Hospital Patient and Family Advisory Council (PFAC)

Annual Report Template

	COUNCIL ACTIVITIES
	TIMELINE

	Write Draft of PFAC Work Plan for Year 2  

This written Work Plan should outline the hospital’s plan for Year 2 of the Council(s). Use Work Plan Template provided by the MA Coalition, September, 2009.  Highlights from the Year 2 Work Plan should be included in the PFAC Annual Report submitted to the hospital’s governing body. 


	September 1, 2010

	PFAC Annual Report
Per the regulation: No later than October 1, 2010 and annually thereafter, a hospital shall prepare a written report documenting the hospital’s compliance with 105 CMR 130.1800 and 130.1801 and describing the Council’s accomplishments during the preceding year. 


	September 1-30,  2009

	Annual Report should include the following:
An outline of the hospital’s work plan, experience, and results of establishing a Council by October 1, 2010.  Topics should include:

	

	· Hospital Council Policies and Procedures  (MA 130.1800 and 130.1801 required policies and procedures)
A. A hospital shall develop and implement written policies and procedures for the Council, which shall address, at a minimum, the following: 

· Purpose and goals

· What is the Council’s purpose and goals?

· Membership of the Council including qualifications, selection, retention, term of service, and duties and election of officers. The Department recommends that the chair or co-chairs be current or former patient(s) or family member(s), or a staff person and a patient or family member. 

· What qualifications does a prospective Council Member need to meet?

· Has the hospital established selection and retention criteria for Council Members? 
· Are the selection criteria in use? 

· Did the hospital develop a Council Member application form(s)? 

· Briefly describe the hospital’s Council member recruitment plan(s)?

· Where and how is the list of potential Council members and staff advisors kept and updated? (name, role, contact info)

· What is the makeup of the Council?

· What is the hospital’s established number of patient and family members (suggest 12-15)?

· What is the hospital’s established number of staff members (suggest 3-4)? 
· How do the hospital’s Council members represent the population served at the hospital?
· What is the established process for the election of officers?

· Describe the process for the election of Council officers?

· What is the hospital’s structure of the Council?  

· Is a patient or family member the co-chair?

· Is there a Staff Liaison, co-liaison, Co-Leaders?

· Which department(s) is responsible for organizing the Council(s)?
· What are the Council members’ terms of service?

· What is the hospital’s established number of years of commitment as a Council member (patients, families, staff –i.e., 50/50 mix of 1 year and 2 year terms)

· What are the hospital’s attendance expectations (i.e., 75% of meetings)
· What are the Council members’ duties?

· Describe the duties the Council members are responsible for?

· Is the Council identifying work that could be done by a subgroup of the Council? (Subcommittees could be in the following departments: Education, Communications/Public Relations, Facilities, Family Support, etc.)

· What are the existing activities in the hospital that may be incorporated into the Council agendas? 

· What topics/issues has the Council decided to work on?

· Describe the hospital’s policies on Council member orientation, training and continuing education. 

· Have orientation, training, and continuing education plans for members of the Council been developed and implemented?
· How often is orientation available to patient/family and staff Council members?
· What are the hospital’s objectives for the orientation? 

· What are the components of hospital’s orientation program? 

· Who will be conducting the orientation?

· What training is available for Council members?

· What continuing education is available for Council members?

· Describe the general roles of members of the Council, which may include the following: 

· Do Council members participate on hospital committees, task forces and/or advisory boards? 

· Do Council members participate in the review of publicly-reported quality information? 

· Do Council members participate on committees addressing patient safety issues? 

· Do Council members participate on search committees and in the hiring of new hospital staff? 

· Do Council members participate in reward and recognition programs? 

· Do Council members participate as co-trainers for clinical and nonclinical staff, in-service programs, and health professional trainees? 

· Do Council members participate in any other role in accordance with the hospital’s policies and procedures? 

· Describe the responsibilities of members of the Council, including policies that address confidentiality of patient information. 

· What are the responsibilities and policies that address confidentiality of patient information for Council Members?

B. Required policies and procedures 
(1) The Council shall meet at least quarterly.  

(2) Minutes of Council meetings shall be maintained for a minimum of five years. 

(3) Minutes of Council meetings including Council accomplishments shall be transmitted to the 

      hospital’s governing body. 

(4) At least 50% of the Council members shall be current or former patients or family members and should 

      be representative of the community served by the hospital.

· How often does the Council meet?

· Acknowledgement and confirmation that the hospital will maintain minutes for a minimum of five years.

· How are the Council minutes transmitted to the hospital’s governing body?

· Confirmation that at least 50% of the Council members are current or former patients or family members and are representative of the community served by the hospital.


	

	· Determine the support your Council will need?

· How many staff will be needed as co-liaison/co-leads? 

· How much administrative support time and resources are needed to support the Council? (i.e., staff time and resources)
· What costs associated with Parking/Transportation coverage or reimbursement is available for Council members?
· What is the budget associated with the Council (food, printing, postage, interpreters, parking/transportation, child care support, member stipends (?)


	

	· Achieving and Maintaining Success with Council
· What accomplishment(s) has the Council achieved this year? 

· How will the hospital track accomplishments?

· Who will track accomplishments?


	

	· PFAC Agendas

· What were the Council’s agenda items for the first Council meeting(s) (if operational prior to 10/1/10)?

· What are the Council’s proposed agenda items for the next Council meeting(s) (operational on 10/1/10)?


	

	PFAC ANNUAL REPORT

· Finalize and Approve PFAC Annual Report

	September 30, 2010

	HOSPITAL PFAC OPERATIONAL


	October 1, 2010

	 PFAC ANNUAL REPORT PUBLICLY AVAILABLE (to patients, staff, general public, and MA DPH upon request)
The hospital shall make the reports required in 105 CMR 130.1800 and 130.1801publicly available through electronic or other means, and to the Department upon request. 


	October 1, 2010


1

