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Sample Promoting Healthy Development Survey (PHDS) Implementation Checklist – Weekly Review Checklist (Pilot Period)


Use this checklist to guide the weekly collection and review of Promoting Healthy Development Survey (PHDS) responses during the test period. Help ensure a consistent, actionable approach to family feedback.

Set-Up Tasks
☐ Identify pilot dates (e.g., April 1-June 30)
☐ Determine eligible visit types (e.g., 9-, 18-, 24-, 30-month visits)
☐ Assign PHDS coordinator and reviewers
☐ Prepare printed surveys or digital links/QR codes
☐ Set up secure storage (locked box or HIPAA-compliant platform)

Daily Workflow
☐ Front desk/medical assistant distributes PHDS after eligible well-child visits
☐ Families complete paper or digital version at check-out or home
☐ Collect completed paper forms at end of day and log count

Weekly Review (e.g., every Friday)
☐ Tally surveys distributed vs. received
☐ Summarize key themes (family understanding, satisfaction, concerns)
☐ Identify any trends or red flags from open comments
☐ Hold 30-minute huddle with quality improvement lead, provider, and front desk rep

Tracking and Documentation
☐ Enter survey counts and findings into tracking log or spreadsheet
☐ Highlight suggestions or insights for workflow improvements
☐ Share summary with clinic team at weekly staff meeting

Follow-Up
☐ Adjust workflow, communication, or training based on feedback
☐ Identify family participants for additional input or advisory group
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