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BAC Post-Meeting Survey Tool
While BAC meetings offer opportunities for discussion, some experiences may not surface in a group setting. A short, structured post-meeting survey offers an accessible mechanism to collect feedback that can inform adjustments to facilitation, clarity of materials, agenda design, and member support. Crucially, these surveys can help validate whether the priorities and discussion topics reflected in BAC meetings align with what matters most to members, ensuring that the committee’s work remains responsive and representative over time. The survey template below was designed using considerations drawn from a review of survey literature and is reflective of best practices for transformational community engagement.
Recommended Survey Framework 
The following principles provide a framework for designing and implementing surveys in a way that is respectful, collaborative, and likely to elicit meaningful feedback:
· Foster trust through transparency: Clearly explain the purpose of the survey, how responses will be used, and that participation is voluntary and anonymous. Ensure communications create an environment where members feel safe sharing their input.
· Prioritize brevity and clarity: To respect members’ time and encourage high response rates, limit the survey to approximately five questions. Use plain language and avoid combining multiple concepts into a single item.
· Focus on actionable questions: Each question should generate information that the committee can act on in the near term, supporting iterative improvements to meeting structure, facilitation, and communication.
· Balance quantitative and qualitative feedback: Use a mixed-methods design. Closed-ended (scaled) questions provide quantitative data suitable for tracking trends over time, while a limited number of open-ended questions allow members to provide context, nuance, and specific suggestions.
Recommended Survey Questions and Rationale 
Below are five proposed survey questions, each paired with a rationale explaining how it supports improved member engagement and BAC meeting effectiveness.
1. Suggested Question: Please rate your level of agreement with the following statement: I felt my views were heard and taken seriously during the meeting.
Rationale: Feeling heard is a core indicator of engagement quality and helps identify whether discussions reflect genuine partnership rather than passive consultation. This question assesses whether members felt meaningfully included in the discussion. 
2. Suggested Question: Did you have the information you needed to take part in today’s discussion?
Rationale: Meaningful engagement requires that members are equipped with the necessary background and context. This question assesses whether the agency provided sufficient information to support informed participation and decision-making.

3. Suggested Question: Did the meeting topics feel useful and important to you or your community?
Rationale: Relevance is a key determinant of engagement quality. When agendas do not align with members’ priorities, participation tends to decline. This measure assesses whether the agenda is responsive to community needs.
4. Suggested Question: What topics or issues would you like to see on future BAC meeting agendas?
Rationale: This open-ended item allows members to directly shape future meeting priorities. It offers insight into emerging issues, unmet needs, and new areas of interest that may not surface during group discussion.
5. Suggested Question: Is there anything else you would like us to know about your experience at the meeting?
Rationale: This general question provides space for feedback that may not align with previous items, such as logistical challenges or reflections on the environment. It functions as a "safety valve" for concerns members may not feel comfortable raising verbally.
Recommended Survey Administration Practices
To maximize response rates, we recommend that states set aside time at the end of each meeting for BAC members to complete the survey before the group is dismissed. The survey should be designed to be concise, taking less than three minutes to complete, and should be translated into all languages spoken by members to ensure full accessibility.  
We recommend the following administration practices:
· Digital Administration: Distribute the link to an online survey to members’ preferred mode of communication (via email or SMS). 
· Off-the-Shelf Online Survey Platform: If possible, use an off-the-shelf survey platform to create and distribute the survey (e.g., SurveyMonkey, Qualtrics, QuestionPro, etc.). These tools provide pre-built templates, easy customization, multiple distribution options (e.g., email, SMS, weblink, paper), and automated reporting and analytic features to summarize findings. Note, it’s possible your agency has an existing vendor relationship with a survey tool, such as Microsoft Forms, which will make procurement easier. 
· Artificial Intelligence (AI) Tools for Open-Ended Responses: If your state has access to a survey tool with AI features, consider using them to efficiently (and responsibly) summarize open-text responses, identify common themes, and highlight key insights. This can save staff time, provide faster reporting, and support more actionable analysis of qualitative feedback. Ensure that any AI usage complies with your state’s data privacy and security policies regarding member feedback.
· Paper Administration: For in-person meetings, you could also provide a paper version for members who prefer not to complete surveys electronically. Paper surveys should be collected at the end of the meeting.
Closing the Feedback Loop
Closing the loop on the information received via these feedback surveys reinforces transparency, strengthens trust, and demonstrates the value of member participation. To ensure the survey contributes to continuous improvement, committee leadership should:
· Analyze and summarize findings prior to the next BAC meeting.
· Consider taking additional steps to collect more information as needed. For example, if a majority of members report that they didn’t have the information they needed to take part in the meeting, leadership should take steps to understand existing barriers and develop appropriate supports.
· Report back to members on key themes and what the agency learned.
· Document actions taken in response to the feedback or explain when suggestions cannot be implemented.

BAC Post-Meeting Survey Template
Consider using a post-meeting survey as a method to understand members’ meeting experiences and identify concrete opportunities to improve the engagement process. An effective post-meeting feedback survey is brief, focused, and intentionally designed to elicit actionable information. The template below outlines recommended post-meeting survey questions, carefully designed to be brief, actionable, and easy for BAC members to complete. 
Distribution: To ensure consistency and encourage participation, we recommend using the following standard language for digital distribution, which also lets members know how their feedback will be used.
Email: Thanks for joining today’s BAC meeting. We want to hear how it went for you. Please take this short, anonymous survey (can be completed in about 3 minutes): [link]
Your responses will be reviewed by committee staff and used to improve future meetings and make sure the BAC is addressing the topics that matter most to members.
Thank you for sharing your feedback.
SMS: Thanks for joining the BAC meeting. Please take a 3-minute anonymous survey to share your feedback: [link]. Your input will help us improve future meetings and focus on topics important to members.
1. Member Voice. Please rate your level of agreement with the following statement: I felt my views were heard and taken seriously during the meeting.
1 – Strongly Agree
2 – Agree
3 – Neither Agree nor Disagree
4 – Disagree
5 – Strongly Disagree

2. Meeting Information. Did you have the information you needed to take part in today’s discussion?
1 – Yes
2 – Somewhat
3 – No

3. Relevance. Did the meeting topics feel useful and important to you or your community?
1 – Yes
2 – Somewhat
3 – No

4. Future Topics. What topics or issues would you like to see on future BAC meeting agendas?
Please provide your response (100 words or less):

5. Additional Feedback. Is there anything else you would like us to know about your experience at the meeting?
Please provide your response (100 words or less):


(Optional) BAC Additional Input Survey Template
The template below outlines recommended survey questions designed to gather additional insights from members and the general public. A link to this survey could be added to the BAC website or included in email signatures.
[bookmark: _Hlk216099264]Instructions: Do you have an issue or idea that you'd like the Beneficiary Advisory Council (BAC) to talk about? We welcome your ideas. Please share your suggestions by completing this short survey. Your name, email address, or other identifying information will not be collected unless you choose to provide it.
1. Feedback. What issue or concern would you like us to know about?
Please provide your response (100 words or less):

2. Changes Desired. What changes would you like to see with [state Medicaid program name]?
Please provide your response (100 words or less):

3. Medicaid Status. Which statement best describes you?
1 – I am a current [state Medicaid program name] member.
2 – I am a former [state Medicaid program name] member.
3 – I care for someone who is a [state Medicaid program name] member.
4 – I do not have [state Medicaid program name] myself, but my job involves working with the program.
5 – I don’t know, not sure.
6 – None of the above.

4. Interest in Participation. Would you like to be involved with the Medicaid Beneficiary Advisory Council (BAC)?
1 – Yes, I’m interested in joining the BAC in the future.
· Please provide us with your name, phone, and email address.
2 – No thanks, I just want to share my ideas for now.
5. Contact Information. What is the best way to reach you (if you want us to contact you)?
1 – By phone.
2 – By email.
3 – I don’t want to be contacted.


Support for this document was provided by the Robert Wood Johnson Foundation. The views expressed here do not necessarily reflect the views of the Foundation.
For additional support, please contact SHVS. For more resources to help state Medicaid agencies proactively collect and document BAC activities and produce the annual report, refer to the SHVS Medicaid Beneficiary Advisory Council Reporting Toolkit and the BAC Annual Report Toolkit.			2
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