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	1.Prepare your Team
	· Team meeting to discuss upcoming changes 
· Plan each team member's role in the transition process – who is responsible for recalls/how are you going to record eligible patients
· Ensure team members have protected time to do their required tasks
· Plan regular meetings of the team to track progress
· Communicate progress regularly with the whole practice via noticeboard, email, group chat, and staff meetings
· Discuss the upcoming changes with your allied health providers

	2.Raise patient awareness
	· Consider patient messaging (What’s in it for them?)
· Poster, information sheets, FAQs, and brochures for patients (when available)
· Calls to action/communications to patients (email, SMS, direct communication)
· Train reception staff in MyMedicare and CCM messaging
· Ensure reception is opportunistically registering patients for MyMedicare Manually via (Registration form) or online
· Coordinate the MyMedicare registration of RACH patients
· Monitor the list of your patients who have deregistered from your practice in HPOS and follow up

	3.Recall existing CDM patients

	· Communicate changes from CDM to CCM to patients (when information available)
· Recall existing CDM patient for new CCM plan
· Determine/review the process for booking review appointments
· Document and communicate any changes to booking processes 

	4.Identify new CCM patients
	· Use clinical software and other data tools to identify eligible patients by condition, medication, etc 
· Identify patients who have been previously identified for CCM but have not taken up the offer, and follow up with them 
· Opportunistically identify new CCM patients during consultations, HA’s, immunisations, etc

	5.Check in and review
	· How will you track CCM reviews? (spreadsheet, reminder added in patient file)
· 3 monthly audits of CCM reminders
· Plan your next steps
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