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Meeting Planner Template
Implementing Principles of Meaningful and Ethical Engagement 

This Implementing Principles of Meaningful and Ethical Engagement Meeting Planner Template was created by the McMaster Collaborative for Health and Aging to facilitate the planning and recording of meetings designed to meaningful and ethically engage older adults and/or caregivers in the research process. 
Please refer to the Preparing for Patient-Oriented Research Meetings with Older Adults and Caregivers: Trainee Workbook for additional considerations when planning and/or facilitating engagement activities as part of your program of research.  
Pre-Meeting: Considerations & Decisions to Inform Pre-Meeting Activities
Meeting Logistics

Committee/group name:
Project/proposal:
Meeting number (x of y):
Meeting date:
Meeting time:
Meeting location (room #/virtual meeting link):
Co-facilitator(s)/presenter(s):
Invited members:
Number of attendees:
Reason for absences: 
(Note for reporting and future planning accommodations)



Meeting Objectives


Learning objective(s):
Experiential objective(s): 
Impact for meeting participants:
(i.e., potential benefits)

Pre-Meeting Material


Meeting invitation sent on:
Shared via (email, mail, verbal, etc.):
What was sent: 
(E.g., brief description, survey links)
Meeting reminder sent on:
Number of responses from the pre meeting surveys/polls:

Keep In Mind


Concern(s) about the meeting:
(E.g., time constraints)
Potential risk(s):
(E.g., sensitive topics)
What accessibility accommodations have been considered for participants?



Meeting: Considerations & Decisions to Inform Meeting Activities

Meeting Content (materials, activities, etc.)


Meeting subject:
Meeting agenda:
Ice breaker:
Surveys/polls:
Refreshments (and dietary considerations):
Handouts or any additional material:

Post-Meeting: Considerations & Decisions to Inform Post-Meeting Activities

Honorariums


Honorarium amount (per person):
Method of tracking:
Given via (physical vs electronic):

Post-Meeting Activity Updates


Any updates/changes to meeting time/location:
Alternative ways information was shared with those who couldn’t make it:

Post-Meeting Material


Date sent:
Shared via (email, mail, verbal, etc.):

Post-Meeting Material (cont’d)


Additional feedback methods provided:
Additional resources sent:
Document link to meeting summary/minutes: 
Date meeting summary/minutes sent:

Post-Meeting Reflections 


What worked well:
Changes for next time:
Key takeaway(s) from the meeting:  
Items/ideas brought up to investigate further:
Reflection on diversity and inclusion:
(E.g., Who was missing from this conversation, potential strategies to reach others)
Reflection on equity:
(E.g., What barriers to participation were present, potential strategies to reduce barriers)
Reflection on inclusion:
(E.g., Did the dialogue and environment reflect a sense of belonging, potential strategies to promote inclusivity)

Meeting Notes 







Resources

General Patient-Oriented Research Resources 
· SPOR (Strategy for Patient-Oriented Research) Patient Engagement Framework, CIHR (Canadian Institutes of Health Research)  
· Ontario’s Patient Engagement Framework, Health Quality Ontario 
· Partnering principles and strategies: A guidance document for researchers, older adults, and caregivers, McMaster Collaborative for Health and Aging  

Meeting Facilitation and Activity Ideas 
· Preparing for Patient-Oriented Research Meetings with Older Adults and Caregivers: Trainee Workbook
· Art-Based Evaluation Toolkit, Artreach Toronto  
· Switzer S, et al. A seat at the table: designing an activity-based community advisory committee with people living with HIV who use drugs. 2019 Jun;29(7):1029-42 
· Facilitation tools for meetings and workshops, Seeds for Change, UK 

Equity, Diversity & Inclusion 
· Fairness is Excellence: The Ontario SPOR SUPPORT Unit’s Equity Framework   
· Methods for Supporting Diverse Patient Engagement in a Diverse World, BC SUPPORT Unit Tapestry Project 

Ethical Consideration when Engaging People with Lived Experience in Research 
· Ethical Considerations for Partnering in Patient-Oriented Research guide, Alberta SPOR SUPPORT Unit  

Compensation Related Resources 
· Considerations when paying patient partners in research, CIHR 
· The Research Compensation Series, output of AGE-WELL CC1 Crosscutting Theme on Knowledge Mobilization and Commercialization. 
 
Knowledge Translation 
· Barwick M (2008, 2013, 2019). Knowledge Translation Planning Template. ON: The Hospital for Sick Children. 

This document was created by the McMaster Collaborative for Health and Aging to complement the Preparing for Patient-Oriented Research Meetings with Older Adults and Caregivers: Trainee Workbook. This Implementing Principles of Meaningful and Ethical Engagement Meeting Template template is designed to encourage reflection, careful planning and recording of details from meetings that engage people with lived/living experience as advisors or partners in research.
We would like to thank those members of the McMaster Collaborative for Health and Aging who contributed to the idea, writing, and production of this resource. Special thanks to Cassandra D’Amore. 
Funding for the Collaborative is provided by the Ontario SPOR SUPPORT Unit, which is supported by the Canadian Institutes of Health Research, the Province of Ontario and partner Ontario hospital foundations and institutes.
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