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MEETING AGENDA

Date:




Venue:  

 

Present: 


Purpose:
To come together in an atmosphere of cooperation, trust and willingness to resolve the complaint.


To listen to and gain a better understanding of each other’s views.


What has happened in the past cannot be changed but what is worked out in the present and at this meeting will affect the future.
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

(
Welcome and Introductions

(
Housekeeping eg: toilets, water, mobile phones 

(
Meeting Guidelines ~ Complete MEETING GUIDELINES sheet

Key Discussion Points: Take turns to discuss each point and write down all agreements.

(
_______________________________________________

(
_______________________________________________

(
_______________________________________________

(
_______________________________________________

(
Future Relationship & Communication ~ moving forward

(
Follow up

MEETING GUIDELINES

Before the meeting:

(
(
Check that the meeting room is private, quiet and accessible

(
Allow enough time for the meeting. Clear your diary

(
Enter the meeting in good faith and with a positive attitude

During the meeting: 
Go through each point below and tick all agreed ones.

(
(
Agree to switch off any mobile phones to avoid distractions

(
Check time constraints. How much time do all parties have for the meeting

(
Acknowledge and thank everyone for coming and being committed to resolving the complaint

Discuss and agree on the following guidelines:

(
(
Agree to listen to the other person’s point of view or side of the story without interrupting or talking over.

(
When talking about your side of the story remember to say how you felt and use ‘I’ statements

(
Agree to be respectful when others are speaking and use respectful language

(
Agree to respect each other’s privacy and confidentiality. That is, what is said in the meeting will not be talked about to others outside the meeting

(
Agree to be open and honest


(
Be objective; that is, put yourself in the other person’s shoes

(
Anyone can request a break at any time 

(
Anyone can end the meeting at any time

(
All parties to be given a copy of the agreement.

AGREEMENT

Date: ___/___/___

Parties to the Agreement:  

Complainant: __________________________________________________

Advocate: ____________________________________________________

Support Person: _______________________________________________

Service Staff: _________________________ Position: ________________

Service Staff: _________________________ Position: ________________

Agreements:

1. ___________________________________________________

_____________________________________________________

2. ___________________________________________________

3. ___________________________________________________

4. ___________________________________________________

5. ___________________________________________________

Signature: ____________________________________

Signature: ____________________________________

Signature: ____________________________________

Signature: ____________________________________

