Medical Errors Tool Kit
Addressing Medication Errors in Hospitals: Ten Tools

Tool #4
A Checklist for Preparing the Organization

The purpose of this checklist is to help the hospital plan for the implementation of new technologies and record its progress over time. It is meant to be used initially by senior management and departmental leaders, and then updated regularly by a multidisciplinary implementation team.

	Task
	Completed
	In Progress – Anticipated Completion Date

	Steps to Implement a Successful Information Technology Program
	
	

	Develop an information technology strategic plan. This plan should be integrated with the organization’s strategic plan.
	 FORMCHECKBOX 

	     

	Create an information technology team to assess the current state of the organization (i.e., personnel, finances, etc.) and the organization’s technology and to evaluate potential vendors and systems.
	 FORMCHECKBOX 

	     

	Once the IT decision has been made, assign an implementation team to develop a project plan. This team should identify the equipment, personnel, training costs, and other ancillary costs involved in implementing the technology.
	 FORMCHECKBOX 

	     

	Establish a rollout plan or implementation timeline. 
	 FORMCHECKBOX 

	     

	Establish a training process. 
	 FORMCHECKBOX 

	     

	Establish a continuous process to review the implementation of the new technology, evaluate systems changes to improve the process, and implement the changes. 
	 FORMCHECKBOX 

	     

	Other (describe):

     

	 FORMCHECKBOX 

	     

	Medication Safety
	
	

	Educate health care professionals on the importance of participating in the medication error reduction process and understand the importance of reporting medication errors. All health care professionals are dedicated to improving medication safety.
	 FORMCHECKBOX 

	     

	Educate health care professionals about the importance (and potential pitfalls) of technology in improving medication safety. 
	 FORMCHECKBOX 

	     

	Identify clinical champion(s) committed to improving medication safety within the hospital. 
	 FORMCHECKBOX 

	     

	Establish a multidisciplinary team to address medication safety.
	 FORMCHECKBOX 

	     

	Establish a process for thorough evaluations of medication errors in an open, non-punitive manner.
	 FORMCHECKBOX 

	     

	Establish a non-punitive, anonymous medication error reporting system.
	 FORMCHECKBOX 

	     

	Monitor, track, and evaluate medication errors on a routine basis.
	 FORMCHECKBOX 

	     

	Establish a safety plan. 
	 FORMCHECKBOX 

	     

	Other (describe):

     

	 FORMCHECKBOX 
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