Sample - Consensus Week Agenda
	Date
	Activity

	Monday
	Bring the following to consensus week

· Application book with your name on the cover (remember, the application is confidential so do not have the name of the facility visible to other people) 

· Criteria book
· Notes – for all categories
· LCD projector for team – if assigned

	Tuesday
	Large group meeting at 8:00 am

· Administrative information for the week

· Review comment writing and Item scoring

· Q and A

Team assigned to team room for the rest of the day
· Team will setup room for the week

· Team ground rules

· Discuss and revise categories 3 and 2

· Make sure Confidentiality, and Ethics forms are signed

· Turn in all forms for the team

	Wednesday
	Team works in team room the entire day
· Discuss and revise categories 1, 4, 5, 6

	Thursday
	Team works in team room
· Discuss and revise Category 7

· Discuss and agree to key themes
· Score all Items

· Print out feedback report – assign categories for individuals to review

· Team leader drafts executive summary

· Revise Item comments

	Friday
	Team meets in team room

· Finish whatever is remaining

· Gather all notes - papers, application books, flipchart paper etc.

· Have an electronic copy of  feedback report and score sheet

· Have a hard copy of feedback report and scores

· Prepare to brief Program Manager and co-chairs

· Brief Program Manager and Co-chairs

· Turn in all materials
Have a safe trip home
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