Service Review
Adapted from ‘Methodology for Conducting a Service Review/Design’, PHW 2010
	Before starting

	Project proposal  
	Project lead should write a proposal which sets out the aims and objectives of the service.

	Identify project manager 
	· The manager is responsible for progression of the review on a day-to-day basis, and reports to the project lead.
· The manager will ensure the project follows the agreed plan and timetable.

	Agree Terms of Reference 
	· What is in and out of scope for this review?
· Agree a project plan and timetable.
· Is this review to describe performance of the service or to offer recommendations for improvement?

	Working group
	· The membership of the working group will be dictated by the exact nature of your review. 
· Consider if any external expertise is required eg PHW.

	Assess the needs of the service
	· Consider a systematic approach eg Health Needs Assessment [link]
· Use of routinely reported data (appendix 2).

	Literature review
	· Identify recommended models of care, the evidence base for the service, good practice guidelines, and views of service-based professionals.
· eLibrary for Wales - link
· Consider use of your organisation’s library service

	Assess current service provision

	Describe service
	· Describe the service in terms of quantity, distribution, and quality.
· Consider elements of the Duty of Quality - link
· May include:
· Activity data
· Waiting list data
· Staffing data
· Costs
· Views of service users

	Analyse performance
	· Compare the service against guidance / recommended models of care as identified by the literature search.

	Recommendations for changes (if included in this review)

	Considerations
	· Need for a phased approach – short, medium, long term
· Costs involved
· Timescales
· Effects of change on workforce (change management)
· Effects of change on service users, particularly those with protected characteristics (conduct equality impact assessment)

	Report, Quality Assurance & Stakeholder Engagement

	Report
	· A report should be drafted and submitted. (See document template)
· The report may be a description of the service or include recommendations, as agreed in the Terms of Reference.
· The draft report should be quality assessed by the Project Lead. Advice may be sought from PHW.
· Obtain feedback from stakeholders and amend as appropriate.

	Post-study

	Circulation
	· The report must be circulated to those who will be affected by its findings, including the Board of Directors, the Executive Team, and other relevant stakeholders.

	Review and evaluation
	· A review of the project should be conducted after its completion. This includes a review of the processes and methodology against the Terms of Reference in order to identify successes, problems, and gaps. 
· The review may be written up as a ‘lessons learnt’ report.

	Feedback
	· Wherever possible, feedback should be obtained from the requesting body to state how the service review has been used and to state if it fulfilled its requirements.


 


Appendices
Appendix 1 – Key steps for a service review

Project Proposal Form Written

[image: ]Stakeholder consultation
Stakeholder consultation


Source: Methodology for Conducting a Service Review / Design, PHW 2010

Appendix 2 – Routine data sources
· Census, ONS - link
· Population estimates and projections, ONS - link
· Child measurement programme Wales (CMP)
· Hospital activity data – Health Board own data, Stats Wales, Digital Health and Care Wales
· Survey data = National Survey for Wales, Health Behaviour in School-aged Children Study (HBSC), 



[bookmark: _Appendix_3_–]Appendix 3 – Report template
Service review/ redesign report template
1.	Executive summary
2.	Definition and scope of the service review/ design
· Purpose of the document i.e. background to the study, its aims and objectives, a broad description of what is being reviewed.  
· How and why this service needs to be designed/redesigned.  
· If there are any concerns about the quality or capacity of a service, what evidence is there regarding the extent of the issue.
3.	Needs assessment
· State whose needs are being addressed (geographical area, client group etc.).
· Outline the size of the need i.e. numbers in the population / client group.  Include trends and projections.  
· Outline the extent of the problems (i.e. the “burden of disease”), in terms of morbidity / disability.   
· Provide comparative data, e.g. local authority, regional, national, European.
· Describe gaps in the data, and if there was a need to extrapolate.
· Describe any caveats with the data.
4.	Service profile 
· Describe the structure of the service - if any - currently being received, including the patient pathway where applicable.
· Present activity (e.g. patient numbers and bed use) and waiting list statistics.
· Present staffing complement and vacancies data.
5.	Service model /option appraisal
· Describe the recommended provision or “best practice” for this service.
· Describe any shortfall in the provision, including any inequalities.
· Describe the implications of any gaps in the provision.
· Describe the option(s) for a new service model.
6.	Conclusion and summary
7.	Recommendations
8.	References
9.	Appendices
· List of figures and tables
· Task and Finish Group membership and acknowledgements
· Methodology including any collaborative working
· Data sources
· Supporting / extra data
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