[image: A purple rectangular sign with white text

Description automatically generated] 

Use this tool to plan and implement a discussion with PFAs about their perspectives and experiences with the PFAC. 

The PFAC Discussion Guide is designed to help PFAC coordinators lead discussions with PFAs about their perspectives and experiences with the PFAC. This tool includes sample outreach emails and questions that can be used to facilitate group or individual discussions with PFAs. 

Some hospitals may hold discussions as a follow-up to conducting the PFAC survey and to share and discuss survey results. In this situation, adjust the language in the outreach emails to mention that discussions are part of the follow-up process and tailor discussion questions to address areas of interest identified in the survey.
[bookmark: _heading=h.u1rah1rf9lqa]Planning for discussions
Discussions about PFAC experiences can be an important part of developing trusted, sustainable relationships with PFAs. Before holding discussions, think about the following:
· Will you hold discussions virtually, in person, or both? 
· What is needed to make discussions accessible and welcoming for all PFAs?
· How long will discussions last? For individual discussions, 30 minutes is typically enough time. For group discussions, it is helpful to allow at least one hour.
· Will you record discussions? An audio recording can be used to prepare notes or a transcript of the group discussion. Always ask PFAs for permission before recording a group discussion. 

It is important to identify someone to lead or facilitate the discussions who can do the following:
· Use active listening skills to ensure people feel heard. 
· Encourage honest feedback and create space for different views and perspectives.
· Maintain neutrality and avoid judgment to create an environment that welcomes and respects all perspectives and opinions.
· Ask open-ended questions (e.g., "What ideas do you have?" as opposed to "Do you think this is a good idea?").



· Provide opportunities for all participants to share their ideas.
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[bookmark: _heading=h.30j0zll]Discussion invitation emails
[bookmark: _heading=h.gkwjkbd4at05]Before holding discussions, send an initial email inviting PFAs to participate. You may want to ask PFAs about their availability or send some pre-selected time slots for discussions. Aim to recruit no more than eight PFAs for a one-hour group discussion to make sure everyone has the chance to share their thoughts. Some PFAs may be more comfortable participating in individual discussions. Invitation emails for both group and individual discussions are provided below.

Group discussion invitation

Hello,

We hope you are having a great week!

As we start the new year [OR INSERT OTHER MILESTONE], we want to learn more about the experiences and thoughts of our patient and family advisors to help plan how we move forward.

I would like to invite you to a discussion with me, [ADD OTHER NAMES/ROLES], and other patient and family advisors so that we can learn more about what our advisors need from the PFAC program to feel supported and heard. We especially want to hear about any areas in which we can improve and do better. 

Our goal is to learn from you what matters!

If you would like to participate in the group discussion, please respond to this email. Please let me know if you prefer to participate in an in-person or virtual (Zoom) discussion. Discussion groups will last for one hour, and we will invite 6 to 8 advisors per group. 

I look forward to hearing from you!

Individual discussion invitation

Hello,

We hope you are having a great week!

As we start the new year [OR INSERT OTHER MILESTONE], we want to get your experiences and thoughts as a patient and family advisor to help plan how we move forward.

I would like to invite you to a discussion with me [ADD OTHER NAMES/ROLES] so that we can learn more about what you need from the PFAC program to feel supported and heard. We especially want to hear about any areas in which we can improve and do better.

Our goal is to check in and learn from you what matters!

If you are comfortable having a discussion, please respond to this email with how you would like to participate. We can talk over the phone, on Zoom, or in person. Please also let me know what days and times work best for you.

Or, please feel free to share your thoughts via email.

I look forward to hearing from you!

Discussion questions
Facilitators can use this guide as a "menu" of questions. Not all questions may be relevant, and facilitators can spend more or less time on specific topics as needed.

Introduction

THE FACILITATOR SHOULD PROVIDE THE FOLLOWING INFORMATION:

· As a reminder, for this discussion, we want to learn more about your thoughts and experiences as a patient and family advisor. 

· We are particularly interested in learning more about what our advisors need from the PFAC program to feel welcomed, supported, and heard. We want to hear about areas in which we can improve and do better. 

· We will use information from these discussions to identify ways to make the PFAC a more welcoming, accessible, and positive experience for all PFAs. 

· IF THERE IS A TIME LIMIT FOR THE DISCUSSION (E.G., ONE HOUR), BE SURE TO SHARE THIS INFORMATION WITH ADVISORS. 

· FOR GROUP DISCUSSION: Because we want to hear from everyone, please remember to share time during our discussion.

· IF YOU ARE RECORDING OR TAKING NOTES: I am [recording our discussion/taking notes] today to make sure I capture everything you say. With your permission, I will start the recording now. 

· Do you have any questions about our discussion before we begin?



Questions

1. How would you describe the culture of our PFAC? What does our PFAC do well?

2. To what extent do you feel like the PFAC provides a welcoming environment? How well does the PFAC promote belonging?

3. What suggestions do you have for creating a more welcoming environment for all advisors?

4. What suggestions do you have for how we can best encourage people to share different perspectives and experiences and be their authentic selves?

5. What opportunities do you see for our PFAC program to become more representative of all patients and families? What perspectives might we be missing?

6. What are the barriers or challenges to improving representation and participation in our PFAC? How can we best address these barriers or challenges?

7. What else would you like to share about your experiences as a patient and family advisor? 

[bookmark: _heading=h.9so1lr6m87c7]Analyzing and sharing discussion results
If you do not have experience analyzing qualitative data, consider consulting with qualitative researchers in your organization who can help identify learnings from discussions. To identify researchers, reach out to research-focused institutes and centers within your organization, e.g., health services or health systems research, community health, child health, patient services, and other centers that conduct research focused on the health of patients and populations. 

When sharing learnings, provide general information about who participated in the discussions (e.g., whether results likely reflect the total PFA population). Remember that experiences and perspectives may be different for specific subgroups of PFAs. Consider whether there are voices not represented in discussions. 

Share key learnings from the discussions with PFAs. Questions that you may want to ask PFAs when sharing key learnings include:
· Were any of the key learnings surprising?
· Which key learnings, if any, confirmed or supported their experiences?
· What strengths do they see in the learnings? What is going well?
· What are the opportunities for improvement?
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