
Appendix 1.Interview Script  
 

CFC Team Meeting Interview Guide 
 
Introduction 
Read consent script and obtain verbal consent from participant to video record the interview before 
proceeding. Verbalize that the participant agreed to the recording once you have started recording.  
Introduce the project –The purpose of this interview is to evaluate team functioning during 
multidisciplinary craniofacial center team meetings. This interview is meant to be semi-structured and 
open ended. The interview should take 30 – 45 minutes.  
 
What is your discipline/role within your team:  
Years in that role:  
What would you describe as the primary role of the team meeting?  
What factors are most important to the success of the team meeting?  
 
Logistics 
What disciplines are represented on your team?  
 
How frequently does your team meet? 
 
What has been the medium of your meetings for the last 6 months? (in-person, virtual, combo?) And for 
a year ago? 
 
On average, how long are your team meetings and how many cases are discussed per meeting? 
 
Does one discipline/person lead the meeting or is there an alternating lead?  
 
If anything, what slows down your meetings?  
 
How are the team’s recommendations communicated to the patient/family? (face-to-face, phone, 
written, combination of above?)  
 
Case Presentations 
How are case presentations ordered? By appointment time, complexity, or other?  
 
Describe a typical case discussion in your team meeting. (ex – standardized order of info presented?, 
disciplines that contribute?, radiographs displayed?, etc.) 
 
For the following questions please consider the usefulness of presenting the info during the team 
meeting: 

• What portions of the patient’s history is important to present?  
• What psychosocial factors are important to present? 
• Is it important to present the patient/family’s opinions on progress and/or treatment?  

o Does your team routinely elicit these opinions and how so?  
• When is it important to display radiographs?  
• Anything else important to present? 



 
What is most important for your discipline to present on every patient during team meetings?  
 
Do you have any suggestions to improve patient presentations? 
 
Decision-making 
How do multidisciplinary team meetings affect the quality of clinical decisions? 
 
Are there times when sub-optimal decisions are made? Why do you think this happens?  
 
Generally, what factors does your discipline consider in decision-making regarding a patient’s treatment 
plan?  
 
How are patient preferences incorporated into the team discussion?  
 
How much of decision-making happens outside the meeting?  
 
What could be improved about the way decisions are made in your team meetings? 
 
Team Processes 
What is the atmosphere like in your team meetings and what do you think creates this atmosphere? 
 
How do different professional groups interact in the team? Is the input of each discipline weighted 
equally?  
 
How does diversity among your team members affect case discussions? 
 
What happens when people disagree?  
 
How does a team member’s absence affect decision-making during the team meeting?  
 
Can you think of anything that would improve team functioning during your team meetings? 
 
Community Support 
For the following questions consider the patient’s community support system – local care providers, 
teachers, friends, family, etc..  
 
How does your discipline interface with the patient’s community/local resources?  
 
How does the team promote the understanding of, and sensitivity to, the needs of patients with 
craniofacial differences to the patient’s support system? 
 
Is there a place for input from the patient’s community support system in team meetings?  
 
Videoconferencing  
Do you prefer the video conferencing format to face to face meetings when social distancing is 
required? To face to face meetings when social distancing is not required? Why/why not? 



 
How does video conferencing affect communication, negatively or positively, compared to face to face 
meetings?  
 
If not mentioned in answer above - Do any problems with the videoconferencing technology occur and 
affect your meetings? (Can you give examples?) 
 
Closing 
Is there anything you would change about your team meetings? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 2.1 Self-Evaluation Instrument for Optimal Multidisciplinary Craniofacial Meetings: Case 
Evaluation Guide – created based on responses from interviewees. Intended to evaluate and improve 
individual case discussions during craniofacial team meetings.  

 



 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 



Appendix 2.2 Self-Evaluation Instrument for Optimal Multidisciplinary Craniofacial Meetings: Meeting 
Evaluation Guide – created based on responses from interviewees. Intended to evaluate and improve 
individual craniofacial team meetings as a whole. 
 

 



 
 
 
 
 
 
 
 
 
 
 

 

 

 

 


