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TOOL: PREPARING YOUR ORGANIZATION

 Person and Family Engagement (PFE)Toolkit:  
A Guide For Measure Developers

TOOL:  SAMPLE PFE PARTNER 
RECRUITMENT QUESTIONS

Prior to working with new PFE Partners, it’s important to assess if they are 
a good fit for the project. The questions below will help during recruitment 
conversations with potential PFE Partners.
• Please share your experiences with the healthcare field—both personal and professional.
• What aspects of healthcare or quality improvement most interest you?
• Please describe your experiences participating in group work either as part of employment or as a volunteer 

(Parent Teacher Association, Neighborhood Civic Association, etc.), including the size of the group(s) and 
any instances in which you served as group leader. What challenges did you face? Any successes you can 
share?

• What do you hope to gain from this experience?
• Do you see any barriers or challenges in participating in our work? (e.g., time, availability, chronic condition 

limitations)
• Are you comfortable speaking up in a group setting? The group work may include doctors, nurses, 

other clinicians, researchers, employers, health insurance representatives, and other patients and family 
caregivers. Would you be willing to share your experiences and speak candidly with all of these individuals 
present?

• What skills or experience do you possess that you think will be valuable to this work?
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TOOL:  SAMPLE “GETTING TO KNOW YOU” 
QUESTIONS AND BIOGRAPHIES

It is important to get to know your PFE Partners and establish a strong rapport early on for meaningful engagement for 
the duration of the measure development project. Measure developers and PFE Partners should take the time to get 
to know one another for a strong foundation and better engagement throughout the measure development process.

SAMPLE QUESTIONS TO ASK PFE PARTNERS
• What has been your experience as a patient, family caregiver, advocate, or consumer?
• What healthcare-related topics are of interest to you?
• Do you have any volunteer or professional experience where you have served on a healthcare-related 

committee or council before?
• Tell me about your satisfaction with your healthcare. What have you liked, and what could have been done better?

SAMPLE BIOS
Provide short bios of your team members as part of the orientation process to get PFE partners comfortable 
with sharing their experiences. In some cases, it might be helpful to ask PFE partners to write their own personal 
bios that explain their experiences to share with your team and their peers as part of first-meeting introductions.

Example – Measure Developer:

Jane Doe, PMP, MPH, Measure Developer Project Lead: Jane is the project lead and coordinator for 
the MIDS Patient-Reported Outcome Performance Measure for patient-reported outcomes following 
cardiac surgery. She manages the planning and execution of the measure as well as overseeing person 
and family engagement for the project. She received her bachelor’s degree in Public Health from the 
University of Maryland School of Public Health in 2014. Jane specializes in patient advocacy and patient-
focused research for individuals undergoing treatment for various chronic diseases.

Example – PFE Partner:

John Smith* (Advocate): John’s interest in the field of patient safety came about as a result of his 
experience caring for a chronically ill family member who suffered from numerous complications of care 
due to medical errors. He is particularly interested in patient education and patient engagement. Currently, 
he serves as the Director of a center for patient safety and as a patient advocacy consultant. In addition, 
he sits on several patient and family advisory partnership committees.

*Names and other identifiers have been changed to protect confidentiality.
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TOOL:  DRAFTING MEETING MATERIALS

SUGGESTIONS FOR DRAFTING MEETING MATERIALS
1. Team Introductions
2. Introduce Topic and Ask Questions
3. Review and Recap Overall Engagement Timeline
4. Review Next Steps
5. Include Glossary of Key Terms

Key Considerations When Drafting Materials
• How much background information do PFE Partners need to participate in the discussion?
• How many topics will you be able to discuss in your allotted meeting time?
• What format will be most useful? Would handouts, figures, or slides best convey your information?
• If you have a lot of materials, can you focus PFE Partner attention on the highest priority topics and provide 

the remaining details in an appendix?
• Have you defined key terms and used Plain Language whenever possible?
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TOOL:  PROJECT COMMUNICATION 

How to Communicate?
• Use plain language.
• Refrain from using acronyms or provide a list of common acronyms a PFE Partner may hear or come 

across in the meeting discussion/materials.
• Be consistent in how you refer to your project/measure name.
• Lay out specific questions or materials and highlight key areas for PFE Partners to focus their attention.
• Communicate with PFE Partners in their preferred mode of communication; be sure to ask them of this early on.
• Be clear and concise in your communications. Lay out specific questions or materials during meetings.

When to Communicate?
At the beginning of the Project
• Help prepare PFE Partners to engage in technical content.
• Begin to build your relationship with PFE Partners.

Prior to meetings
• Send meeting invitation several weeks in advance.
• Put reminder on materials and dial-in information.
• Offer to answer questions.

After a Meeting
• Share meeting minutes and explain next steps for the project.
• Distribute surveys asking PFE Partners about their experience.

Between meetings
• Alert PFE Partners if they should expect a long gap before the next meeting is scheduled.
• Keep PFE Partners updated on the progress of your project.

What to Communicate?
Measurement milestones
• A decision is made on the measure
• Results are obtained from analyses
• Measure is submitted to NQF
• Measure goes into public comment
• Measure is included in rulemaking (i.e., MUC list, Notice of Proposed Rulemaking)

Changes to measure timeline
• Roadblocks or problems that arise (i.e., data issues, unexpected testing results)
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TEMPLATE:  PERSONAL HEALTH 
INFORMATION AND PRIVACY

[Insert Month and Year]

INTRODUCTION

What is the Personal Health Information and Privacy Agreement?
We want to ensure everyone is comfortable with the way their information is used. In this document, we will 
describe the type of information we collect, how we store it, and how we intend to share it. At the end of this 
Personal Health Information and Privacy Agreement, we will ask you to sign a statement indicating that you agree 
to the terms outlined in this document.

Key Terms for this Document

[Insert terms that will be relevant to the reader’s understanding of this document. For example, you can 
include definitions of your organization and the organizations/individuals that you work with.]

UNDERSTANDING HOW YOUR INFORMATION IS USED
Information You Share with Us
You may choose to share personal information about yourself or others. Personal information includes an 
individual’s contact information, health experiences, and personal characteristics (such as race, ethnicity, or 
gender identity). You are not required to share any specific kinds of information. You can decline to provide this 
information at your own discretion.

How We Use Your Information
We will use your information for three purposes, to:
• Match you with projects that align with your interests and experiences;
• Guide quality measurement work (such as priority areas of measurement); and
• Inform efforts to recruit other PFE Partners.

How We Store Your Information
• We will store your personal information using [locations and protections provided].
• NOTE: If storing personal information of any kind, provide additional details here.

How We Share Your Information
Information Shared during all Activities

You may describe your experiences or other personal information at your discretion while participating in activities. 
In this case, you would be sharing that information directly with everyone participating in that activity, such as 
other PFE Partners and project staff.
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TEMPLATE:  PERSONAL HEALTH 
INFORMATION AND PRIVACY

In addition, we may share that information with CMS, if requested. We may also share this information with 
other staff within our organization working on quality measurement projects. We may also publicly share the 
recommendations and guidance we receive from you but will not share any identifying information unless written 
consent is obtained.

Information Shared on a Technical Expert Panel
You may choose to participate in a specific type of activity called a Technical Expert Panel (TEP). Along with 
CMS, we make certain information about the TEP public. This includes, but is not limited to, your name, role, and 
recommendations made during meetings.

NOTE: If posting this information on a public forum of any kind, provide additional details here.

Publicly posted documents will not include personal health information. If you disclose personal health information 
by choice, then that information and your communications are not subject to confidentiality laws.

How TEP Participants Can Remain Confidential
Your participation in a TEP can remain confidential in any publicly posted document. If you choose to remain 
confidential, your name will not be provided in public documents or posted online. Instead, you will be listed by 
role (for example, patient). All your contributions included in the TEP Summary Report will be associated with 
their role and not their name.

PFE Partner Signs
Signed: Name: Address: Phone: Email: Date:
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Measure Developer Signs
Signed: Name: Address: Phone: Email: Date:
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________  
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TEMPLATE:  STRATEGIC PLANNING

For each engagement, please fill in the following fields:
Project Background

Overall goal(s) of the project: (for example, develop a new measure, refine existing measure, adapt measure to 
new program, develop implementation strategies) 
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________  

PFE goal(s): (for example, develop a patient-centered new measure, ensure patients can understand the language 
you are using to describe a measure outcome) 
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________  

Description of current status of measure or project: (for example, beginning measure development, outcome and 
cohort selected, determining risk adjustment model) 
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________  

Project next steps: (for example, select cohort, develop conceptual framework)

Main questions or topic areas for PFE collaboration:
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________  
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TEMPLATE:  STRATEGIC PLANNING

For each engagement, please fill in the following fields:
Engagement mechanism(s):
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________  

Frequency of engagement: (include estimated number of meetings, meeting length, time between meetings):
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________  

Estimated number of participants:
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________  

Preferred PFE Partner characteristics/expertise/experiences:
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________  

Anticipated timeline: (include start and end dates, as well as other project timeline dependencies):
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________
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TEMPLATE:  SAMPLE EMAIL 
COMMUNICATION

TEMPLATE 1: FOR ONBOARDING USE RELATED TO PFE CHARTER, PERSONAL 
HEALTH INFORMATION AND PRIVACY AGREEMENT, AND OTHER DOCUMENTS
Dear [NAME],

On behalf of [Measure Developer], it is with great pleasure that we welcome you as a PFE Partner– we look 
forward to our collaboration! Your engagement in our work will ensure that patients have a role in shaping and 
evaluating the healthcare they receive.

[Reiterate PFE Partner role here]

Due to the sensitive and confidential nature of this work, we ask that you complete and return the attached 
Personal Health Information and Privacy Agreement and PFE Charter. As soon as we receive these 
documents, we will begin the Orientation process.

Please do not hesitate to reply to this email with questions. Again, we look forward to our collaboration.

Sincerely,

[Measure Developer]

TEMPLATE 2: FOR KICKING OFF THE ORIENTATION PROCESS WITH PARTICIPANT
Dear [NAME],

Thank you for completing [List documents here for example, Personal Health Information and Privacy

Agreement].

[Measure Developer] looks forward to collaborating with you!

Attached to this email you will find a document that will help orient you to healthcare quality, our role in measure 
development, and your role in our work. Additionally, attached is a slide deck we will review during Orientation. We 
encourage you to read the document prior to Orientation if your time allows.

Please do not hesitate to reply to this email with questions. Again, we look forward to our collaboration.

Sincerely,

[Measure Developer]
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TEMPLATE:  SAMPLE EMAIL 
COMMUNICATION

TEMPLATE 3: FOR INVITING PFE PARTNERS TO ENGAGE IN PFE COLLABORATION, 
SPECIFICALLY COMPLETING A SURVEY[Insert Month and Year]
Dear [NAME],

We are excited to present to you an engagement opportunity with our measure development team.

Below is a link to a survey, called [Survey Name]. You can access the survey by clicking on the link below. The survey 
will take approximately 10-15 minutes to complete. It will inform us of your specific areas of interest and specialty. 
[Include Link Here]. Please do not hesitate to reply to this email with questions.

Sincerely,

[Measure Developer]

[Insert Month and Year]
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TEMPLATE:   PFE CHARTER

[Insert Month and Year]

Introduction
What is the Personal Health Information and Privacy Agreement?

As a PFE Partner, we ask you to please review this Charter. The goal of the Charter is to describe:

• Purpose and overview of PFE
• Roles and responsibilities
• Terms of appointment

Key Terms for this Document
[Insert terms that will be relevant to the reader’s understanding of this document. For example, you can include 
definitions of your organization and the organizations/individuals that you work with.]

PURPOSE OF PFE
The purpose of PFE is to make sure the quality measures we create include the perspectives of patients and their 
families. PFE Partners provide guidance to us on projects related to improving the quality of healthcare, including:
• Developing quality outcome measures; and
• Updating existing quality outcome measures.

TERMS OF APPOINTMENT
PFE Partners will commit to:
• [List any specific terms of the collaboration here.]

ROLES AND RESPONSIBILITIES
Network Member Responsibilities

PFE Partners will have the opportunity to participate in [specify number here] of activities over the course of 
[specify timeframe here] and we hope you will find many that match your interests and your schedule. However, 
you get to decide which activities are right for you and you are not required to attend all of them.

These activities may include:
• Sharing stories about your experiences;
• Participating in teleconference meetings; 
• Completing surveys;
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TEMPLATE:  PFE CHARTER

• Participating in interviews; and
• Making materials friendly for all audiences, including patients.

Specific responsibilities of PFE Partners include:
Signing a [List specific documents here. For example, Privacy Agreement and/or Conflict of Interest (COI) – Non-
Disclosure Agreement (NDA)];
• Attending an orientation session;
• Reading background materials;
• Sharing your opinions;
• Participating in support calls; and
• Completing experience surveys.

Our Responsibilities include:
• Partner with PFE Partners in their quality measurement work;
• Respect all PFE Partners and ensure their voices are valued and appreciated;
• Deliver clear materials before activities;
• Report on your contributions to quality measurement projects; and
• Ask permission to contact you about additional opportunities.

PFE Partner Signs
Signed: Name: Address: Phone: Email: Date:
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________  

Measure Developer Signs
Signed: Name: Address: Phone: Email: Date:
__________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________   
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TEMPLATE:  ORIENTATION CHECKLIST

PFE Partners require a set of Orientation materials to provide them with the background content and knowledge 
to engage effectively in the measure development process. Below is a Template you can tailor and use during 
the Orientation process.

Checklist
• Introduce your team
• Review what is quality measurement and why it is important
• Review what types of measures your team creates
• Review project background, timelines, and goals
• Define key terms
• Review why your team is interested in Person and Family Engagement
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HANDOUT:  EFFECTIVE MEETING 
FACILITATION

Person & Family (PFE) Elements of 
Effective Meeting Facilitation

Open 
Communication

Adequate 
Preparation

Real-time  
Refinements

Customized 
Management

Time Spent on Preparation

Meeting
20%

Follow Up
30%

Planning
50%
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