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Guidelines for Involvement in Meetings
For Service Providers

Practical considerations before involving service users/carers in Joint Planning:

Is the venue for the meeting physically accessible?

Are the times of meetings flexible? – early meetings may be difficult as many service users do not drive and some take medication which may effect their ability to take part early in the morning
Is there money to pay travel expenses?  What are the procedures for claiming expenses?
Can you identify an individual, the Chair or other suitable person, (allocated person) to support service user/ carer involvement?
Creating an inclusive environment:

Representatives are treated with respect

Representatives are listened to and heard

Expertise and experience is recognised and valued

Differing points of view and experiences are accepted
Recognise and remember that service user/ carer reps are not professionals, working day to day in mental health

2 service users/ carers should be appointed to enable peer support, continuity and a wider representation of views

There should be a regular agenda item for service user/ carer issues near the top of the agenda

As far as possible jargon and acronyms are not used but if they are, they must be explained

Before attending a first meeting:

An allocated person from within the group is identified to provide individual support

An overview to be provided setting out information on the group’s 
· role 
· structure 
· terms of reference for the meeting

· a glossary of terms used regularly
an opportunity to meet the allocated person, for a briefing on the work and role of the group

Before each meeting:

Agenda and papers to be received 2 weeks prior to the meeting – ensuring that papers are in the most appropriate format and distributed by email or post as required
Representatives are able to put relevant items on to the agenda and mechanisms for this are open and explained
Clear directions for venue are provided – including access by public transport eg: bus routes
During the meeting:

An atmosphere is created that allows representatives to feel able to ask questions, relevant to the subject, at any time

An atmosphere is created that allows representatives to feel able to ask for clarification on any issue raised during the meeting

As far as possible jargon and acronyms are not used but if they are, they must be explained
Allow time for service user/ carer reps to ask relevant questions and ask for clarity or explanations

Allocated person from within the group to provide individual support, including meeting up before each meeting takes place
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