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Maine Shared Community Health Needs Assessment
2024 Stakeholder Forum Run of Show


1-2 Months Prior	Registration 
· Registration opens.
· Local Planning Teams receive a template email to send to their invitation list with the registration link. This template includes information on the pre-work they are asked to do. 
· The MeSCHNA Program Manager monitors registration and provides Local Planning Teams with updates, including any accessibility requests.

1 Month Prior	Registration, Pre-Forum Materials, & Pre-Forum Voting 
· Local Planning Teams send out reminders to register.
· Materials are ready to post on the MeSCHNA website and Pre-Forum Voting opens.
· The MeSCHNA Program Manager sends all registrants to date information on how to access the pre-Forum work and provides a link to the prioritization voting. Anyone who registers within one month of the Forum will receive information on the pre-Forum work and a link to the prioritization voting in their EventBrite confirmation.
· The MeSCHNA Program Manager monitors registration and the pre-Forum voting and provides Local Planning Teams with updates, including any accessibility requests.

2 Weeks Prior	Registration, Pre-Forum Materials, Pre-Forum Voting, Presentation Review
· Crescendo provides Local Planning Teams with a draft Forum Overview presentation. Local Planning Teams review community engagement and data portions to ensure its representative of their County. 
· Local Planning Teams send out final reminders to register, if needed.
· Deadline for accessibility/accommodations requests. MeSCHNA Program Manager sends requests to Local Planning Team. The Local Planning Team notifies MeSCHNA Program Manager if any requests cannot be met.
· The MeSCHNA Program Manager sends a final reminder to complete the pre-work and prioritization voting to those who have yet to do so.
· The MeSCHNA Program Manager monitors registration and the pre-Forum voting and provides Local Planning Teams with updates.

1 Week Prior	Registration and Pre-Forum Voting Close

6 Days Prior	Final Email with Forum Information 	
· 	The MeSCHNA Program Manager provides Local Planning Teams with a final list of registrants.
· The MeSCHNA Program Manager sends a final confirmation to registrants with all venue/Zoom information, breakout room assignments, and any additional information. 

2-6 Days Prior	IN-PERSON Material Preparation
· Crescendo will provide 12 black and white copies of the data profiles, community engagement overview and presentation slide deck and one sign in sheet, with breakout assignments. Crescendo will also provide flipcharts, markers, and name tags for each in-person event.

Day Of Forum (based on 9am-12pm schedule):

8:00am-8:30am 	IN-PERSON Arrival & Set-Up 
· Volunteers, relevant Local Planning Team members, Crescendo, and MeSCHNA PM arrive for set-up – flip charts and markers to breakouts, welcome table with sign-in sheet, tables/chairs arranged, computers/presentations set-up, AV/technology tested.

8:30am-9:00am	VIRTUAL Arrival & Set-Up
· Volunteers, relevant Local Planning Team members, Crescendo and MeSCHNA PM log into Zoom and test technology – sign, links, breakout rooms, cameras.

9:00am-9:35am		Welcome & Overview of Findings and Pre-Forum Voting 
Local Planning Team, Maine Shared Community Health Needs Assessment & Crescendo Consulting Group
· Join us for a welcome and orientation. Participants will hear an overview of key community engagement and data findings and learn the results from the initial prioritization voting process. 
· All participants are in one room. 
· The Local Planning Team welcomes everyone to the Forum (~5 minutes) and goes over housekeeping.
· Crescendo presents an overview of the community engagement and data analysis findings and the results from the pre-Forum voting. (~30 minutes, including Q&A).
· Brief opportunity for questions.
· IN-PERSON Before the end of the presentation, facilitators and notetakers move to their rooms.

9:40am-10:05am 	Breakout #1: Discussion of Pre-Forum Prioritization 
Crescendo Consulting Group & Randomly Assigned Breakouts
· [bookmark: _Hlk172291930]Breakouts will discuss the needs assessment findings and initial voting results. This is an opportunity to edit the initial voting results, adding health and well-being priorities if needed. 
· Participants move into breakout rooms, approximately 10 people per room.
· Facilitated discussion, using flipchart or virtual platform for notetaking, on the results of the assessment (community engagement and data) and the pre-Voting. 
· Participants have an opportunity to add to the priority voting results based on their discussion and group consensus.

10:05am-10:15am	BREAK 
· Participants get a break to use as they need. 
· Facilitators and notetakers provide Crescendo with any priorities from their discussion to be added to the tool.
· Crescendo updates the voting tool with any new priorities.

10:15am-10:30am	Report Out on Breakouts and Second Round of Voting 
Crescendo Consulting Group & Breakout Room Facilitators
· Breakout room facilitators will report out on their group’s discussion. All participants will vote again using the updated voting options, narrowing the priorities to 3 per category. 

10:40am-10:45am	BREAK 
· Participants get a break to use as they need.
· Crescendo calculates the updated voting results, ending with 3 final priorities in each category (community conditions, protective and risk factors, health conditions and outcomes).

10:45am-10:55am	Presentation of Priorities for Breakout Discussions 
Crescendo Consulting Group
· Crescendo presents the top priorities for each category and instructions for breakouts.
· IN-PERSON Before the end of the presentation, facilitators and notetakers move to their rooms.

11:00am-11:25am	Breakout #2: Deeper Discussion of Results by Category, Round #1 
Pre-Assigned Breakouts
· IN-PERSON – a list of breakout room assignments will be made available at registration.
· VIRTUAL – people will be automatically moved to their assigned room.
· Community Conditions Breakout
· Facilitators will lead participants through a discussion of the following questions and the notetaker will take notes using flipchart paper or a virtual platform:
· Are there other specific populations to focus on within these priorities? 
· Using the community engagement and data analysis, what do you see as the root causes and/or contributing factors to these priorities? 
· Which sectors (health systems/hospitals, CAPs, CDC, community non-profits/organizations) are working on these? Where is there potential for collaboration?
· What community assets and resources are missing from the pre-populated list to address these priorities?
· Protective and Risk Factors Breakout
· Facilitators will lead participants through a discussion of the following questions and the notetaker will take notes using flipchart paper or a virtual platform:
· Are there other specific populations to focus on within these priorities? 
· Using the community engagement and data analysis, what do you see as the root causes and/or contributing factors to these priorities? 
· Which sectors (health systems/hospitals, CAPs, CDC, community non-profits/organizations) are working on these? Where is there potential for collaboration?
· What community assets and resources are missing from the pre-populated list to address these priorities?
· Health Conditions Breakout
· Facilitators will lead participants through a discussion of the following questions and the notetaker will take notes using flipchart paper or a virtual platform:
· Are there other specific populations to focus on within these priorities? 
· Using the community engagement and data analysis, what do you see as the root causes and/or contributing factors to these priorities? 
· Which sectors (health systems/hospitals, CAPs, CDC, community non-profits/organizations) are working on these? Where is there potential for collaboration?
· What community assets and resources are missing from the pre-populated list to address these priorities?

11:30am-11:45am	Breakout #3: Deeper Discussion of Results by Category, Round #2 
· Participants stay in the same group as they were for breakout #2.
· Each Category group moves together to a different category to review the prior group’s responses and make additions and edits.

11:50am-12:05pm	Breakout #4: Deeper Discussion of Results by Category, Round #3
· Participants stay in the same group as they were for breakout #2.
· Each Category group moves together to the last category to review the prior groups’ responses and make additions and edits.

12:10pm-12:15pm	Next Steps 
· Crescendo Consulting Group & Local Planning Team
· The next steps following the Forum are shared and everyone is thanked for their time and participation.
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