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This tool provides steps and questions to consider when developing a specialty PFAC.

Specialty PFACs are councils in which membership is defined by a specific, shared characteristic. Developing a specialty PFAC or PFACs can be part of creating welcoming spaces that help the hospital learn from the range of groups and communities served by the hospital. 
Obtain community input
The development of a specialty PFAC should be informed by and centered on the expressed needs and preferences of the communities you are trying to reach. Engage patients, families, and community representatives (e.g., community leaders, staff from community-based groups) in discussions to ensure that specialty PFACs are developed in ways that do not unintentionally contribute to the isolation or segmentation of specific groups. 

Initial questions to discuss include:

· How do patients, families, and/or leaders and groups that represent the community feel about developing a specialty PFAC?
· What thoughts, questions, or concerns do patients and families have about developing a specialty PFAC? What opportunities do they see?
· How will the specialty PFAC contribute to hospital priorities (e.g., related to equitable care)?
· How will the specialty PFAC advance progress toward patient, family, and community priorities?
· How will the hospital ensure that the work of the specialty PFAC helps inform changes to hospital policies, programs, and practices?
· How can patients, families, and community leaders be ongoing partners in developing the specialty PFAC and making decisions about policies and process?

Draft a specialty PFAC charter 



Using the template below, work with your PFAC team to develop an initial charter for the specialty PFAC. Ensure that patients and families are involved in the process.
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Draft Charter for [Specialty PFAC Name]

	Purpose
	· What is the intended purpose of the specialty PFAC? 
· What are the specific goals of the specialty PFAC? 

	Sponsor(s)
	· Who will serve as executive sponsor(s) of the specialty PFAC?

	PFAC Leadership 
	· Who will serve as PFAC chair(s)? Note that it may be helpful to identify a PFA and staff person to serve as initial co-chairs. Over time, transition into having PFAs as co-chairs, with staff support for responsibilities such as: scheduling and managing logistics for meetings; ensuring support for members in presenting issues and needs; ensuring hospital leaders and staff are present for agenda topics as necessary; and working with staff, leaders, and PFAs to accomplish action items between meetings.
· Who will facilitate PFAC meetings? Note: Plan to engage facilitators who have experience working with the community that is the focus of the specialty PFAC. 

	PFAC Structure
	· How will the specialty PFAC function in relation to the main PFAC? For example, will the specialty PFAC be structured as a separate group with its own mission, bylaws, goals, and meetings, or will it be a subgroup of the main PFAC? 
· Will members of the specialty PFAC also attend meetings of the main PFAC?
· How will the work of the specialty PFAC be shared with other PFACs and vice versa (e.g., via a coordinating PFAC or meetings of PFAC leads)? 

	PFAC Membership


	· How many members will be on the PFAC?
· How will membership be defined? For example, will the group be open only to PFAs who share specific characteristics? Will others be allowed to join, and if so, under what conditions?
· How will staff participate? For example, will staff attend and participate in regular members of the PFAC or join specific meetings as needed?
· How will hospital leaders be engaged?

	Membership Recruitment, Selection, and Support
	· How will potential PFAs be recruited and selected for membership in the specialty PFAC?
· What resources will be provided to support and sustain the participation of PFAs? Note: Consider supports that are necessary to address barriers to participation, such as translation and interpretation services, transportation, childcare, access to technology, virtual participation, and stipends. Ensure that supports will be consistently available as needed.
· What type of orientation will be provided for PFAC members?



	Membership Terms
	· Will potential members be asked to commit to a minimum term (e.g., one year)?
· Will the specialty PFAC have term limits? 

	Member Responsibilities
	· What are PFAC member responsibilities? Note: Potential responsibilities should be co-developed with PFAs and may include: 
· Actively participate both in and outside of meetings to achieve the PFAC’s purpose. 
· Share personal experiences, stories, observations, and opinions as a patient or family member. 
· Share both positive and negative experiences in a constructive way. 
· Reach out, listen to, and share perspectives from other patients, families, and community members (as opportunities arise and with permission).
· Be committed to improving care for all patients and family members. 
· Be willing to listen to and consider differing viewpoints, share ideas for improvement, and encourage other PFAC members to do the same.
· Support the achievement of hospital goals related to quality, safety, patient and family experience, and equity. 
· Maintain confidentiality of meeting content.

	Meeting Frequency and PFAC Communication
	· How frequently will the PFAC meet?
· When will meetings be held? 
· Where will meetings be held? Are there options to meet in a location in the community that might be more convenient or feel more comfortable for members of the specialty PFAC?
· Will meetings be held virtually or in person? If in-person, are there options for members to participate virtually?
· What methods will be used to communicate with PFAC members between meetings? Note: Ask PFAs which communication methods are most practical and effective. Explore and consider using communication mechanisms that PFAs are comfortable and familiar with (e.g., using WhatsApp versus email).
· What resources will be provided to support communication with PFAC members (e.g., translation and interpretation services)?

	PFAC Assessment
	· How will progress toward PFAC goals be measured? 
· What processes will be used to get feedback from PFAs to ensure that the PFAC is a positive and meaningful experience?

	Plans for Reviewing and Updating Charter
	· How often will the charter be reviewed and updated? Note: It is helpful to review the charter on an annual basis at a minimum.
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