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Checklist 


Food focus groups can use this checklist to make the most of the group’s work.
An effective food focus group:
· supports open communication between residents, food staff and management
· encourages residents, staff and the provider to collaborate
· creates a safe, respectful and positive environment. One that is open to hearing concerns, and for residents
to share their opinions and feedback
· encourages residents to have a voice about their experience
· is a way for the wider resident community to provide ideas and feedback
· develops an agreement for making decisions 
· develops a list of continuous improvement activities (even little changes can make a big difference)
· gives residents an opportunity to work with each other and staff members to make a difference.


Reporting on the actions the provider takes and what the outcome was creates a culture of improvement and increases confidence in the providers willingness to listen.
It’s important to work on issues but also to make sure that the group celebrates success. This keeps everyone motivated and improves everyone’s experience.

	#
	Checklist
	Comments
	Actions to improve 
(if needed)

	1
	How do you let residents know about the food focus group?

	For example, bulletin boards, in-room flyers, posters in the dining room


	For example, remind residents of upcoming meetings

	2
	Is the information about the food focus group clear to residents? How is it shared?


	For example, use plain language, large fonts, information in various formats and languages


	

	3
	How often do you promote becoming a member of the food focus group to residents?

	
	

	4
	What have you put in place to make sure that residents drive the food focus group? 
(Think about the numbers of residents in the group compared to staff.)


	For example, residents run the meeting with some staff members and volunteers


	For example, we need to make sure management staff aren’t part of the group except when the group invites them. This helps residents not to feel intimidated.


	5
	Are relevant staff at meetings to give food service and dietary information? 

	For example, chef, hospitality staff, dietary manager
	

	6
	Does the food focus group have a wide mix of members who represent the resident community? 
How are you making sure you’re being inclusive? 
(Think about the form of the meeting like town hall, representative, blended.)

	For example, the group includes people from culturally and linguistically diverse backgrounds


	For example, having regular sub-meetings in each residential area in our larger homes so that more residents can be involved

	7
	What strategies do you have to support any residents with language barriers, communication difficulties or cognitive impairment to take part?
	For example, have their representative come to the meetings with them and give feedback for them
	For example, arrange for an interpreter if needed or for assistive communication devices



	8
	What other ways do residents have to give feedback if they’re not comfortable speaking in a group or prefer to provide feedback anonymously? 


	For example, via a group representative or feedback form


	For example, developing food satisfaction surveys

	9
	How do you make sure that communication between group members is clear, open and respectful?


	For example, have clear meeting rules, have a facilitator to help guide meetings
	

	10
	How do you make sure there is open communication in the group? How do you record feedback, ideas and concerns? And how do you work out what actions to take and how to report these back to the group and all residents?


	For example, we make sure there is a direct line to people who make decisions, we share agenda and minutes and keep an action log
 
	

	11
	How do you measure whether having a food focus group affects change and satisfaction? 

	For example, by evaluating data you collect in feedback forms before and after the food focus group started
	

	12
	Is there anything else you do to encourage people to have their say about food and dining?

	For example, encourage staff to talk to residents during mealtimes to get real-time feedback
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