Sample Collaborative Preparation Task List

Learning Session I

Date:

	Task
	Responsible Party
	Notes
	Date Completed

	LS1 Materials Manual
	
	
	

	Design cover page and approve


	
	
	

	Purchase binders/folders


	
	
	

	Secure copies of all speakers’ presentations


	
	
	

	Secure copies of all other pertinent materials (articles, tools, etc.)
	
	
	

	Include contact information for all faculty and collaborative leadership
	
	
	

	Final review 


	
	
	

	To printer for copy and collation into binders


	
	
	

	LS1 Plenary Sessions
	
	
	

	Identify faculty for the following sessions:

· Chronic Care Model (ICIC staff)

· Clinical Update of Selected Disease  (Chair)

· Model for Improvement (Technical Expert)

· Accelerating Improvement (Technical Expert)

· Measurement and Reporting (Technical Expert)
	
	
	

	Provide speaker presentation templates/samples where appropriate
	
	
	

	Set date for speaker materials submission


	
	
	

	Develop contingency plan for late materials


	
	
	

	LS1 Breakout Sessions
	
	
	

	Identify faculty for the following sessions:

· Self-management Support

· Delivery System Design

· Decision Support

· Clinical Information Systems
	
	
	

	Provide speaker presentation templates/samples where appropriate
	
	
	

	Set date for speaker materials submission


	
	
	

	Develop contingency plan for late materials
	
	
	

	Develop LS1 Agenda


	
	
	

	Leadership team meeting to layout faculty presentations and course of day using template
	
	
	

	Participant Registration Fee


	
	
	

	Determine Registration fee ($ amount)


	
	
	

	Determine different rates for participants versus observers, if appropriate
	
	
	

	Set registration payment due date


	
	
	

	Create registration forms


	
	
	

	Review and finalize


	
	
	

	Send to printer and web site


	
	
	

	Hotel
	
	
	

	Select hotel


	
	
	

	Names of rooms (for agenda)


	
	
	

	$$ per overnight rooms


	
	
	

	All rooms must have microphones


	
	
	

	Arrange for AV needs


	
	
	

	Arrange for easels for storyboards


	
	
	

	Arrange table standards for team name placards
	
	
	

	Hotel contact:

Who is the contact?

Arrange for deposit and final payment
	
	
	

	Make sure there are vegetarian options on the menu at the meeting
	
	
	

	Create signs for break out rooms (containing break out session title)
	
	
	

	Create reception/check in desk signs


	
	
	

	Create poster boards for any other collaborative sponsor.
	
	
	

	Web Site
	
	
	

	Finalize communication system for team members 
	
	
	

	Miscellaneous
	
	
	

	Schedule conference call for Faculty one week before session
	
	
	

	Create population specifications sheet (HEDIS definition) [if appropriate]
	
	
	

	Develop place cards for teams (tables and storyboards)
	
	
	

	Name tags for attendees (faculty, teams)


	
	
	

	Create signs for breakout rooms


	
	
	

	Send pre-work packet to faculty 


	
	
	

	Schedule collaborative conference calls between learning sessions
	
	
	

	Determine type of continuing education credit to pursue
	
	
	

	Have CME and CNE sign-up sheets at session if appropriate
	
	
	

	Develop evaluation procedure 

(Hand out at beginning, end, etc.)
	
	
	

	Order and bring foam boards and push pins (30 in. by 40 in.) for storyboard presentations
	
	
	

	Notify teams and faculty, via e-mail, of call information
	
	
	

	Develop agenda for monthly telecons (see template)
	
	
	

	Select 1 person to run “check-in” area


	
	
	

	Plan faculty dinner meeting for night before day one and huddle or meeting evening of day one
	
	
	

	Order tri-copy worksheets for organizational team meetings and put in materials binder
	
	
	

	Request teams bring storyboards
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