Holding a successful first meeting

You’ve made your first foray into starting a local ACDIS chapter. You’ve made contacts, and people are interested. Now you need to set a time and location for an initial get-together. First, get permission from your facility to host the first meeting, or find a technical college or hospital association willing to share meeting room space, and pick a time convenient for you. Alternatively, send an e-mail to your new colleagues and ask for volunteers and votes for convenient days and times. Be forewarned, however, such a democratic approach takes a little bit of additional time. 
You’ll never please everyone but with enough advanced warning, people can request time off, or set aside time to attend the meeting. Once you’ve established your chapter, consider setting an annual calendar so members know what to expect and can plan their year accordingly. It may be that facilities allow one CDI team member to attend each quarter. At a minimum, members should be informed of upcoming meetings at least 45 days in advance. 

Advertise the meeting: You don’t need to purchase an advertisement in USA Today, but consider drafting a flyer with the meeting date, time, location, contact, and possible agenda to post at area hospitals. Send it to ACDIS and other professional organizations, too. 

As a reminder, ACDIS posts meeting information on its website, Blog, and in its e-newsletter CDI Strategies. To add a meeting to any of the venues, email ACDIS Associate Editorial Director Melissa Varnavas (mvarnavas@acdis.org) and ACDIS Editor Linnea Archibald (larchibald@acdis.org) with all the details.
Welcoming CDI peers: Ask for volunteers and identify roles and responsibilities for them. This may sound too formal, but it’s a good idea for the host to pick someone to be the official greeter, someone to take notes, and someone to run the meeting. This alleviates the pressure on any one volunteer and helps the meetings run a bit smoother.
The official greeter should direct participants to a table with a sign-in form and blank name tags. Name tags foster easier conversation and recognition. You may have “spoken” over email but have never seen one another. Name tags take the guess work out generating relationships. 

The sign-in sheet (download this from the Toolkit) should have space for participants to sign in, provide their e-mail and postal mailing address, and areas of further interest. 

Such a sheet helps move participants into the meeting by providing them with a clear entry and action point. It also gives the group additional ideas for future discussion topics. 

· Tip: You may want to print out two or more sign-up sheets to avoid any traffic jams at the doorway.

· Tip: Be sure to input any handwritten data back into your electronic spreadsheet as quickly after the meeting as possible. ACDIS asks chapters to send an updated spreadsheet back to “national” every December.

· Tip: Ask meeting attendees to update their existing information and mark off individuals who are no longer with their organization or involved in CDI efforts. 

· Tip: To avoid additional hassles for the hosts, leave the name tags blank and let participants fill in their names as they wish. 

Extend introductions: First meetings generally reflect an air of informality. Foster that feeling. Spend the bulk of the time letting people get to know one another. 

When you do “call the meeting to order” welcome visitors and start with a round of introductions. As local chapter participation grows this may not always be possible. In the initial stages, however, this simple act makes people feel comfortable. During the “introduction” period you may want to ask participants to state: 

· Their facility

· Their location

· Their professional background

· Their certifications

· How long he/she has been a CDI professional

· How old their CDI program is

· At least one CDI-related problem area

· At least one area of CDI–related success

This generates ideas for meetings as well as conversation and solutions. During subsequent meetings, you may want to leave about 15 minutes at the beginning of each meeting for people to take their coats off and say hello to each other. You many consider having a period of time to recognize newly credentialed professionals or students.
Consider incorporating various “icebreaker” agenda items such as who traveled farthest, who has the most children or grandchildren, who is the newest to the CDI profession, etc. with door prizes for the winners.

Determine chapter structure: Everyone’s busy. How often your chapter meets should reflect the needs of attendants. You can meet as regularly or as infrequently as you need—monthly, bi-monthly, quarterly, bi-annually, annually—it’s up to you and your membership. And feel free to change this as the local chapter’s needs changes. You may be excited to meet monthly when you first start, but find by month six that a quarterly schedule better fits your needs. 

Organize meeting hosts: Some CDI groups rotate responsibility for hosting the meeting, establishing the discussion topic, and bringing the munchies. So, for example, one time Varnavas Health hosts and the next time Murphy System Health Care takes the lead. 

At its first meeting of the year, the Northern Illinois CDI Network asks for volunteers to host meetings and plans its meeting schedule out for the following year. The facility hosts work with chapter leaders to pick the actual meeting date, set the agenda, summarize the meeting minutes, and communicate with the rest of the group, and national. 

· Tip: Establish basic plans for the next meeting before you adjourn your first session. Ask for a volunteer and a tentative date. This helps keep the momentum going. Try not to leave the first event without a concrete plan for the subsequent one.
· Tip: The host of the previous meeting should try to stay involved and help the next host as much as possible. This allows everyone to grow from the experience.

· Tip: Discussion topics and length depend on the interest and needs of those in your group. You might consider best query practices one month, and plan a visit from a physician advisor or champion in the next. Use your sign-in sheets and email lists to generate ideas. 

Have fun: Local professional meetings represent a way for you to reach out and help your fellow CDI specialists. Share what you’ve learning during your professional experiences and learn from others in the field, too. 

· Tip: Take a group photo. ACDIS is a community, after all. Email us your photo and the names of attendees we’ll post it on ACDIS Blog and social networking sites to help generate interest.
· Tip: Make it potluck. If your meeting is near lunch or dinner time, why not make it potluck and ask everyone to sign up to bring some small finger food or dessert. If your meeting is near a holiday, perhaps make some holiday-themed food. One Florida ACDIS Chapter meeting held near St. Patrick’s Day featured complete boiled dinner and other Irish-themed foods. 

· Tip: Mix up the group. Have each participant pick a color of the rainbow and then take five minutes for each person to find others who picked their same color (M&Ms work great with this networking technique). Have those who picked the same color sit together for at least a portion of the meeting. This helps facilitate networking, generates ideas, and creates a sense of community.

· Tip: Consider setting aside one meeting a year for “fun” presentations, suggests one chapter leader. For example, ask a facility with remote coders to invite them in for a panel discussion. Call it “coders in pajamas” (since everyone believes working remotely means you get to work in your jammies). Invite all the attendees to dress casually in their sweats and flannels. 
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