Meeting Template

	Meeting Name 
	

	Topic of Meeting
	

	Date
	

	Time
	

	Location
	

	Site Name
	

	Participants names/roles 
	

	Facilitator 
	



	Discussion Summary

	Current Phase of Implementation

	What is the current phase of the implementation? 
	Planning | Early implementation | 
Mid-implementation | Sustainment | Other

	Intervention
Evidence-based practice, “the thing”, etc. 

	Describe any changes made to the intervention itself, the context, the people conducting the intervention, the people receiving the intervention?
	

	Implementation Determinants
Factors that influence the ability to implement the intervention

	What has been getting in the way of implementing the program? 
	

	Who has raised these concerns? 
	 

	What patterns if any have you observed in determinants? 
	 

	What strength(s) exist within the setting related to the implementation? 
	 

	How are communities overcoming/engaging with these determinants?
	 

	Implementation Strategies
What we do to help our target population to receive the intervention

	What approaches have been used? 
	

	Who is using them? 
	

	What problems, concerns, or clear gaps are present related to these strategies?
	 

	Engagement with Community Partners 

	Which community partners have been involved in identifying barriers/solutions? Describe
	 

	Context

	What situational or environmental factors influencing the discussions? 
	 

	Follow-Up Actions

	What follow-up tasks were assigned? 
	 

	Observer Reflections 

	What stood out most about this discussion? 
	

	Describe any notable dynamics or trends. 
	




