
Preparing for Joint Working (the ‘PREPs before the STEPs’): Stage checklist
PREP 1 - Formation of Steering Group for Joint Working

	Checklist
	Y/N

	Have we defined what we would like to achieve in the Vision Statement?
	

	Has the Vision Statement been condensed down to the essential elements?
	

	Do we have a comprehensive profile of the issue (e.g. data)?
	

	Is every key stakeholder (someone who could impact the project) involved?
	

	  IF NO – have we planned for getting them involved?
	

	Have key roles within the Steering Group been assigned?
	

	Do we have a designated lead and / or Project Manager for planning stages?
	

	Has a commitment been made by Steering Group members to commit the time, resource etc. required to progress?
	

	Do we know what key meetings are coming up over the next 4-6 months?
	

	Joint Working (JW) scope
	

	Is this project definitely suited to JW?
	

	Is there a possibility of significant resistance to JW?
	

	Are there any other significant risks that we can see around JW?
	


Vision Statement 1

	


Vision Statement 2 
Condense 1st draft removing anything superfluous
	


PREP 2 - Strategic Buy-in - ‘get the board on board’

	Checklist
	Y/N

	Was the Exec paper and Vision Statement presented to the Exec/Board?
	

	Did the Exec/Board have any major concerns or caveats?
	

	IF YES – Can these be remedied?
	

	IF YES  - Did the response constitute ‘Senior Support’?
	

	Was an Authorised or Senior Responsible Officer or Owner agreed?
	

	IF NO – is there a clear and timely route for decision-making?
	

	IF YES – is this individual informed on the project/topic?
	

	IF NO – Is there a meeting scheduled to ensure the individual is fully up-to-speed and supportive?
	


PREP 3 - Development of Call for Collaboration

	Checklist
	Y/N

	Is the Vision Statement for the project still fully relevant?
	

	Have the following been included within the Call for Collaboration?
	

	· Vision Statement
	

	· Introduction to, or profile of, the locality and situation 
	

	· Supporting statistics, facts or data (baseline) to profile problem
	

	· Profile of internal Steering Group & collaborators
	

	· Summary of Strategic buy-in and Governance
	

	· Key dates, meetings and anticipated timescales for NHS team
	

	· Expectations for non-NHS partners (solely within focus of vision, 7 step process, early stage buy in locally)
	

	· Specific benefits for potential partners (recognition)
	

	· Next steps – expression of interest deadline; date first meeting
	

	Has regional ABPI facilitator been contacted to discuss facilitation via Call for Collaboration network?
	

	· Have the timescales and ABPI group dates been discussed?
	


PREP 4 - Distribute Call for Collaboration and get signups for idea generation

	Checklist
	Y/N

	Has regional ABPI facilitator been contacted to discuss facilitation via Call for Collaboration network?
	

	- Have the timescales and ABPI group dates been discussed?
	

	Has the response been sufficient to proceed with JW plan? 
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