	FAMILY TEAM MEETING PROTOCOL

	Michigan Department of Health and Human Services

	Protect MiFamily

	Purpose: A family centered, strength-based, and child centered team-guided approach designated to engage and partner with families in developing plans for the safety, permanency and well-being of their children.

Time Frames: Family Team Meetings (FTM) can occur at any time based on family needs and circumstances. However, Protect MiFamily will hold Family Team Meetings minimally at the following:

· Phase 1 – Convene an initial Family Team Meeting no earlier than 21 days and no later than 45 days after the family was referred to the Protect MiFamily program. Advancement to Phase 2 should be considered along with Case Planning.

· Phase 2 – A Family Team Meeting will be convened during Phase 2, but prior to advancing to Phase 3. Case Management including safety, Protective Factors and progress will be discussed and reviewed prior to advancing to Phase 3.

· Phase 3 – Convene a final Family Team Meeting to summarize the progress made during the Protect MiFamily intervention and discuss strategies that will assist the family in maintaining progress. Encourage the family to invite community/service providers currently or potentially working with the family so that continued support can occur as needed.

Pre-meeting planning and discussion: The purpose of the Pre-Meeting Discussion is to establish a supportive environment that allows the parent, youth and/or caregiver to have an active role in planning and facilitating the Family Team Meeting. This discussion meeting should occur within a month prior to an FTM. Refer to the Building a Team questions.

Documentation of the Pre-Meeting Discussion and Family Team Meeting is critical to show efforts made to engage the parent, youth and/or caregiver in case planning. In addition to completing the Pre-Meeting Discussion Tool form, all Pre-Meeting discussions and Family Team Meetings must also be documented in social work contacts.
To support the caseworker in the team aspects of MiTEAM, it is recommended that supervisors:

· Inquire about Pre-Meeting Discussions and Family Team Meetings during monthly case consultations.

· Review case plans to ensure proper documentation of Pre-Meeting Discussions and Family Team Meetings prior to approval.

· Observe a Pre-Meeting Discussion and Family Team Meeting per worker biannually and provide coaching where needed.

The Protect MiFamily Family Team Meeting Information Sheet can be provided to the family at the Pre-Meeting Discussion, but should be shared with those in attendance at the actual Family Team Meeting. The purpose of the information sheet is to briefly explain the process of the meeting and to provide suggested ground rules.

The Family Story is strength-based and provides an opportunity for the parent, caregiver or youth to describe his/her family’s current level of functioning, interests, activities, etc. This is also the forum for the parent, caregiver or youth to discuss, from his/her own point of view and without criticism, what happened that brought him/her to the attention of the Michigan Department of Health and Human Services (MDHHS) and/or describe areas of need and desired focus for the family.
The Family Team Meeting Invitation form should be used to send to all who will be invited to the Family Team Meeting. If a family friend or community service provider were invited over the telephone, an invitation should follow through the US mail or email. Efforts should be made to allow invitees and service providers at least 7 days advance notice of the meeting.

Family Team Meeting: The Family Team Meeting Report form can be used as a guide and should be completed during the meeting. Indicate on the form whether the Family Team Meeting will address case planning, case management or case closing along with the current phase. Supervisors will attend Family Team Meetings as needed. Every Family Team Meeting should address:

· Family strengths.

· Protective Factors update. Promote, address and review Protective Factors in order to develop further strategies and action steps.

· Safety Planning Review.

· Action Planning Review.

· Action Planning. Document any action steps that result from the meeting. Include any needs that are addressed as well as the person responsible and timeframes for completing the task. Update the case plan as needed. Criteria for measuring success should be identifiable.

· Phase Movement. Indicate on the FTM Report whether the family will be advancing phases and if so, to what phase and when.

· Family Satisfaction Survey. Indicate on the FTM Report if the family was provided a Family Satisfaction Survey.

· Attendance Record. Indicate on the FTM Attendance Record all who were invited and who were in attendance to the FTM. Meeting attendees will sign the attendance sheet also acknowledging confidentiality of information shared at the meeting.
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