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‘Completing the Circle’ refers to the involvement of, and consultation with, service users and carers who access or may access in the future the services of the Adult Services Department.

‘Completing the Circle’, because involvement and consultation is a continuous dialogue. To support this dialogue, The Completing the Circle group has been set up to work with the Department to improve the process and practice of involvement and consultation. The group consists of service users and carers from a range of situations who work together with the support of the Department.

This is one of a series of papers which will be built, with the active involvement and support of the Completing the Circle group, as a series of working tools to ensure  the improvement in involvement and consultation is achieved.
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Introduction

Organising a meeting with service users is much the same as organising a meeting of your friends at home – when organising for your friends at home, you know instinctively what to do. The difference when organising a meeting with service users is that you will have to think and plan more openly about what you have to do, to make the meeting successful for everyone who comes.

This Code of Practice covers the practical aspects of organising a meeting with service users, whatever the size and purpose of the meeting. Use it as a checklist. Some things may have to be a compromise, that is reality, but be clear with service users in advance why this is so and sort out a way round the problems with them. Do not provide what is not necessary!

Questions to ask and answer before you start:

1. Why have a meeting at all?

a. What are the objectives and desired outcomes,

b. Can the objectives be achieved as well in another way?

c. What is the added value of asking people to come together?

2. Who will need to be there and what is expected of each person?

3. How can we avoid discrimination or exclusion?

4. Why would service users want to come at all – how will they benefit?

Your success criteria can be set from these answers and these will inform the next stage.

Planning a meeting

There are a series of practical matters that need to be solved – each one will contribute to the value of the meeting and each one, if not solved, is likely to cause a problem for one or more of the participants. One site visit may be necessary; otherwise it is a desk based exercise.

When organising that meeting at home with friends you set out to make sure that everyone you want can come, can take part, their physical needs are met and they will want to come again. These lists may seem a lot, but at home you would have noted all of these if necessary. 

1. Getting Started

 FORMCHECKBOX 
     Decide on the date and timeframe for the meeting – 
         beginning and end – consider events such as school 
         holidays, religious festivals, time of day, likely weather 
         (i.e. winter or summer), light or dark at the end, transport 
         availability etc

 FORMCHECKBOX 
     Write the draft agenda and make sure it fits the time, giving 
         everyone time to contribute to the meeting.

 FORMCHECKBOX 
     Consult on and decide on the agenda and who should be 
         there

 FORMCHECKBOX 
     Decide the venue (see below) 

 FORMCHECKBOX 
     Identify budget to cover expenses and other costs

 FORMCHECKBOX 
     Issue invitations, with reply pro-forma, which should include:

 FORMCHECKBOX 
  Date, time and venue

 FORMCHECKBOX 
  Purpose and outcomes of meeting and who is  
      invited (roles not names)

 FORMCHECKBOX 
  Agenda and information relevant to the meeting 
      subject

 FORMCHECKBOX 
  Confirmation of paying expenses (see Departmental 
      procedure)

 FORMCHECKBOX 
  Request, on reply pro-forma, details of any individual 
      access requirements (see below)

 FORMCHECKBOX 
  Supply pre paid envelope for reply
Comments: _________________________________________

                   _________________________________________
2. Venue - external access
 FORMCHECKBOX 
     Is the location easy for the majority of participants to get 
 
to? (Winchester can be difficult for those from outside)

 FORMCHECKBOX 

Is sufficient parking (both for disabled and non-disabled 
         delegates) available?

 FORMCHECKBOX 

What public transport is available and how is it accessed?
 FORMCHECKBOX 

Is the immediate external route to the venue accessible – for     
         example a lack of dropped and marked kerbs between 
         parking and venue can create problems?
Comments: _________________________________________

                   _________________________________________
3. Is the venue itself accessible?
- be prepared to adjust your plans as people arrive to meet their needs
 FORMCHECKBOX 
     Entrance i.e. the same for all

 FORMCHECKBOX 
     Routes inside the building
 FORMCHECKBOX 
     Room

 FORMCHECKBOX 
     Toilets (including separate accessible one)
 FORMCHECKBOX 
     Fire exits and fire evacuation procedure
 FORMCHECKBOX 
     Lifts

 FORMCHECKBOX 
     Lighting

 FORMCHECKBOX 
     Rostrum/stage access

 FORMCHECKBOX 
     Ventilation

 FORMCHECKBOX 
     Signposting inside the venue
Comments: _________________________________________

                   _________________________________________

4. Meeting Access
– are any of the following needed (see replies to invitation), how will they be provided?
 FORMCHECKBOX 
     Ensure all documentation is available in appropriate formats: 
· Arial 14 standard print
· Arial 18 Large Print

· Tape, Braille versions as required

· Easy access versions as required

· Language translations

 FORMCHECKBOX 
     Hearing loop and appropriate microphones
 FORMCHECKBOX 
     BSL interpreters and other language interpreters
         (ensure sufficient numbers for the time needed, they change   
         regularly).
 FORMCHECKBOX 
     Lip speakers 
         (Ensure sufficient numbers for the time needed, they change 
         regularly).

 FORMCHECKBOX 
     Palentypist

 FORMCHECKBOX 
     Graphic facilitator 
 FORMCHECKBOX 
     Supporters/Personal Assistants, as required, and provide
         space for them. 

 FORMCHECKBOX 
     Emergency telephone contact for participants. 
Comments: _________________________________________

                   _________________________________________
5. Presentation Equipment 
– if needed

 FORMCHECKBOX 
     Flip charts, pens and fixative for sheets
 FORMCHECKBOX 
     PowerPoint presentation and screen

 FORMCHECKBOX 
     Overhead projection and screen

 FORMCHECKBOX 
     Power supply, cables and suitable tables

 FORMCHECKBOX 
     PA system

 FORMCHECKBOX 
     Roving microphones (minimum 2) plus runners 
Comments: _________________________________________

                   _________________________________________
6. Venue Layout 
– overall layout will be set by purpose of meeting.
 FORMCHECKBOX 
     Spaces for wheelchair users (not all together) and necessary 
         supporters
 FORMCHECKBOX 
     Some chairs with arms (to ease sitting and rising)

 FORMCHECKBOX 
     Tables available (to place notes etc)

 FORMCHECKBOX 
     Water available (for example some medication induces   
         thirst)
 FORMCHECKBOX 
     Water available for Assistance/Guide dogs 
Comments: _________________________________________

                   _________________________________________
7. Timing 
– need to plan and advise in advance

 FORMCHECKBOX 
     Comfort breaks – also used for catch-up and relaxation 
         (Allow extra time if one accessible toilet is used  

         by many wheelchair users)
 FORMCHECKBOX 
     Assistance/Guide dogs also need a comfort break.
 FORMCHECKBOX 
     Refreshment breaks

 FORMCHECKBOX 
     Religious requirements 
Comments: _________________________________________

                   _________________________________________
8. Expenses & Fees
          FORMCHECKBOX 
     Claim forms and petty cash – see departmental procedure

 FORMCHECKBOX 
     Fees –see departmental procedure 
Comments: _________________________________________

                   _________________________________________
9. Food & Drink
     – If food is to be provided, information on diet, food intolerances,  
     allergies and religious requirements will be obtained from invitation 
     replies and the correct arrangements can then be provided. 
     However the following should normally be available, if any is to be 
     provided at all.

 FORMCHECKBOX 
     Tea - caffeinated and decaffeinated

 FORMCHECKBOX 
     Coffee – caffeinated and decaffeinated

 FORMCHECKBOX 
     Milk, sugar and sweeteners

 FORMCHECKBOX 
     Fruit teas

 FORMCHECKBOX 
     Soft drinks

 FORMCHECKBOX 
     Water
 FORMCHECKBOX 
     Straws – flexible
Comments: _________________________________________

               _________________________________________
10. Final briefing 
       – sent in advance of the meeting and to include

 FORMCHECKBOX 
     Agenda

 FORMCHECKBOX 
     Venue details to include map

 FORMCHECKBOX 
     Details of public transport

 FORMCHECKBOX 
     Papers to be used at the meeting indicating what  
         preparation needs to be done

 FORMCHECKBOX 
     Background information to the subject/s under discussion
Comments: _________________________________________

                   _________________________________________
11. Recording the meeting and ‘Reporting back’
 FORMCHECKBOX 
      Ensure you have contact details for all participants

 FORMCHECKBOX 
     Minutes/notes – who will do this – in what format? 
         How and when will they be distributed – use email where 
         possible.
 FORMCHECKBOX 
     Reporting on outcomes of decisions/recommendations 
         made – how and when will this be done. 
Comments: _________________________________________

                   _________________________________________
12. Meeting Protocol – ground rules

Having solved the practical issues above and gathered everyone together the following need to be agreed to ensure everyone can take part in the meeting.

 FORMCHECKBOX 
     Appoint a facilitator/chair/leader who knows in advance and 
         takes responsibility for the needs of individuals to participate 
         in the meeting.
 FORMCHECKBOX 
     Mobile telephones – request they are turned off as this 
         upsets the loop system unless it is vital they  
         are left on
 FORMCHECKBOX 
     Start; take the breaks and end, all at the times stated.

 FORMCHECKBOX 
     Remind everyone of their responsibility towards their fellow 
         delegates:

· One person to speak at a time

· Allow time for interpretation and explanation
· Speak clearly and face the person you are speaking to

· Wait for a microphone which must be used to ensure everyone can hear.

· Respect the opinions of others

 FORMCHECKBOX 
     Keep it straightforward and to the point.

 FORMCHECKBOX 
     Avoid jargon, abbreviations and acronyms – both 
         ‘professional jargon’, slang and idioms.
Comments: _________________________________________

                   _________________________________________
Finally - Meeting Feedback
Having completed the above, make sure there is an appropriate mechanism for feedback from all delegates in order to learn for next time. 
 FORMCHECKBOX 
    Supply a feed back form to every delegate

 FORMCHECKBOX 
    Collate responses


 FORMCHECKBOX 
    Make feedback report available on request

Notes
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Post meeting conclusion
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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