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For new meetings

To be completed before a service user/ carer attends their first meeting.


Meeting






Date  
	Things to consider:
	Yes
	No
	Suggestions



	Is the venue for the meeting physically accessible?


	
	
	

	Is the venue accessible by public transport?


	
	
	

	Are meetings at appropriate times for service users/ carers eg: not too early?


	
	
	

	Is there money available to cover expenses?


	
	
	

	Is there a procedure in place to say how service users/ carers will receive expenses?


	
	
	

	Is there someone from within the group who will take responsibility for service user/ carer involvement at the meetings (an allocated person)?


	
	
	

	Does the group have information about the it’s 
· role 

· structure 

· terms of reference for the meeting

· a glossary of terms used regularly

to give to the service user/carer?
	
	
	

	Does the group have directions for how to reach the venue to give to the service user/ carer?


	
	
	

	Has the group made contact with the Sefyll/ Nexus to request a service user/ carer?


	
	
	

	Is there room for at least 2 service users/ carer to take part?


	
	
	

	Does the service user/ carer need any particular skills or experiences to take part?


	
	
	

	Has the Sefyll/ Nexus had at least one months notice to find and choose a service user/ carer?


	
	
	

	Have the allocated person and the service user met service user/ carer for a briefing on the work and role of the group?


	
	
	

	Has the allocated person explained the process for adding items on the agenda?


	
	
	

	Has the service user/ carer carried out relevant training?


	
	
	

	Has the service user/ carer made it clear how they would like information sent to them eg: via email or post?


	
	
	


Allocated person



Service user/ carer

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

