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Welcome to Our Family, Our Way
A Communication and Care Coordination Guide  
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Is This Guide Right for Your Family?
Not every family should use this guide. All families are different. Some families are better problem solvers than others. Some families 
have relatively uncomplicated relationships and others have more complicated relationships. Some families have a high tolerance for 
differences of opinion and some have very little tolerance. Some families openly communicate and others are more closed or guarded 
with each other.

There are three general types of families who will ask whether this guide is right for them, and we’ve provided some information 
below to help you decide:

Type One (NO)     These are families who need more help communicating than a self-guided process can provide. You might worry 
that, without a professional involved, your family cannot handle the “can of worms” that topics of care and support might open. The last 
thing anyone wants is to create hurtful and counterproductive conflict that is not easily resolved. Even though we think this guide may 
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Before You Begin...Did You Know?
(What every family should know about care and support at home.)

	»
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Guide Design
This is a self-guided process. That is, it doesn’t require the involvement of a professional. Instead, written guidelines are provided to 
support your family through the process. There are four stages in the process: thinking about who should be included in the family 
meeting, accessing and preparing the materials, completing the Individual Tools, and holding a family meeting.

	� Thinking about who should be included in the family meeting 
Include everyone who is closely affected by the care and support arrangement. In addition to the person with care 
needs (PWCN), the care and support arrangement often deeply impacts adult children (including step-children and 
children-in-law). Siblings, grandchildren, nieces, nephews, friends, neighbors, and even paid care providers may also 
play a part and might well be included in a family meeting. There are two tip sheets on the Our Family, Our Way 
(OFOW) website that might be useful in this stage: Who should be involved in our family meeting? and Should the 
person with care needs attend the family meeting?

	� Accessing and preparing the materials 
All the materials needed for this process can be downloaded for free from the OFOW website After the materials are 
downloaded, they can either be printed and completed on paper, or saved and completed electronically. The OFOW 
website provides instructions for how to download, print, assemble, and navigate the materials in the Preparing Your 
Family Meeting Materials document.

	� Completing the Individual Tools 
Each family member completes their set of Individual Tools ahead of your family meeting.

The Individual Tools provide a way for each family member, including the PWCN, to think about what’s needed, 
what’s happening now, what’s wanted, and what’s possible in terms of the care and support arrangement. Taking the 
time to reflect on your perceptions of your family’s care and support arrangement and how it affects you will help 
prepare your family to have open, honest discussion in your family meeting.

	� Holding a family meeting 
Using the Our Family, Our Way guidelines, your family holds a meeting. 

At the meeting, you and your family members will discuss your completed Individual Tools with each other. By 
completing a Shared Assessment, you will identify where you see eye-to-eye, and where more conversation is 
needed. Then, you’ll create a shared goal statement and a Family Care and Support Plan. Finally, you’ll decide on a 
follow-up plan for resolving remaining differences and unfinished business, and for ongoing communication and care 
coordination.
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It’s time to complete your Individual Tools!

	� If you haven’t already, download the appropriate version of the Individual Tools from the Our 
Family, Our Way website www.MiamiOH.edu/ScrippsAging/OFOW and complete them.

	� After you’ve completed your Individual Tools:

	» Review pages 10 - 12 in this guide to help you start planning your family meeting.

	» Share your completed Individuals Tools
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Preparing for Your Family Meeting: Some Guidelines

Getting ready for your family meeting…

	� Set the time and place. Designate one family member as a coordinator to determine the family meeting time and 
place. Choose a time when everyone can attend. Some family members may have to phone, Zoom, or FaceTime in 
from a distance, or, your entire family may need to meet virtually, and that’s okay. Often it is best to meet where the 
PWCN lives, but choose a place that works for your family.

All family members should complete and exchange their Individual Tools before the family meeting. Completed 
Individual Tools should be sent ahead to each family member, or sent to the person coordinating the meeting to 
disperse to others. The tools can be mailed via postal service, or sent electronically attached in an email…whatever 
works for you. All participating family members should get a copy of each others’ completed Individual Tools.

The purpose of the Individual Tools exchange is to acknowledge and understand each person’s view of what’s 
needed, what’s happening, what’s wanted, and what’s possible. 

As you review each other’s Individual Tools in advance of your family meeting, you’ll get a better sense of what 



Family Meeting Guide — Page 12 of 34

On the Day of Your Meeting…

	� Have on hand:

	» each family member’s completed Individual Tools

	» one copy of the Family Meeting Record

	» a pen and paper for each person

	» some sort of timing device (phone, watch, clock)

	» your favorite beverages and/or snacks

	� Make yourselves comfortable.
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A few notes as you move from item to item:
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Shared Assessment: Underlying Health Considerations
Incorporating the information from each family member’s Individual Tools (Individual Tools pg. 7), create a shared assessment of how 
limitations in the following areas affect the PWCN’s ability to carry out daily living and self-care activities. Check the column that best 
describes the PWCN’s current health situation. If everyone can’t agree right now on whether the PWCN experiences limitations in a 
certain area, check the “Can’t agree” column.

Here’s an example:
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Shared Assessment: What Care and Support is Required and Who’s Helping Now?
Incorporating the information from each family member’s Individual Tools (Individual Tools pgs. 11 - 13), create a shared assessment of 
what help is required and who’s helping now. If the activity does not apply to the PWCN, check “N/A.” If you can’t agree right now about 
what help is required, who is helping, or what devices are used and needed, check the “Can’t agree” box in each of those sections.

Here’s an example:
(For this example and others we’ll be using the Brown family. Robert (Dad) is the PWCN and his caregivers are his wife Maria (Mom), his 
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Shared Assessment: When is Help Being Provided?
Using the information from each family member’s Individual Tools (Individual Tools pg. 14), you will create a shared assessment of 
WHEN help is being provided NOW. For times of day when no help is required, place an X in the box for those times. For times when 
someone is helping, write the name(s) in those times. For times when no one is helping but help is needed, leave those times blank.

Here’s an example: 

Early Morning Late Morning  Early Afternoon Late Afternoon Early Evening Late Evening  Overnight 
MONDAY

Mom X X Mom Mom X
TUESDAY

Mom
Tonya and 

Mom X X Mom Mom X
WEDNESDAY

Mom X X X
THURSDAY

Mom
Tonya and 

Mom X X Mom Mom X
FRIDAY

Mom X X Mom Mom X
SATURDAY

Mom
Tonya and 

Mom X X Mom Mom X
SUNDAY

Mom X X Mom Mom X
The Recorder should document your family’s agreements in the Shared Assessment on pg. 13 of the Family Meeting Record. 
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Readiness for Step Two
Step Two is working toward a shared 
goal(s) statement for your family. 

How ready do you feel to move on to 
Step Two? 

Do you need to take a break...a few 
minutes?...a few days? 

Is it time to call in a professional 
counselor or mediator?
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Step Two: Working Toward a Statement of Shared Goals
Now that you have a shared assessment of what’s needed, including who’s helping and when, it’s time to talk about what’s wanted in 
your family’s care and support arrangement.

In your Individual Tools, each family member was asked to write their ultimate goal for your family’s care and support arrangement and 
to list 3 realistic changes that could be made by them to help achieve that goal.  

Take a moment now for each family member to share their “ultimate goal” from pg. 20 of their Individual Tools.

Shared Goal(s) Statement
Now, taking into consideration the ultimate goals of each family member, you’ll create a shared goal(s) statement.

Here’s an example:

As a result of our family’s care and support arrangement, we want the following to happen: 

 We want Dad to live at home as long as possible and be careful with how we spend money, and at the same      

 time, we want to pay attention to the effects on mom’s health and on time with our own families.

Now, do your best to come up with a shared goal(s) statement for your family that takes into account everyone’s ultimate goals. Where 
there is disagreement, or where your goals compete with each other, leave those issues alone for a while. For now, only write a goal(s) 
statement that everyone can agree on, no matter how brief or incomplete it may seem.

The Recorder should document your Shared Goal(s) Statement on pg. 15 of the Family Meeting Record.
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Readiness for Step Three
Step Three is arriving at the best 
possible care and support arrangement 
for your family. 

How ready do you feel to move on to 
Step Three? 

Do you need to take a break...a few 
minutes?...a few days? 

Is it time to call in a professional 
counselor or mediator?
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Plan for Addressing Environmental Considerations 
Referring to your Shared Assessment on pgs. 7 - 9 of the Family Meeting Record
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Extended Family or Friends or Community Services
Take a moment to revisit extended family (family other than the spouse/partner and adult children), friends, or community services and 
others (neighbors, faith organization/clergy) who may be able to provide some of the care and support (Individual Tools pg. 26). Identify 
the individual(s) or the community service(s) and the care and support they might provide. Your local Area Agency on Aging or other 
resources in the Helpful Caregiving Resources booklet (located on the OFOW website) can assist you in identifying community services 
available in your area.

Here’s an example:



Family Meeting Guide — Page 27 of 34

Plan for Care and Support Activities
Referring to your Shared Assessment on pgs. 10 - 12 of the Family Meeting Record, review the care or support activities required and 
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Master Calendar
Referring to the calendar in your Shared Assessment on pg. 13 in the Family Meeting Record, complete the calendar to make decisions 
about who will provide care and support�怕ऀ
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Back-up Plan 
Sometimes the unexpected happens (illness, emergencies), and the care and support arrangement you’ve agreed to falls apart. Other 
times, the usual care partner(s) is not available because of vacations or important events (for example, weddings, graduations). Take a 
few moments to think and make notes below about a back-up plan for when the “usual” care partner(s) is not available.

The Recorder should document your back-up plan in your Family Care and Support Plan on pg. 38 of the Family Meeting Record. 

Occasional Help
When all is said and done, some family members can only help occasionally. What are some things those family members could do to 
add to the care and support arrangement? Some examples include taking the PWCN out for a drive or to lunch, visiting, and helping to 
find out more about a needed resource.

Here’s an example:

WHO TYPE OF HELP WHEN
Diane Call Mom and Dad to check in, deal 

with Medicare and insurance stuff 
Anytime

John repairs around the house when he and Shahla visit every few 
months

Cousin Kathy drive Dad to appointments on Mon, Wed, and Fri mornings when 
Tonya is not available

The Recorder 
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Contributing Financial or Other Resources
When it comes to care and support decisions, discussing finances can be tough. When you each thought about What’s Possible in your 
Individual Tools (Individual Tools pgs. 23 - 25), there was a space to indicate financial or other resources you might contribute. Take a 
few moments to discuss what that looks like. You do not need to write down specific amounts, and writing it down does not mean that 
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Readiness for Part B
Part B is thinking about What’s Next 
and creating a Follow-Up Plan. 

How ready do you feel to move on to 
Part B? 

Do you need to take a break...a few 
minutes?...a few days? 

Is it time to call in a professional 
counselor or mediator? 
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Part B: The Follow-Up Plan (What’s next?)
Now that you have completed your Family Care and Support Plan, what’s next?  It’s important to have a plan for checking in with each 
other and revisiting the care and support arrangement; otherwise the work you’ve done so far may get lost in the busyness of daily life. 
Revisiting the care and support arrangement also ensures that you are staying up to date with changing needs and circumstances.

Plan for Ongoing Communication and Care Coordination

Ongoing communication and coordination is vital to keeping the care and support arrangement working for everyone involved. To have 
good communication, it’s important to consider what kinds of information need to be communicated, what types of communication 
work for your family, and how often that communication should happen. Take a few minutes to consider the following:

	» What kinds of information will be communicated and to whom?

	» Is there information that the PWCN does not wish to share with other family members?

	» Is there information that certain family members do not wish to know?

	» What are the preferred methods of communication in your family? What methods work best for each of you (telephone, texting, 
email, FaceTime, Zoom)?

	» How often should you communicate? Daily? Weekly? Monthly?

	» Will there be a “point person” for communication? Will certain family members be responsible for communicating certain 
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Plan for Ongoing Revision to What’s Needed, Wanted, and Possible

Care and support needs and circumstances can and will change over time. What’s working today may not work further down the road.  
Thinking ahead may help your family to avoid making decisions in a time of crisis. 

How will you revisit what’s needed, wanted, and possible? Will you use these tools or some other system? The Recorder should 
document your plan for ongoing revisions on pg. 42 of the Family Meeting Record. 

Plan for Meeting Again
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You’ve completed your family meeting!

We hope this process has been helpful and that you continue working together to maintain 
the best possible care and support arrangement for your family, your family’s way.

To access other tools and resources for caregiving families, visit the OFOW website: 

www.MiamiOH.edu/ScrippsAging/OFOW 

We would love to hear about your experiences using Our Family, Our Way!

Please visit the OFOW website and complete the brief survey to share your feedback.


