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GROUND  RULES  FOR  FORUM  COMMITTEE  MEETINGS

The Chair will:

1. Prior to meetings:

a. Book accessible venue (with boardroom seating arrangement) and refreshments

b. Book any visitors (service providers, professionals etc) for agenda items and ask them to supply any necessary papers in advance (see d) below)
c. Inform members of venue and timing of forthcoming meetings in good time
i. meeting dates/times for future meetings will appear at the end of meeting minutes 
ii. Chair will email a reminder to members at least 10 days prior to the meeting

d. Give members an opportunity to contribute to setting the agenda by

i. Discussing at previous meeting

ii. Emailing draft agenda with opportunity to comment on it at least 10 days prior to the meeting
e. Send out any relevant documents by email at least 1 week prior to the meeting where possible
2. At meetings:

a. Provide paper hard copies of all relevant documents for reference
b. Provide refreshments as appropriate

c. Ensure meetings start and end on time
d. Ensure everyone who wishes to contribute to an agenda item has that opportunity

e. will assume members have read previously circulated papers, but will make clear to anyone who has been unable to do so in time for the meeting that they will be able to send their views to the Chair within a few days of the meeting for inclusion
f. Ensure members remain focussed on the agenda item under discussion and summarise item at the end of the time-slot

g. Ensure agreement in how to take work forward on the item if there is insufficient time or further work is required

h. Ensure the Forum Framework For Participation Work is followed with regard to feedback on items to which the Forum has contributed
3. After meetings:

a. Provide accurate minutes of meeting and distribute to members in timely fashion
b. Carry out any agreed actions from the meeting within agreed timescale
Members will:

1. Prior to meetings:

a. Send apologies to the Chair in advance if they are unable to attend a meeting

b. Arrive on time, or give prior notice of late arrival to Chair

c. Make best effort to read any papers prior to the meeting, and have comments ready, as there will be no opportunity to read previously supplied papers during the meeting
2. At meetings:

a. Maintain strict confidentiality about all matters discussed

b. Not try to obtain the solution to a personal issue about themselves or their family 

c. Contribute views from their own experience and that of other parents they know 
d. Allow everyone at the meeting to have a voice, even if there is disagreement

e. Understand that everyone will have their own unique set of circumstances, and that all opinions should be respected and valued

f. Comply with directions from the Chair with regard to relevance and timing of discussion

g. Contribute ideas for management of the Forum and future items for discussion

3. Between meetings:

a. Carry out any actions agreed at the meeting by any agreed deadline

b. Acknowledge receipt of all emails from the Chair in timely fashion and give a full reply as soon as possible
c. Contribute to any sub-groups or sit on other committees wherever agreed
d. Assist with any Forum events wherever possible
Marilyn Hoskins, Chair
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