Notification Meeting Facilitator’s Agenda

	Topic and Timeframe
	Key Points
	Resources Used

	Introductions 

5 minutes
	· State and Site Leads should introduce themselves along with any additional staff members that are part of the meeting.
· Agenda should be reviewed

· Distribute copy of the QSR Manual and Protocol
	Notification Meeting Agenda
QSR Manual and QSR Protocol

	Continuous Quality Improvement/Quality Service Review – An Overview
30 minutes


	· Brief History of  Continuous Quality Improvement (CQI)
· Describe the purpose and benefits of the QSR process

· Overview of the QSR process


	Notification Meeting Agenda

QSR Protocol 

QSR Manual 

	Overview of Roles and Responsibilities of State and Local Site Lead team members
30 minutes
	· Roles and responsibilities of the State Site Lead Team pre, during and post QSR 

· OCYF Regional Office staff

· CWRC Staff – Practice Improvement Specialists and Resource Specialists

· TA Collaborative 

· County Site Lead identification, roles and responsibilities
· Logistics (room reservations, cars, laptops, conference call lines, equipment, etc.)
· Focus Groups (scheduling, invitations, confirmations, food, etc.)
· Case Selection (contact with HZA, keep master list, family contact, etc.)
· IT (laptops, server firewall, Internet/Wi-Fi access)
	Notification Meeting Agenda
Appendix #3a QSR Team Chart
QSR Manual 



	Review Week Timelines

30 minutes
	· Review of Timeline/timeframes (potential, as the Site Lead Team will determine what works best for them)
· Highlight key dates such as Orientation Meeting(s); QSR Training; Review Week; and Next Steps Meeting (provide timeframes for which they should occur and try to set preliminary/potential dates)
· NOTE: The team may want to consider establishing an “Emergency Weather Protocol” for QSR training for any on-site QSR that has been scheduled during the winter months. Site Leads should schedule “back-up” training dates in the event that poor weather requires them to cancel the original training dates.  Site Leads should also work together to create a protocol in the event that poor weather interferes with the actual QSR on-site review (and consider what notification of a cancellation looks like, etc.).
	Notification Meeting Agenda

Appendix #7 QSR Timeline

Appendix #18 Review Week- 3 Day Review Schedule

QSR Manual 


	Planning for the Orientation Meeting(s)
15 minutes
	· Overview of suggested orientation meetings and their content (discuss potential topics and meeting format).
· Date possibilities for meetings (try and establish dates or identify potential dates and times)
· County Administrator or designee’s role in inviting people to the Orientation Meeting(s) (who will develop and send the invitation to include the purpose of the meeting)
· Suggestions on whom to invite to the Orientation Meeting(s) and logistics (who will be invited, who will facilitate which pieces)
	Notification Meeting Agenda 
QSR Manual 


	Closing/Next Steps/After Action Review

10 minutes
	· Thanks everyone for attending the Notification Meeting
· Set next meeting date(s)
· Identify next steps
· Discuss what worked well, not so well and what to do differently for the next Site Lead meetings.
	Notification Meeting Agenda
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