection _____


Number of forms printed _____

Incentives and rewards  (optional)


Send a daily email reminder to complete the data collection.
Offer rewards or prizes for the highest participation rate.
Use emails, flyers, posters and meetings to remind of the data collection week prior to and the week of the data collection period.
At end of data collection week
Allocate task of collecting data collection forms at each site - project champions.
Establish how you will get data collection forms from the project champion (scan and email, hand delivery, express post, fax).  

Ensure you have all the forms by the Monday following the data collection, to allow you adequate time for data or entry of the results into the database.


Record: 
Total number of data forms distributed _____    

Total number of forms returned _____
Quantification survey instruction sheet (example)

For one week from Monday (date) to Friday (date) Allied Health Professionals (AHPs) from the (specify department/program or service) are asked to collect data that reflects the amount of time spent each day completing tasks that could be assisted by or completed by an AHA. Current time spent using AHAs is not to be recorded in this survey.

This data will assist in calculating the full-time equivalent (FTE) of AHAs ideally required per discipline/program area or service. The paper survey requires a single value (minutes) to be entered per box (only one number), reflecting the time the AHP spent completing the task which could potentially have been completed by an AHA. If you have completed more than one activity per day, please provide a total only as indicated below.
If you have any questions regarding this survey, please contact (project team member) on (phone number) or direct queries to your manager.
	Practice category
	Mon
	Tue
	Wed
	Thurs
	Fri
	Total minutes

	Assessment:

· Check likes/dislikes and any special dietary requirements

· Screen for malnutrition

· Set up food charts

· Observe patients at mealtime

· Weigh patients on regular basis
	40
	20


	0
	0


	20
	

	Treatment:

· Individual:
· Analyse food charts

· Assist in menu selection

· Education:
· Assist with format + presentation of patient education material

· Groups:
· Lunch group

· Falls round

· Communal dining
	30
	30
	30
	30
	30
	

	Clinical Reporting:

· Enter basic meal plan preferences + changes into Buckeye 

· Documentation of undertaking nutrition screening + actions from screening
	10
	0
	10


	0
	0
	

	Discharge Planning:

· Assist in managing OP bookings
· Source local CRC/CHS

	15
	0
	0
	0
	0
	

	Research and Quality:

· Assist unit audits / quality projects

· Participate in food service audits
	0
	0
	0
	0
	0
	

	Equipment and Environment:

· Assist with basic pump training + trouble shooting
· Travel between kitchen + ward for various requirements
	10
	10
	10
	10
	10
	

	Administration:

· Photocopying
	0
	0
	0
	0
	0
	

	Other (please name):
	0
	0
	0
	0
	0
	


Please return completed surveys to your manager by __________________(day/date).

(Example) Quantification Survey 






Survey no____

	Week beginning:
	     
	FTE:
	

	Site: 
	
	1. Program:
	

	Team:
	
	2. Hours worked this week:
	

	Discipline/Grade:
	
	
	


· How many minutes per day are you spending in each main category in tasks that could be completed or require the assistance of an AHA (one value per box)?

· Please don’t record any time or work currently utilising an AHA.

	
	Mon
	Tue
	Wed
	Thurs
	Fri
	Total minutes

	Assessment

· Basic subjective and objective measures collection as set by AHP
· Assist AHP in assessment process
· Assist in waiting list management and allocation
	
	
	
	
	
	

	Treatment

Individual

· Administer prescribed therapy

· Assist AHP with treatment 

· Train in use of equipment

· Assist AHP with manual handling tasks

· Provide and reinforce prescribed education 

· Prepare therapy materials

· Paperwork relevant to client case including referrals, SWEP, SCTT. 

· Assist with format and presentation of client education material

Group

· Lead or facilitate programs
	
	
	
	
	
	

	Complex cases

· Assist integration into community groups and services (1:1)

· Assist/support with home visits/complex clients
	
	
	
	
	
	

	Clinical reporting

· Document in progress notes (notes for client AHA could see)

· Feedback to GP/referrers regarding client assessment, care plan and other information as relevant

· Document subjective and objective measures collected
	
	
	
	
	
	

	Discharge planning 

· Phone clients after intervention to see how they are going

· Assist AHPs with relevant discharge paperwork / resources

· Refer clients to community programs / groups under guidance from AHP
	
	
	
	
	
	

	Supervision

· AHP student observation and feedback to clinician

· Supervision of AHA and work-experience students
	
	
	
	
	
	

	Research and quality

· Data collection and management 

· Participate in QI projects / research – literature search

· Collate questionnaires  
· Support AHPs in benchmarking, surveying clients and research projects
· Health promotion activities developed by health professionals
	
	
	
	
	
	

	Equipment and environment

· Equipment – delivery / provision under guidance of AHP, education / demonstration / trialling, sourcing quotes, researching new equipment

· Complete necessary equipment forms (loan or hire) (for clients appropriate for AHAs)

· Prepare therapy environment

· Assist with sterilisation, maintenance, and ordering 

· Assist in the sourcing and development of resources
	
	
	
	
	
	


	Administration

· Group stats for clients AHA could have seen
· OH&S inspections
	
	
	
	
	
	

	Other (please name)

e.g. Assist (physically) clients moving in/out of residential care 

       Transport clients to medical appointments
	
	
	
	
	
	


Thank you for your assistance,

AHA project team
Department of Human Services
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