Care Conference Process & Nursing Checklist
 
Purpose: Care Conferences are an integral part of resident care at Name of Care Home. They provide an opportunity for residents’ family and/or healthcare representatives to participate in care planning and decision-making processes. We use this opportunity to keep the team up to date and address any outstanding concerns surrounding care and well-being.
 
Meeting Times: Care Conferences are scheduled within 6-8 weeks of admission and annually. FirstName LastName, the title of person responsible, schedules the dates and distributes the calendar. Care Conferences are typically held on Day of Week between timeframe, though can also occur on other days of the week - please check the Care Conference schedule regularly. Each Care Conference is allotted 30 minutes per resident, so all team members must come well prepared.
 
Attendance:  People who usually attend include the resident (if able) and their family or health representative, the Most Responsible Practitioner or the Medical Coordinator for the home, the Social Worker, Dietitian, Activity or Recreation Aide, Pharmacist, RN/RPN or LPN from the unit, Health Care Assistant, and Care Leader or Director of Care. One person will facilitate the conference; this is usually the responsibility of the Social Worker or Care Leader.

Preparation: It is everyone’s responsibility to be aware of the Care Conference schedule and prepare by completing required documents and identifying issues for discussion. It is suggested that the Care Leader seek input from other team members regarding the resident’s health status, health changes, and care needs. Participants who are unable to attend in person must provide a written report to the facilitator prior to the conference.

During the Conference: 
· The facilitator will ensure all participants are introduced, explain the purpose, process and time limit of the conference, and invite the family to identify any issue or concerns.
· The recorder will document the meeting notes, including issues raised and actions requiring follow up. Documentation may be on paper or in the electronic health record.
· Nursing will bring the health record and any required forms to the conference.
· It is recommended that one team member provides a brief summary of the resident’s health history, noting any significant events or changes during the period being reviewed.
· Team members will give brief reports and recommendations relevant to their discipline and responsibilities.
· The Physician (or NP) may write orders and will sign any documents requiring annual renewal (e.g. MOST, medication orders, standing orders or order sets).
· At the end of the conference, the facilitator will summarize the follow up actions identified and provide the family with a Satisfaction Survey, where applicable.
Follow Up (Care Conference Sheet):
· The primary Nurse will ensure that follow-up actions are completed and the care plan is updated, and document this in the health record.  
· If key family were not present, call to update them of any changes.
· Care Conference forms may be kept in a binder to be reviewed prior to the next conference for the unit. 
Care Conference Checklist for Nursing Staff

1. Prior to Care Conference

Primary nurse: 
· Review the schedule for upcoming Care Conferences 
· Prepare and gather assessments and information ahead of time 
· Prepare Care Conference Review Form and put it out at least one week prior to the conference for input by all shifts
· Update bedside and interdisciplinary care plans
Health Care Assistants: 
· Participate in the care plan review and ensure it is signed off for the year
· Collaborate and place notes on the Care Conference sheet 
2. Day of Conference

Night RN/LPN: 
· Prepare all charts, care review binder, and room care plans 
· Place on desk for day nurse to take to Care Conference
Day RN/LPN: 
· Ask another LPN/RN to cover for your floor while you are off the unit 
· Inform Health Care Assistants where you are
· Arrive at the conference room 5 minutes prior to the conference 
3. Follow Up After Conference
RN/LPN: 
· Document and follow-up (PCC) on any concerns and recommendations from the Care Conference
· Place sheet in the CC binder (like a doctor’s order) if outstanding issues are to be followed up with post-conference

The Care Conference is a key component of continuous quality improvement. We strive to bring residents, family/healthcare representatives, and our interdisciplinary team together to make decisions and improve the resident’s quality of life. The Care Conference is also a licensing and accreditation requirement; we appreciate the full participation of staff in this process.

If you have any questions when preparing for a Care Conference, please ask!
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