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Sample Kickoff Meeting Agenda


Objective: Ensure a shared understanding of the goals, responsibilities, and processes for home visitors to accompany families to their well-child visits.

1. Welcome and Introductions (10 minutes)
· Facilitator: [Name]
· Brief introductions of all attendees. 
· Overview of the meeting’s objectives and desired outcomes.

2. Overview of the Initiative (15 minutes)
· Facilitator: [Health Center Representative/Home Visiting Program Lead]
· Content
· Purpose and goals of linking home visiting programs to well-child visits to allow for more integrated care coordination and support for families.
· Expected benefits for families, health centers, and home visiting programs.
· Long-term vision for the collaboration between home visiting services and the health center.

3. Roles and Responsibilities (20 minutes)
· Facilitator: [Name]
· Content:
·  Health Center Responsibilities:
i. Identifying a team member for leading coordination.
ii. Referral process and identifying families for participation.
iii. Scheduling well-child visits and confirming home visitor attendance.
iv. Coordination of medical care, tracking and follow-up.
· Home Visiting Program Responsibilities:
· Family engagement and consent process.
i. Providing pre-visit information and educational materials.
ii. Attending well-child visits and supporting family needs.
· Joint Responsibilities:
i. Communication and coordination between health center and home visiting staff.
ii. Addressing barriers to participation (e.g., scheduling conflicts, transportation).

4. Consent and Confidentiality (15 minutes)
· Facilitator: [Name]
· Content:
· Review of consent process for families to allow home visitors to accompany them to well-child visits.
· Ensuring confidentiality and data-sharing practices.
· Discussing expectations and legal considerations regarding patient information.

5. Process Flow for Integration (25 minutes)
· Facilitator: [Name]
· Content:
· Step-by-step process for scheduling, referral, and home visitor attendance:
i. Family Selection and Consent:
1. Process for identifying eligible families and obtaining consent.
ii. Scheduling Coordination:
1. How the health center and home visiting programs will coordinate visits.
iii. Role of the Home Visitor During the Visit:
1. What the home visitor will do during the well-child visit (e.g., provide emotional support, help with follow-up, and reinforce education).
iv. Follow-up:
1. How follow-up care will be coordinated after the visit.

6. Communication and Reporting (15 minutes)
· Facilitator: [Name]
·  Content:
· Establishing effective communication protocols between health center and home visiting staff.
· Reporting mechanisms for sharing visit outcomes, family feedback, and any issues encountered during the visit.
· Frequency and format of check-ins or follow-up meetings.

7. Timeline and Next Steps (10 minutes)
· Facilitator: [Name]
·  Content:
· Discuss the timeline for rolling out the process, including pilot phases.
· Outline immediate next steps:
i. Finalizing consent forms.
ii. Scheduling training for home visitors and health center staff.
iii. Identifying families for initial participation.

8. Q&A and Open Discussion (10 minutes)
· Facilitator: [Name]
· Content:
· Open the floor for any questions, concerns, or clarifications from attendees.
· Discuss any challenges or potential barriers that may arise and brainstorm solutions.

9. Closing Remarks (5 minutes)
· Facilitator: [Name] 
·  Content:
· Summarize key takeaways from the meeting.
· Reiterate the importance of collaboration and ensuring smooth integration for better family outcomes.
· Set the date for the next meeting or check-in.
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