

Supporting People Service User Group guidance on making meetings easier to understand
Everyone discussed how meetings of the service user group and the Supporting People sub groups could be made easier to understand. We came up with the following list:
· Papers for the meetings should be sent out in advance so people can read them before they come to the meeting. There are often too many papers given out at the actual meeting.

· Papers for meetings should be put into a summary with bullet points

· Papers at meetings needs to use easier words instead of long words

· Refreshments should be provided

· Regular breaks should be taken – about once an hour

· People should be given a time limit on how long they can talk on 1 agenda item

· The Chair needs to keep everything concise

· The Chair should give a summary at the end of each item of what has been said and make sure everyone understands it and agrees with it

· A nice meeting room is important – enough space and a nice environment

These points will be sent to the Supporting People Team members who are responsible for each of the Supporting People sub groups. They will be asked to take it to their next sub group meeting and the Service User Group will follow up on progress and improvements.
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