Fulfilling Your Representational Role

Guidelines

Before the Meeting

· Go over the previous weeks minutes

· Go over agenda

· As a group member you can contact the Chairperson to ask if you can put an item on the agenda

· Read any reading material you are sent so that you will understand discussions
· Consider how any issues are of relevance to the community and voluntary sector and bring this issue to the forum meeting if appropriate

· Seek support if there if they are discussing complex issues so that you can better understand the situation

· Be familiar with the policies and procedures of the group – you may need to refer to them 

· If you have a strong view on something to be discussed, write down some points before hand to ensure that you are clear and understood

· Where large issues are being decided, speak with the Forum to help you prepare or ask for a ‘proposal’ to be submitted on behalf of the Forum

At the meeting

· Don’t be afraid to give your opinion, it is as valid as the other members

· Always consider how an action/policy will affect the community/voluntary sector

· Challenge the group to consider the needs of the community/voluntary sector in their work

· Challenge the group to consider the needs of marginalised members of the community in their work

· Where the views of the community and voluntary sector need to be brought up, you can ask to have a ‘guest speaker’ to address the committee 

· You are as much a committee member as everyone else at the table, take ownership for the effective running of the group – make suggestions on how it can be improved.

· If you don’t understand something, ask for clarification – participation of all members is the responsibility of the group

· Put yourself forward to do small tasks on behalf of the committee, then it will be easier when it is your turn to ask a favour of the other members 

· If the group has a worker – use this resource so that you can be better informed about the work and how you can contribute.  

After the meeting

· Check the minutes to see if your views and others are recorded correctly 

· Carry out any tasks that you said you would 
· Report back to the forum  

