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Housekeeping 
 

1. Join Web Meeting Room - 
https://meet40675966.adobeconnect.com/lcb/ 
 

2. Join Call - (866) 537-1615 US Toll Free 
Passcode: 5669 442# 
 

3. Make sure your web camera is active 
 

4. In the upper right hand side, you should see “Start My 
Web Camera,” Click on It. 
 

5. Please use chat box to communicate with group or 
individuals 
 

6. You can raise your hand to let us know you’d like to 
say something  

https://meet40675966.adobeconnect.com/lcb/
https://meet40675966.adobeconnect.com/lcb/


PFLC Session Structure 

 Brief Check-in from each PT Facilitator 

 

 Discussion/presentation of PF skill 

 

 Discuss status/challenge/best practice from on site 

 

 Identify topic for next meeting 

 



 

P L E A S E  S H A R E  W I T H  T H E  G R O U P :  

 

 Y O U R  F I R S T  N A M E  

 

 Y O U R  S I T E  A N D  R O L E  A T  S I T E  

 

 1  A C C O M P L I S H M E N T  W I T H  T H E  P R O J E C T  S I N C E  W E  
L A S T  M E T  

 

 O N E  T H I N G  A B O U T  Y O U R  A R E A  T H A T  I S  U N I Q U E  O R  
F U N  I N  S U M M E R !  

Brief Check Ins 



WHAT IS AN EFFECTIVE MEETING?  

 

WHAT GOES WELL DURING AN EFFECTIVE 
MEETING?  

 

WHAT DOESN’T WORK DURING A POORLY 
RUN MEETING?  

 

WHY ARE YOU HAVING A MEETING?  

Today’s Topic:  
 Effective Meetings 



Reasons for having a meeting 

 Communicate information 

 Explore an issue from multiple perspective 

 Think and create together 

 Make a decision that requires input 

 Generate commitment/buy-in 



Thoughts/Questions on Meetings 

 Meetings are a work process that can be improved 

 Best pre-, during and post-meeting practices 

 What is the PF role in making the meeting go well? 

 Who owns your PTM meetings? 

 Meetings with leadership/PTM team 

 Meetings with clinical stakeholders 

 Meetings with patient stakeholders 

 Other meetings related to the PTM 

 As a PF, what are YOUR goals for the meeting? 

 

 

 

 



Meeting checklist 

 Before 
 Define purpose of meeting 

 Logistics 

 Agenda 

• During  
 Beginning: review purpose, agenda, end time 

 Middle: keep group focused, encourage participation, summarize, 
identify actions, check for understanding 

 End: Summarize agreements, identify next date, close meeting with 
appreciation 

 After 
 Distribute minutes 

 Check on progress on action items 



Poll 

Let’s assess our PTM meetings and identify each of 
our areas that we could do a bit better in. 

 

Select items that you and your team are challenged by 
in your meetings so we can discuss potential 
approaches. 

 



Pre-Meeting Work 

 Know the purpose of the meeting 

 Invite the right people 

 Collect input on agenda 

 Develop agenda 

 Distribute agenda ahead of time 

 Reserve the right space for the meeting 

 



One option for meeting  
agenda and minutes 



Gina E. 
White, 

Pharm.D, 
MBA 

Project 
Manager 



Effective Agendas 

 Always on the agenda 

 Topics, lead person, time 

 Sometimes included in agenda: 

 Method: Discussion, decision, information sharing 

 Desired Outcome 

 Parking lot 

 Often included in an agenda 

 Warm-up 

 Agenda Review 

 Meeting evaluation 



 Supportive Practices During Meetings  

 Start and end on time 

 Minimize interruptions 

 Roles are assigned and clear 

 Facilitator 

 Timekeeper 

 Note taker 

 Scribe 

 



Facilitator 

 Open meeting/warm-up 

 Review agenda 

 Move through agenda 

 Keep team focused on agenda item and outcome 

 Facilitate discussions/manage participation 

 Gather items for next meeting agenda 

 Help team evaluate meeting 

 Close the meeting 



Timekeeper  

 Move the team along by keeping track of time spent 
on agenda items 

 Alert team when time is almost up for an item 

 If decision is made to extend discussion, clarify 
length and item being bumped to parking lot 



Scribe 

 Post ideas on flipchart or electronic whiteboard as 
discussion unfolds 

 Capture items for “parking lot”  



Note taker 

 Serves as historian by recording key decisions, 
discussion points, actions for agenda items 

 Distribute or post minutes as soon as possible  

 



Post Meeting Practices 

 Review meeting notes/minutes 

 If not done as part of meeting, get corrections on 
notes 

 Distribute minutes 

 Follow-up on your Action Items 

 Check-in with others on progress on their Action 
Items 



Gina E. White, Pharm.D, MBA 
Project Manager 

 
Example of format 
- Running header 
- Attendees  
- Expectation meeting started on time 
- Review & approval of last meeting’s minutes 



From the PTM Field  

Gina E. White, Pharm.D, MBA 
Project Manager 

 
Example of format  
- What is included in minutes, what is not included? 

 
 



From the PTM Field  

Gina E. White, Pharm.D, MBA 
Project Manager 

 
Example of format – 
 Procedure of documentation and review of minutes 
 Inclusion of mission and vision statement at bottom 

 



Questions for Discussion 

 Do you seen any challenges or obstacles to improving 
meetings for your PTM? 

 Any best-practices you want to share? 

 



Meeting checklist 

 Before 
 Define purpose of meeting 

 Logistics 

 Agenda 

• During  
 Beginning: review purpose, agenda, end time 

 Middle: keep group focused, encourage participation, summarize, 
identify actions, check for understanding 

 End: Summarize agreements, identify next date, close meeting with 
appreciation 

 After 
 Distribute minutes 

 Check on progress on action items 



Resources for Effective Meetings 

 http://www.mindtools.com/CommSkll/RunningM
eetings.htm 

 http://www.teamhandbook.com  (also see The 
Team Handbook, Scholtes P, Joiner B, Streibel B 
2003) 

 http://www.IHI.org  

 http://clarosgroup.com  

 

 

 

 

http://www.mindtools.com/CommSkll/RunningMeetings.htm
http://www.mindtools.com/CommSkll/RunningMeetings.htm
http://www.mindtools.com/CommSkll/RunningMeetings.htm
http://www.mindtools.com/CommSkll/RunningMeetings.htm
http://www.teamhandbook.com
http://www.IHI.org
http://theclarosgroup.com


 

 Closing thoughts? 
 

 One thing you enjoyed/learned during our 
time together. 

Other thoughts from the PTM Field  
On Effective Meetings 



 

 What topics would be helpful? 
 

 
 Thank you 
 For participating! 
 For completing evaluation last time! 
 In advance for completing evaluation this 

time (link here, will be sent out, too)! 

Next Meeting 
Thursday, June 25 

https://ucsf.co1.qualtrics.com/SE/?SID=SV_5gM4uA5P3IGxD5H

