
TOOL 18 – CCFAP COMMUNICATION PLANNER

Instructions: Read the Communication Actions below and Critical Steps Checklist for each. Use Tool 14 to develop

action plans where needed. Add other communication actions you identify, and develop critical steps for each.
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Communication Action

1. Identify both internal and external stakeholders
and audiences for communication purposes  

2. Identify existing internal communication
processes that can be used for CCFAP 
purposes

3. Use appropriate forms of communication that
tend to use fewer resources than others

4. Identify and develop relevant external 
communication policies that will impact 
on the CCFAP

5. Develop communication procedures 
for the core project team

6. Establish a timeline for regular 
communication with stakeholders 

7. Other communication actions for your 
hospital or unit

Critical Steps Checklist

� Make communication lists of internal and external stakeholders
� Categorize lists according to frequency and type of communication needed
� Create a system for updating lists as project proceeds

� Make a list of all internal communication modes currently being used by
team, departments, and institution

� Identify primary contact person for each communication mode 
� Identify opportunities to make the CCFAP part of the communication mode

(eg, including a column in the hospital newsletter dedicated to the CCFAP; 
set up listserv for core project team members and department heads)

� Make an action plan for researching and obtaining access to existing 
communication sources

� Make an action plan for incorporating the CCFAP into existing
communication sources, as appropriate 

� Use telephone chains to spread the word about a meeting or event
� Use e-mail listservs to communicate with team members with copy to 

department heads
� Fax items to alert people to special meetings and upcoming events
� Distribute minutes of meetings in a regular and timely fashion
� Conduct a telephone or e-mail follow-up if someone misses a meeting
� Make an action plan for use of communication forms within team

� Identify existing communication policies within the hospital (eg, use of logos
on materials, media releases, production of newsletters)

� Identify communication liaison within hospital’s media department 
� Establish communication protocol with liaison regarding CCFAP activities
� Ensure that team members know about  communication policies 

� Create a positive environment where people can discuss anything openly
� Set up expectations how communication will take place
� Take into account the complexity of communicating with partners 

(eg, hospitality program participants.)
� Ensure that team members know what their responsibilities are about 

communication within their own departments and with their constituents
� Create and distribute minutes to team members after each team meeting

� Use list developed in Action Item 1 of Tool 18 (Communication Planner),
identify communication modes for each group; the following are examples:

� Monthly column in hospital newsletter (distribution: hospital-wide, board
members, local community contributors, families visiting hospital)

� Minutes from core project team meetings (distribution: team members, 
department heads of represented departments) Timeline: biweekly 
(September – February) and then monthly thereafter

� Program information flyer (distribution: families in waiting rooms, residents
assigned to ICU, medical students assigned to ICU, ICU nursing staff)
Timeline: Ongoing and according to rotation schedules 


	Order Form
	Table of Contents
	American College of Chest Physicians and The CHEST Foundation
	Critical Care Institute
	Acknowledgments
	Introduction
	Overview
	How To Use the Manual
	Project Coordinator's Checklist

	Phase One: Designing The Critical Care Family Assistance Program
	Overview
	Selecting a Project Coordinator
	Organize and Convene a Core Project Team
	Tools 1 – 5
	Team Development Process
	Make a Clear Plan That Documents How CCFAP Supports the Hospital's Long-Term Plan
	Tool 6
	Make a Clear Plan That Includes a CCFAP Needs Assessment Process
	Tools 7 – 13
	Make a Clear Plan That Includes a Process for Selecting Activities and Resources to Meet CCFAP Goals and Objectives
	Tools 14 – 16
	Assess Your Readiness to Begin Replication of the CCFAP
	Tool 17
	Make a Plan for Ongoing Communication With the Hospital ICU Staff, General Hospital Staff, and ICU Families
	Tool 18

	Phase Two: Implementing The Critical Care Family Assistance Program
	Overview
	Tools 19 – 29
	Develop Financial Assistance Component of CCFAP
	Develop Support Services Component of CCFAP
	Incorporate Lessons Learned From the Pilot Sites
	Make CCFAP Part of Everyday Life in the Critical Care Units
	Ensure that Resources Remain Available to Organize and Implement CCFAP
	Tool 30

	Phase Three: Evaluating The Critical Care Family Assistance Program
	Overview
	Tools 31 – 33
	Make a Clear Plan That Includes CCFAP Evaluation Steps
	Use Evaluation Findings To Make Improvements in CCFAP
	Research Evidence-Based Trends in Critical Care Medicine That Impact the Execution of CCFAP

	Phase Four: Sharing The Critical Care Family Assistance Program Lessons
	Overview
	Tools 34 – 38
	Document Your Decisions Clearly and Keep Materials Organized
	Identify Opportunities to Collaborate With Other CCFAP Sites on Data/Research and Publications
	Identify Professional Journals To Publish Results of CCFAP Programming
	Develop Presentations for Meetings and Conferences


	Radio Button145: Off
	Radio Button152: Off
	Radio Button155: Off
	Radio Button156: Off
	Radio Button157: Off
	Radio Button158: Off
	Radio Button159: Off
	Radio Button160: Off
	Radio Button161: Off
	Radio Button162: Off
	Radio Button164: Off
	Radio Button165: Off
	Radio Button166: Off
	Radio Button167: Off
	Radio Button168: Off
	Radio Button169: Off
	Radio Button170: Off
	Radio Button171: Off
	Radio Button243: Off
	Radio Button250: Off
	Radio Button255: Off
	Radio Button260: Off
	Radio Button265: Off
	Radio Button270: Off
	Radio Button275: Off
	Radio Button280: Off
	Radio Button285: Off
	Radio Button290: Off
	Radio Button295: Off
	Radio Button300: Off
	Check Box311: Off
	Check Box312: Off
	Check Box313: Off
	Check Box314: Off
	Check Box315: Off
	Check Box316: Off
	Check Box317: Off
	Check Box318: Off
	Check Box319: Off
	Check Box320: Off
	Check Box321: Off
	Check Box322: Off
	Check Box323: Off
	Check Box324: Off
	Check Box325: Off
	Check Box326: Off
	Check Box327: Off
	Check Box328: Off
	Check Box329: Off
	Check Box330: Off
	Check Box331: Off
	Check Box332: Off
	Check Box333: Off
	Check Box334: Off
	Check Box335: Off
	Check Box336: Off
	Check Box337: Off
	Text338: 


