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1. Send Family Meeting Prep Worksheet to social workers for them to distribute.
1. Send physician leading medical discussion portion of the pre-meeting the PowerPoint template to facilitate their portion of the meeting and inform them who from nursing leadership or social work will be facilitating the family meeting preparation portion.
1. Attend nursing huddle to determine which nurse will be assigned to pre-meeting. 
1. Send nurse or social worker a template of their portion of the PowerPoint slides to facilitate the family meeting portion and the facilitation guide.
3. Intervention coordinator offers coaching to any members who haven’t facilitated before or have questions. 
1. Explicitly reach out to bedside nurse to inform about meeting and provide virtual link to the meeting if nurse can’t leave the bedside.
1. Print the corresponding family meeting outline for the team meeting and distribute to team members. 
1. Print the Summary worksheet and distribute to those team members who will be at the family meeting. 
1. Collect the Summary Worksheet after family meeting to scan and copy.
7. Give a copy back to the family. 
7. And upload a scanned version to electronic health record
