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Meetings Involvement Checklist

At meetings
To be completed after each meeting by the Chair or allocated person and service user/ carer.

Meeting






Date  
	Things to consider:
	Yes
	No
	Comments/ Suggestions



	Were the agenda and papers sent out at least two weeks in advance?


	
	
	

	Was the service user/ carer treated with respect?


	
	
	

	Was the service user/ carer listened to and heard?


	
	
	

	Were 2 service users/ carers present at the meeting?


	
	
	

	Was there an agenda item for service user issues near the top of the agenda?


	
	
	

	Were jargon or acronyms used?


	
	
	

	Were jargon or acronyms explained?


	
	
	

	Were service users/ carers given time to ask relevant questions?

	
	
	

	Were service users/ carers able to ask for clarification?

	
	
	

	Did the allocated person and the service user/ carer meet up before the meeting?

	
	
	

	Did service users/ carers make it clear if stating their own views?

	
	
	

	Did service users/ carers receive expenses for attending the meeting?

	
	
	

	Did the service user/ carer attend the Reps Support Network to share information and collect views?


	
	
	

	Did the service user/ carer share information more widely about the meeting or issues raised within it?


	
	
	


Signatures:

Allocated person 



Service user
Please return to Sefyll at Unit 11, Williams Court, Trade Street, Cardiff, CF10 5DQ OR sefyll@cvmhdp.org.uk

