
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

VOICE AT THE TABLE 
 

 
 
 
 
 

         A Consumer Participation Kit 
           A practical guide to ensuring people with cognitive   

         disabilities have a real and equal ‘Voice at the Table’. 

 

 

 

 
 
 
 
 



 

 

About the Voice at the Table Kit 
 
 

 

   

   “A root cause of social and economic inequity for people with cognitive disabilities  

     is the lack of opportunity to have real and valued input into the development of  

     policies, procedures and service design and provision within government, service  

     providers and the broader community.” ARC Self Advocacy Position Statement 
 

 

Welcome to the Voice at the Table (VATT) Kit. 
 

The aim of this kit is to provide practical consumer participation information, ideas 

and resources which can be used by service providers, governments and 

community organisations to ensure people with cognitive disabilities have a ‘voice 

at the table’ and participate equally at all organisational  levels. 
 

Traditionally, people with cognitive disabilities have not 

been provided with the opportunity to act as 

representatives, inform policy development or to have real 

input into decision making, despite the fact that in many 

instances they comprise the majority of service users.1 

 

On the rare occasion they have the opportunity to provide 

representation many express strong concerns about the 

process. They often find that meetings are not run in ways 

that support real inclusion, information is not accessible and 

their opinions, while listened to are frequently not acted on. 
 

 

We go to the meetings they ask what we think and then don’t tell us anything. 

We never know if they really listened to what we said or changed anything. 

Colin Hiscoe Reinforce Self Advocate 
 

 

A Bit of History 
 

This kit was developed by the Self Advocacy Resource Unit as part of the Voice at 

the Table Project (VATT). VATT aims to increase the number of people with 

cognitive disabilities sitting on boards, committees. Both the training and the kit are 

available online. As part of the VATT project consumer representation training was 

developed and run for people with disabilities. 
 

Finally . . . 
 

In line with the principles of consumer representation SARU welcomes any feedback 

or suggestions you may have about this kit.  

 

 
                                                           
 
1
 Over 60% of people who will receive individual plans through the NDIS will be people with cognitive disabilities. In Victoria the 

majority of government-funded disability service users are people with cognitive disabilities.                                                         
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     Consumer Participation: The Big Picture 
 

 
 

 
 

  “In Australia, the National Disability Strategy 2010-2020 (NDS) underpins the   

  principles adopted in the CRPD. The principles ensure people with disability and   

  their representatives are included in developing, designing and implementing  

  policies, programs and services.” Protocol for Engaging People with Disabilities Australian Government 

 

Nothing About Us with Out Us 
For decades self advocacy groups run by and for people 

with cognitive disabilities have championed the motto 

“Nothing About Us Without Us. The phrase reflects their 

desire to achieve full and equal participation in decision-

making processes which impact on their lives. This motto 

also underpins the concept of consumer participation. 
 

Consumer participation occurs when people with 

disabilities are actively involved in decision-making and participate in developing, 

designing, implementing and evaluating policies, programs and services which 

impact on their lives. This includes services specifically for people with disabilities and 

more broadly general community services such as public transport, health, 

education employment etc. 
 

    The reasons for pursuing consumer participation in service delivery are: 

• People have a right to participate in, and influence, services that are being 

provided for their benefit. 

• A service designed and delivered with an understanding of the views and needs 

of those who are to use it is more likely to effectively meet their needs. 

• Consumers are expert in what they need, and have a wealth of knowledge on 

how best to provide services to them and their communities of interest.                                                               

                                                               Developing Your Organisation Queensland University of Technology 2008 

    
   Consumer Representatives 

A consumer representative is a person who voices the consumer perspective and 

takes part in the decision-making process on behalf of consumers. Consumer 

representatives are usually either appointed as a representative of a consumer 

organisation or as an individual who can provide a perspective based on their 

personal experiences and knowledge. 
 

Why Consumer Participation Matters 
People with cognitive disabilities, service providers, governments and communities 

can all benefit from consumer participation. Consumer participation matters to 

services, governments and community organisations because it: 

 provides an insight into how services are perceived from the point of view of 

people with a disability; 
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   Why Consumer Participation Matters cont. 
 

 exposes services to fresh ideas and different ways of doing things; 

 leads to better quality and safer services; 

 ensures your policies are relevant and informed; 

 provides firsthand feedback about the impact and outcomes of your services 

and policies; 

 ensures accountability; 

 helps to build relationships with the people who use your services; 

 can lead to higher levels of satisfaction; 

 provides opportunities for a diversity of voices to be heard on issues that matter to 

consumers; 

 keeps you informed about emerging issues, concerns and barriers faced by 

people with a disability. 
 

Consumer participation matters to people with cognitive disabilities because it: 

 is a democratic right; 

 reinforces the right to self-determination; 

 supports active involvement and problem solving in all levels of decision making; 

 recognises and values lived experience, expertise and knowledge; 

 leads to the provision of services which are responsive to needs; 

 leads to improved services and better outcomes; 

 supports networking and relationship building with service providers and potential 

allies; 

 increases individual and group engagement with service providers, governments 

and community organisations; 

 can lead to new knowledge and skills development; 

 supports collaboration, communication and negotiation; 

 can lead to increased confidence. 
 

 
 
 
 
 

“If they don’t listen to us – then they are not 

going to learn what is important to us.” 
 

Susan Arthur 

Leader Powerful Parents 

Self Advocacy Group 
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Consumer Participation Can Be Everywhere 
 

Governments, services and community organisations 

can engage people with cognitive disabilities in a wide 

variety of organisational processes and activities 

including: 
 

 management and project committees; 
 

 planning; 
 

 policy development; 
 

 resource allocation and development; 
 

 project management; 
 

 staff recruitment and training; 
 

 quality improvement and accreditation; 
 

 research activities; 
 

 education and community awareness raising; 
 

 consultations; 
 

 surveys; 
 

 advisory groups; 
 

 co-design; 
 

 evaluation and reporting; 
 

 employment of people with disability. 
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         Which Level Are You On? 
 

 

 

 

“I would love to see a person with a disability working alongside every single  

  politician. I just think it would be a better world” Colin Hiscoe, Reinforce Self Advocacy Group 

 
Consumer participation occurs at different levels within organisations. The following 

table is a useful tool which can be used to measure and reflect on the different 

levels of participation within organisations. 
 
 

Levels of Participation 
 
 
 

Full Control Consumers handle the entire job of planning, policy 

making and managing a service, project or 
programme, e.g. Disabled Persons Organisations. 

 

 
 

Delegation Consumers hold majority of seats on committees 

with delegated powers to make decisions. 
 

 
 

Partnership  Planning and decision-making responsibilities are 

shared e.g. through joint committees. 
 
 

Advisory Organisation presents a plan and invites some 

feedback. Prepared to modify plan only if absolutely 
necessary. 

 

 
 

Consultation  Consumers are consulted through surveys and 

forums feedback is considered but they have no 
power to influence decisions. 

 
 

Information Consumers receive information about an organisation’s 

plans but have no input, e.g. consumer participation 
policies, use of volunteers, etc. 

 

 

None Consumers told nothing. 
 
 
 
 

Adapted from Sherry Arnstein’s Ladder of Citizen Participation developed in 1969 
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  Just to make things more confusing . . . yet another table! 
 

The following table was developed by the Queensland University of Technology to 

provide real life examples of how different degrees of consumer participation 

relates to the work of your organisation on all levels of work.: 
 

Degree of 
Participation 
(High to Low) 

Explanation Individual Worker Level Service or Program Level Organisation or 
Management Level 

Consumer  
Control 

Consumers 

make the 

decisions 

An older person 

directs the 

activities of their 

home care worker 

An activity program 

for older people is 

created &managed 

by the clients 

themselves 

An aged care facility 

is owned & 

operated as a 

cooperative of all 

residents Partnership Decisions are 

made jointly 

by consumers and 

workers 

A youth worker and 

client together 

identify priority 

issues and agree on 

a plan of support to 

achieve these over 

time 

A team of youth 

workers and 

homeless young 

people design 

and produce a 

resource guide 

for young 

people sleeping 
rough 

The management 

committee of 

youth support 

service must 

include two client 

representatives, 

and at least half 

the committee 

members must be 

under 25 years Consultation Consumer views 

are sought and 

incorporated into 

decision making 

A housing worker 

seeks feedback 

from tenants on 

their satisfaction 

with the support 

provided 

A meeting is 

organized for 

tenants and 

potential tenants to 

provide feedback 

on a new funding 

submission 

Management 

committee has an 

annual meeting 

with tenants of the 

service to receive 

feedback 

Information 

Seeking 

Workers seek 

information from 

consumers 

A disability support 

worker asks a 

client about the 

timing of various 

activities during 

their day 

An accommodation 

support service 

creates a 

suggestion box for 

consumer 

feedback 

A disability 

employment 

agency 

undertakes a 

satisfaction survey 

of ex-clients as 

part of org review Information  
Giving 

Information is 

provided to 

consumers 

A refuge worker 
gives 

information about 

consumer rights as 

a tenant 

A poster describing 

service standards is 

prominently 

displayed in the 

refuge 

The decision 
making 

structure of a 

crisis housing 

organisation is 

explained to 

consumers 

2
 

The table can be used as a tool to review, reflect and explore ideas to support 

consumer participation of people with cognitive disabilities within 

   your organisation.    

 

                                                           
       2 Developing Your Organisation:Queensland University of Technology, Brisbane, QLD 2006      
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                        Consumer Reps: Our Voice Our Rights 
 
 

 
   The first principle of the National Disability Strategy states: 
 

“The views of people with disability are central to the design, funding, delivery and   

  evaluation of policies, programs and services which impact on them, with  

  appropriate support and adjustment for participation.” 
National Disability Strategy 2010-2020. Council of Australian Governments 

 

 

    The Voice Least Heard 

  As identified at the start of this kit the voice of people with cognitive disabilities is 

often the least heard due to a range of societal attitudes fueled by myths and 

misconceptions. These attitudes often lead to exclusionary practices particularly 

when it comes to having an equal ‘voice at the table’. This means, more often 

than not, within government, services and community organisations decisions are 

made about people with cognitive disabilities without people with cognitive 

disabilities. 
 

Often the voice of people with a cognitive disability 

such as intellectual disability or ABI represented on 

boards and committee is that of families and carers or 

even staff. The question which has to be asked  ‘is this 

inclusion?’ Families can, and do provide needed 

information however they speak from a family 

perspective. 
 

The only person who can speak from the perspective of a 

person with a cognitive disability is a person with a 

cognitive disability. 
 

The Social Model of Disability and Consumer Representatives 
 

 

  ‘The disability field has the most well-articulated theory of consumer participation; a 

body of knowledge known as the ‘social model of disability’ which has at its heart 

an approach to participation, which assumes a high level of empowerment and 

control by people with disabilities.’ 

Achieving Good Practice in Consumer Representation Consumer Health Forum 2002 
 
 

The Social Model of disability was developed by disabled people in the 1970s and 

1980s. The model says that disability is caused by the way society is organised, 

rather than by a person’s impairment or difference. It looks at ways of removing 

barriers that disenable people with a disability from full and equal participation in 

society.3                     
                                                           

  
3
 http://www.scope.org.uk/about-us/our-brand/social-model-of-disability  
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     The Social Model of Disability and Consumer Representation cont. 

 

The social model is relevant to consumer representatives because it places the 

onus on organisations to remove the barriers which prevent people with cognitive 

disabilities from having an equal say in developing, designing, implementing and 

evaluating policies, programs and services. Barriers to people with cognitive 

disabilities having a ‘voice at the table’ include: 
 

 information not available in accessible formats; 

 organisational attitudes and perceptions;  

 inaccessible meeting practices, including inaccessible language e.g. jargon, 

acronyms etc. 

 staff attitudes and perceptions; 

 support needs not address. 
 

Practical methods for removing these barriers will be provided later in this kit. 
 

 
“They think aren’t we great, aren’t we 

fantastic, we have people with intellectual 

disabilities in our meeting that proves we are 

consulting with them but we don’t understand 

one word . . . it is like tokenistic.” 
Susan Arthur Powerful Parents Self Advocacy Group 

 

 

The Role of Consumer Representatives 
 

  It is important that both the organisation and the person with a disability have an 

understanding of the role of the consumer representative. 
 

  The Consumer Health Forum of Australia states: the role of a consumer 

representative is to provide a consumer perspective which often differs from a 

bureaucratic, service provider, industry, academic or professional perspective.4 
 

  The role of the consumer representative includes: 
 

 presenting the consumer perspective (how consumers think and feel); 

 contributing consumer experiences; 

 ensuring consumer concerns are recognised and addressed; 

 providing feedback to the committee on issues affecting consumers; 

 ensuring accountability to consumers; 

 reporting committee activities to consumers (if appropriate).5  

  
                                                           
            

4
 Adapted from Consumer Health Forum: About Consumer Representation 

           5 Adapted from Getting Involved: Information for consumers working on health services committees, 

              Health Issues Centre                                                                    
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   A Voice at the Table: The First Step  
                       
 

 

 

“To gain the most out of consumer participation it is important to cultivate an 

environment where consumers feel valued and equal members with others in the 

organisation. To achieve success, all members of the team are respected and 

engaged equally.” Consumer Involvement Tool Kit Australian Government Cancer Australia 2015 

 
 
 

First Make a Plan 
 

Getting started involves making a plan. The plan 

does not have to be complex but rather a simple 

guide which should include: 
 

 A Mission or Vision Statement – preferably one or two sentences saying what 

you want to achieve. 
 

 Where, why and how you will engage consumer representatives with cognitive 

disabilities within your organisation. This could include: 

- boards and/or committees of management; 

- policy development, planning; 

- working parties, focus groups and advisory groups; 

- consultations; 

- research, evaluation and more; 
 

 Activities and issues to be addressed, again keep it simple, use dot points. 

 Representative information; this could include how to identify and find 

consumer representatives, number of representatives, experience required, time 

requirements, their needs and expectations, etc. 

 Who consumer representatives with cognitive disabilities will represent. Examples 

of different constituencies consumers can represent include: 

- people with an intellectual disability; 

- people with an Acquired Brain Injury; 

- women, people living in rural areas; service users, etc.; 

- as an individual voicing their personal opinions; 

- as a group representative providing the opinion of the group, e.g. self 

advocacy group, support group, disabled person’s organisations, etc. 
 

Think about recruiting two consumers for a committee or working group rather than 

one. This may help prevent feelings of isolation and powerlessness and provide 

mutual support. Ensure at least one is present if the other is sick and allow for some 

succession planning.6  

 

                                                           
             

6
Adapted from Getting Started Consumer Recruitment, Health Issues Centre 2104  
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First Make a Plan cont. 
 

 Identifying processes required to remove the barriers to participation which may 

include: 

-    providing information in accessible formats; 

- identifying and meeting a range of support and access needs including paid 

support and/or mentoring etc.; 

-    adapting meeting procedures; 

-    providing inclusive practices guidelines for the chairperson; 

-    undertaking pre and post meeting support; 

-    providing resources and training for representatives; 

- ensuring people are aware of and understand relevant organisational    

policies, e.g. grievance procedures, confidentiality, etc.; 

-    reimbursing expenses and the provision of sitting fees. 

   Developing an accessible evaluation process which includes input and    

  feedback from both the consumer representatives and your organisation. 
 

Next: Embed the Culture 
 

People with cognitive disabilities have valuable and diverse abilities, life 

experience and expertise to contribute. Your organisation should work to develop 

and embed a culture which ensures: 

 Opinions are actively sought, listened to and considered. 

 They are respected and valued for their contribution. 

 Equality: they are seen as equals. 

 Consumer representatives and the organisation have the opportunity to learn 

from each other’s knowledge and experience. 

 Communication between the organisation and the representatives happens in a 

way that builds knowledge, understanding and mutual respect.7 
 

Finally: Start Your Engines 
 

Ok - you understand the benefits of providing people with cognitive 

disabilities with a ‘voice at the table’ within your organisation. You 

have developed your consumer representation plan and you have 

identified the representative constituency. You are now ready for 

the next step. The next section of the kit will provide you with 

practical suggestions, ideas and tips for making the theory a reality!! 

                                                           
7 Adapted from: National Framework for Consumer Involvement in Cancer Control Australian Government: Cancer 

Australia, Cancer Voices Australia                                          
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Getting it Right From the Start 
 

 

 
“The process of participation of people with disabilities in policy making is just as    

interesting as the outcome of their participation since such participation itself 

both democratizes the policy process and demonstrates the types of policy 

support required”    William Bryce Seat at the Table Persons with Disability 
 

 

Waiting for Your Call 
 

People with intellectual disabilities and Acquired 

Brain Injury have campaigned to have a greater 

‘voice at the table’. They are fully aware they are 

under-represented in decision making processes 

and believe that services, government policies and 

the community organisations are poorer for it. They 

are waiting for your call! 
 

 
 

Below is a list of organisations that may be able to help you contact potential 

consumer representatives: 
 

 Brain Injury Matters Self Advocacy Group (Vic) 

http://www.braininjurymatters.org/ 
 

 Reinforce Self Advocacy Group (Vic) 

http://reinforce.org.au/ 
 

 Powerful Parents Self Advocacy Group (Vic) 

susan@reinforce.org.au  
 

 Self Advocacy Sydney Self Advocacy Group Sydney (NSW) 

http://www.sasinc.com.au/ 
 

 United Brains (Vic) 

http://www.unitedbrains.org.au/ 
 

 Adelaide People First (S.A) (email contact only) 

adelaidepeoplefirst@adam.com.au 
 

 Self Advocacy Western Australia (WA) 

http://pwdwa.org/sawa/ 
 

 Independent Advocacy (ACT) 

http://www.advocacyforinclusion.org/ 
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Waiting for Your Call cont. 
 

 

 Self Advocacy Resource Unit (Vic) 

http://www.saru.net.au/ 
 

 Speak Out Tasmania (Tas) 

http://www.speakoutadvocacy.org/ 
 

 Synapse (Queensland) 

http://synapse.org.au/ 
 

 Head West (W.A.) 

http://www.headwest.asn.au/ 
 

 Brain Injury (S.A.) 

http://braininjurysa.org.au/ 
 

 Brain Injury Association of Tasmania (TAS) 

http://www.biat.org.au/ 
 

 Brain Injury NSW (NSW) 

http://synapse.org.au/about-synapse/unification/new-south-wales.aspx 
 

 VALID (Vic) 

http://www.valid.org.au/valid.htm 
 

 NCIDNSW (NSW) 

http://www.nswcid.org.au/ 
 

 Disability Advocacy Network Australia (ACT) 

http://www.dana.org.au/ 
 

 Disability Advocacy Services. To find advocacy services in your state go 

to: http://www.dana.org.au/members/our-members/ 
 

 National and State Disability Peak Bodies. Go to: 

http://www.pwd.org.au/library/australian-advocacy-directory.html 

 http://www.dana.org.au/links/national-disability-peak-bodies/ 
 

 Disability Service Providers. To find service providers in your state go to: 

http://www.nds.org.au/links 
 

 Inclusion Australia http://ncid.org.au/            
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Knowledge is Power 
 
 

Provide the proposed consumer representative with an 

orientation kit. The kit does not have to be detailed but should 

provide clear and concise information to help the person make 

an informed decision about taking on the role. The kit should 

include information about: 
 

 Your organisation. 

 How the person will be involved. For example, committee of management, 

advisory group, consultation, project steering committee. 

 Why the group, consultation or meeting was set up. For example, managing 

the organisation, providing advice on inclusion, reviewing a service, 

developing policy, etc. 

 Why you want the person involved and who they will be representing. 

 The group or committee including: 

- Other people involved including other consumer representatives. 

- How often the group/committee meets. 

- Duration e.g. ongoing, specific time-frame or one off. 

 Key areas and issues to be covered. 

 The location of activities. 

 Hands on support offered including paid support worker of choice, 

mentoring, contact person within the organisation, etc. 

 Supporting access needs including: 

- Accessible venue and facilities. 

- Provision of accessible information formats easy English (see appendix 2), 

audio-visual materials, face-to-face explanations, pictures etc. 

 Reimbursement of expenses including travel costs, accommodation etc. 

 Sitting Fees – it is good practice to pay sitting fees. Many organisations don’t 

pay sitting fees often making the representatives the only people at the 

meeting who aren’t paid to be there. 

 Key contact person in the organisation. 
 

The above information may need to be provided in a range of accessible formats 

including easy English. You may also need organise a face to face meeting to go 

through the information and answer any questions. 

 
 

“We need to learn about the organisation first then maybe go to a couple of 

meetings as an observer. We need to learn and not just be dropped in at the 

deep end.” Colin Hiscoe Reinforce Self Advocate 
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Removing Barriers 1: Accessible Information 
 
 

 
  

   “It is a democratic right . . . that all citizens have access to information about what   

   is going on in society. In order for an individual to exercise his/her democratic   

   rights and to control his/her own life, this person must be well informed and   

   capable of making make choices.”  Guidelines for easy-to-read materials IFLA/Library Services 
 

 
 

 Don’t Presume, Ask! 

 

 

  A key element in removing barriers to representation and participation is the   

  provision of information in accessible formats. Finding out each persons preferred 

way to access information should be one of the first things you do. 

It is very important to not to make presumptions, e.g. presuming 

that all people with intellectual disability require easy English. 
 

You should get in touch with the consumer representative and ask 

if they require information in accessible formats. Some people will 

not be aware of the existence of different accessible formats and 

  you will need to explain the different formats available and why people use them.   

  Below is a list of some common formats. 
 

 Easy English information - for people who have difficulty understanding 

written information. 

 Audio versions of easy English information - for people who cannot read 

and require an easy English version of the information. Use your 

smartphone recorder and burn audio to CD 

 DVD versions of easy English – a video of a person reading through the easy  

English information. Use your smart phone video and burn video to DVD 

 Plain English information – is different to Easy Read. Plain English is a way of 

writing that is simple and clear. Many people prefer plain English 

information. 

 Audio versions of the original documents – for people who have 

difficulties reading e.g. people with Aphasia. 
 

Documents you may need to provide in accessible formats include agendas, 

minutes, reports etc. See appendix 2 for an example of an easy read agenda and 

minutes. 
 

Over the page are some top tips to consider when writing easy read. For more 

detailed guidelines for producing easy read documents go to: 
 

http://www.changepeople.org/free-resources/ 
 

http://www.scopevic.org.au/wp-content/uploads/2015/02/Clear-Written- 

Communications.-The-Easy-English-Style-Guide.pdf                    
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   Top Tips: Easy English 
 

   1. Language Tips 
   

        When writing easy English documents you should: 

  Use short simple sentences e.g. instead of ‘a motion was moved and 

approved’ write ‘everyone agreed’. 

 Break up the document with clear and simple headings. 

  Use dot points and lists, e.g. in the meeting we will talk about: 

   houses for people with disabilities 

  self advocacy groups. 
 

 Focus on key facts. 

 Present information in sequenced clear steps. 

 Use bold and colours to highlight important words, headings and phrases. 

 Do not use jargon or acronyms. If you have to use jargon use a word bank to 

explain the terms. 
 Use conversational and direct language e.g. “Betty talked about the 

problems in her house.” “We will pay you to go to the meetings.” 

 Don’t use contractions e.g. use cannot instead of can’t. 
 Do not use language shortcuts e.g. We will give it to them. (not Easy English) 

We will give the report to the government. (Easy English). 

 Use numbers not words e.g. 1 not one. 
 

   2. Formatting Tips 

 Use 16 point and at least 1.5 line spacing. 
 

 Use wide margins and left justify text. 

 If you are using pictures place them to the left of the writing. 

 Number pages. 

 Use wide spaces to separate new topics or information. 

 Use a clear easy to read font such as Arial, Century Gothic or Verdana. 

 Keep punctuation to a minimum. 
 Always finish a sentence or a paragraph on the same page. 

 

“The minutes are not really that accessible to understand. No they are really 

complicated I think I have raised this once with them I think I said the minutes 

should be in Plain English and that. They said they would try. Well it would be 

better, then I can understand what I am reading.” 

Participation in Government Disability Advisory Bodies in Australia: An Intellectual Disability perspective. 

                                                                                                                                  Patsie Frawley 
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  Easy English Top Tips cont. 
 

3. Pictures 

The use of pictures to highlight concepts is an important 

component of easy English documents. Pictures make the 

content and key messages easier to understand. SARU has 

found that people prefer photos rather than drawings as 

they believe the drawings can be childish. When using 

photos, you should: 
 

  Use the photos to highlight key points and make sure you 

place the picture next to the point you are illustrating. 

 Combine photos when needed e.g. adding ticks, thumbs 

up, thumbs down, thought bubbles, etc. 

 Place the photos to the left of the text. 

 Make sure photos are simple, self-explanatory and on a 

clear background. 
 

 Use the same image for the same concept throughout 

the document, e.g. meeting. 
 

Ideas for sourcing photos include: 
 

  Subscribed to Photo Symbols Easy Read Library 

at: http://www.photosymbols.com/ 

 Get creative and take your own photos. 

 Use google images but make sure you are not breaching 

copyright. 
 

Audio Recording Top Tips 

 Record in a quiet place without background noise. 

 Speak with a slow clear voice. 

 Find out preferred format e.g. CD, audio file, digital 

recording. 

 Clearly label the recording including details of the 

recording and recording length. 
 Make sure the recorded version matches with the print so 

people can use the two together if they wish.8 

 
 

                                                           
            

8
 Easy Read Guidelines. Designed to Read. www.designtoread.com/EasyRead 
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DVD Recording Top Tips 
 

 Record the DVD against a simple non distracting 

background. 
 

 Look directly at the camera and read the text in a slow 

clear voice. 

  Find out the preferred format of video e.g. DVD, file on a 

     USB stick or posted to online on sites such as Bambuser. 
 

  Clearly label the recording including details of the 

recording and recording length. 
 
 
 
 
 
 

“Make sure everyone on the committee has information in the way they 

understand.” Amanda Millear, Reinforce self advocate 
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Removing Barriers 2: Support 
 
 
 

 
   

  “I didn’t ask for support (in the meeting) but now it turns out I would have  

  needed support – I can’t explain why I need support I just know that I do.” 
Susan Arthur, Powerful Parents Self Advocacy Group 

 

Support: It’s a Matter of Access 

People with an intellectual disability will often request access to a paid one-to-one 

support person of their choosing. The support worker is employed to work alongside 

the person. Traditionally support workers provide support before, during and after 

the meeting. Support may cover the following areas: 

 Access to information and notetaking. 

 Knowledge development. 

 Personal/emotional/moral support. 

 Strategic advice when requested. 
 

In the past, organisations have indicated they do not have the budget to pay for 

support workers even though they would never consider not paying for other 

access support such as interpreters. When this happens people with an intellectual 

disability have to resort to trying to find someone who will volunteer to take on the 

role. 
 

  The support worker’s role can be quite complex and involves providing   

  information, advice and support without unduly influencing the person. In order to  

  avoid potential conflicts of interest it is important that the support worker not be a  

  member of the organisation undertaking the meetings or consultations. 
 

 

“My support worker once 

said you don’t really need 

me at all in the meetings 

but I said just having 

someone supportive sit 

beside me gives me the 

confidence to speak up. I 

know you are there if I do 

need support.” 
 

Colin Hiscoe, 

Reinforce Self Advocacy Group 

“She writes down notes, we make a time 

later on and we go over what has been 

said. I think it [having a support worker] 

encourages you to have a say.” 
 
 
 

 

“She doesn’t put words in my mouth. It’s 

about time, commitment and putting 

things in communication I can understand” 
Above quotes from Participation in Government Disability 

Advisory Bodies in Australia: An Intellectual Disability 

Perspective, 2008, Patsie Frawley 
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Top Tips: Support Workers 

1. Before starting the job, the consumer representative should meet with the   

  person in order to: 

 Develop a mutual understanding of what is and what is not the role of 

the support worker. 

 Write a short job description. 

 Decide how often and when they meet outside of the meeting, e.g. 

before meeting, after the meeting for a debrief, etc. 

 Clarify how the person wants to be supported during the meeting, e.g. 

some people will ask for help, some people like to pass notes, others prefer 

their support person to periodically ask them if they need assistance. 9 

 Read through all relevant information supplied by the organisation. 
 

2. Before each meeting the consumer representative should meet with the   

  person to: 

 Go over the agenda and any written materials. 
 

 Talk though and write down any issues or questions the person wishes to 

raise in the meeting. 

 Discuss any concerns or answer any questions the person may have. 

 Provide advice or relevant information to help with decision-

making if requested. 
 

3. During the meeting support may include: 

 Taking notes for the person. 

 Providing advice when requested. 

 Clarifying or explaining information when requested. 

 Reminding the person of any questions or issues they wish to raise. 
 

4. After the meeting support may include:  

 Getting together to debrief and review decisions. 

 Writing up notes in easy English. 
 Encouraging feedback on the support you provided. 

 
 

“Some information I [get] and some I don’t. That is why I take Sandy with me and 

she explains. She comes and sits down with me at the meetings and she takes 

notes on what is really important, umm if there is anything really important, before 

the meetings if there is anything important I want to say she will write it down and 

remind me to bring it up when it is the right time, and that and yeah she takes 

notes and whatever I don’t understand she will explain that to me.” 10

                                                           

   9 Get On Board and Make a Difference! ARC of Vermont, Greenmont Self Advocates 2003 

  10 Participation in Government Disability Advisory Bodies in Australia: An Intellectual Disability 

             Perspective 2008 Patsie Frawley 
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The following information was adapted from: Get On Board and Make a Difference!   

  ARC of Vermont, Greenmont Self Advocates 2003. 
 

    Support workers should . . . 
 

 Accept that there are times the person will make decisions they do not 

agree with. 
 

 Use their mistakes as learning experiences. 
 

 Respect confidentiality. 
 

 Be mindful of their body language, tone of voice, and other gestures that  

may influence a person's decision. 
 

 Be aware that the person they are supporting might like to hang out with 

others during the break times. 
 

 Try and have their support of the person be “invisible” to others. 
 

 Be open and willing to learn from each other. 
 

 Let the person know in advance if they are going to be late or cannot make 

a meeting so they have time to make arrangements for another support 

person. 
 

 Arrive at the meeting early to check-in with the person they are supporting. 
 

 Outside of the meeting take time now and then to see how things are going 

in general. 

   Support Workers Should Not . . . 

 Strongly influence or convince the person to say or do something that is 

not their opinion. 
 

 Speak up and express their opinion in the meeting. Remember you are 

not an invited member of the committee or group. 

 Over support, always keep in mind what the person said they do not 

want help with. 
 

Hannah had decided to work without a support worker in her second term of 

appointment noting, “I didn’t want a support worker because I felt having a 

support worker was a put down a bit because I was growing and Ithought it 

put me down a bit”. 11 

 
                                                           
            

11
 Participation in Government Disability Advisory Bodies in Australia: An Intellectual Disability Perspective 2008                                        

                  Patsie Frawley 
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   Removing Barriers 3: Mentoring 

 
 

 
  The following information is reproduced and adapted from: GET ON BOARD AND MAKE A DIFFERENCE!    

  Effective Practices for Including People with Developmental Disabilities and New Members on Boards and  

  Committees December 2003 Produced by Green Mountain Self-Advocates and ARC of Vermont 
 

All About Mentoring 

Some boards and committees may opt to use mentors. All About Mentoring 

describes a process for establishing a mentoring program. A mentor is typically a 

veteran board member whose role is to assist a new member to understand their 

role as a board member. The mentor role is different than that of an individual 

support person. 
 

So, what is mentoring? 

A mentor is an advisor. Someone who has experience, wisdom, and a desire to 

share it with others. Mentoring involves sharing and learning from each other. It is 

not a one-way thing. 
 

The purpose of mentoring 

Becoming a board member can be a confusing process for most people. 

Mentoring helps new members of the board have access to the knowledge, skills, 

and supports they need to be effective participants in all board activities. It also 

provides the mentor with access to the skills, experience and knowledge of people 

with disabilities. 
 

How does the board benefit from a mentorship program? 

The board benefits by having well-informed members who have the skills and 

supports they need to be effective participants. The board can also learn fro new 

members. 
 

Who can be a mentor? 

Any experienced member of the board can volunteer to be a mentor. The new 

board member picks his or her own mentor whenever possible. Another board 

member may assist with this if needed. 
 

What is the role of a board mentor? 

Mentors assist new board members by listening, advising and supporting them. 

Mentors make sure that new members' issues come to the attention of the board 

chair or others as appropriate. Mentors help the member get and understand 

information that is needed so the member can make informed decisions. 

Mentors help new members learn about the board and its activities. Mentors help 

the new members develop new skills, become active and informed participants 

and have enriching experiences as board members. 
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Why would you want to be a mentor? 

Mentoring is a relationship that benefits both people through the exchange of 

information and experience. Sometimes a friendship develops. The mentor 

receives satisfaction from helping someone develop knowledge and skills and 

learning from the new member. 
 

What is the commitment of a mentor? 

Mentors support the new member through their first full year or until they are 

comfortable. Mentors and new members will share what's working and what's not 

with the board chair. 
 

Can you have a support person and a mentor? 

Some board members may have a support person employed to provide 

assistance. A support person is familiar with how to provide support specifically for 

the board member they work for. The mentor provides expertise on the role of 

being a board member to the person with a disability. 
 

How does mentorship work? 

1. The board chair or a committee recruits mentors from current board members  

    and suggests matches. 

2. When the match is made between a mentor and a new member, the mentor  

    makes the first contact to welcome the new member. 

3. The mentor sets up a meeting with the new member and together they identify  

    supports that may be needed. 

4. Mentors make sure the new members can get to their first board meeting and  

    receive orientation. 

5. Mentors regularly scheduled face-to-face meetings are recommended for the  

    first year. 
 

What should the mentor and the new member cover? 

 Introduce the new members to the inner workings of the board including: 

-  how the Board functions; 

-  who are the current members; 

-  the current priorities;  
-  role of staff; role of officers; role of members and 

-  the culture of the organisation. 
 

 Help the new member learn: 

-  how to prepare for meetings and discussions; 

-  meeting skills 

-  how to identify opportunities to express their opinions and make suggestions; 

 Discover the new member's needs and arrange supports. The needs of each 

new member are unique. It's the job of the mentor to discover those needs and 

provide or arrange for appropriate supports.         
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How do mentors support new members during meetings? 

Mentors support new members during meetings by: 

 Sitting with them during meetings and checking in occasionally to see how they 

are doing. 

 Encouraging them to participate and make suggestions. 

 Exchanging feedback after meetings. 

 Making suggestions to the chair that could help new members participate. 

 Encouraging new members to ask questions if they don't understand. 
 

How will progress be monitored and encouraged? 

The chairperson will check in occasionally with the mentor and new members to 

see how the relationship is working out. 

At the end of the first year, the new members will be asked to evaluate what went 

well, what could be improved, and what is still needed. 
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    Before the First Meeting 
 
 

 

 

   

  “I don’t really know what my role is on the [disability advisory council] all I know is   

    they put me, they say I am representing [a state] but I don’t know it myself. I  

    haven’t really got roles. That’s where I don’t know and I don’t really know who to  

    report back to. Nobody bothered to tell me what my role was.” 
Participation in Government Disability Advisory Bodies in Australia: An Intellectual Disability perspective. 

Patsie Frawley 

 

Working Towards a Level Playing Field 
 

When people with cognitive disabilities walk into a 

meeting they often find the other people in the room are 

the holders of information they do not have. It is therefore 

important, that well before the first meeting, the 

organisation takes the time to plan and prepare a level 

playing field for all members. 
 

This following information provides ideas and advice 

about preparation required before the first meeting. 
 

 
 

Contact! 
 

Well before the first meeting it is a good idea to choose a key contact person 

whose role it will be to meet with the new representative to provide information, 

answer questions, and undertake orientation activities as follows: 
 

 Get together for a coffee and get to know each other. 

 Identify support and access needs including: 

- support workers, mentors; 

- preferred method of information and meetings papers provision e.g. easy 

   English, audio, face to face support to go through information, font size, hard 

   copies, online etc.; 

- preferred meeting times e.g. some people prefer morning meetings; 

- building accessibility; 

- financial assistance e.g. reimbursement of costs, sitting fees; 

- transport to and from the venue. 

 Review the information in the orientation kit together and discuss any issues or 

concerns. 

 Provide information about other committee members. 

 Provide information about meeting procedures if needed e.g. agendas, 

minutes decision making, confidentiality etc. 
 

  Invite the new members to a couple of meetings to observe; encourage them 

to bring a friend, advocate, or support person. 
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Before the First Meeting 
 

Pre-meeting activities should be 

undertaken in advance of the first 

meeting and all subsequent meetings to 

enable consumer representatives time to 

prepare for the meeting including 

consulting with their groups. Before the 

meeting you should: 

 
 

 Provide background information about the meeting including meetings 

times, contact information, etc. 

 Send out meeting papers including the agenda, minutes, background 

papers etc. Remember to make materials available in preferred formats. 

Consider highlighting the main discussion points in colour. 

 Make contact with the person to find out if 

they: 

- have any questions about the papers or the meeting; 

- wish to add an agenda item; 

- require any information to be explained; 

- have any the issues they wish discussed. 

 Ensure all access supports are in place including transport, support 

worker, mentor etc. 
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Meetings: The Chair Matters! 
 

 
 

   

  “I don’t have much to say in meetings. I don’t think anyone does, yeah it depends    

    how it is chaired I guess. Depends on the chairperson. Sometimes the  

    chairperson can talk all day, sometimes they can be a bit quiet and let other  

    people talk …the Chair over talks . . . oh I think she should slow things down a bit” 

My Knowledge Is Not As Good As Other People’s”. People With An Intellectual Disability Having An Equal And 

Meaningful Voice In Government Advisory Forums. Patsie Frawley 

 

   Getting the Chair on Board (so to speak!) 
 

A good chairperson is critical to running accessible and 

fully inclusive meetings. It is therefore important to have 

a chair who supports the value of consumer 

participation and is committed to developing a group 

or committee where everyone is equal, has an equal 

say and whose opinions are valued. 
 

Below are some tips that chairs can use to support 

inclusive meetings. 
 
  Tip 1: The Welcome Mat 

 

To ensure new representatives feel welcomed and included from the start of the 

first meeting the chair can: 

 Introduce yourself to the new consumer representative before the meeting 

starts. 

 Explain it is your job to make sure everyone is included and let them know it is 

OK to ask questions during the meeting. 

 Start the meeting with introductions and encourage everyone to explain why 

they are involved. 
 

 Encourage the consumer representative to come and speak to you in the break 

if they have any issues or concerns they don’t want to ask in the meeting. 

 Allow time for the new representative to say a little bit about themselves 

including passions and issues, why they are there, and about who they 

represent. 
 

Tip 2: Using the Agenda to give everyone a say 
 

A tried and true method of making meetings more accessible and inclusive 

involves making good use of the agenda process. The chair can use the agenda 

to slow down the meeting to ensure everyone has their say by using the following 

steps: 

   Make sure the agenda is in easy English, is clear, concise and easy to follow. 

 At the start of each new agenda item explain the item and topics to be 

discussed.                                 
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   Tip 2: Using the Agenda to give everyone a say cont. 
 

 Once each agenda item discussion is completed the Chair should summarise  

the discussion and any decisions made. 
 

 Before the Chair moves on to a vote it is important they should ask each person 

individually if they have anything more they would like to add and if they 

agree or disagree with the decision. This enables people who may not have 

the confidence to speak up in the general discussion to have their say. 

 If there is going to be a vote make sure everyone understands what the vote is 

about. 
 Finally monitor the pace of the meeting. Consider asking the group if the pace is 

too fast or too slow prior to beginning the next agenda item.12 

 Repeat the process. 
 

  Tip 3: Equality 
 

 As a supporter of consumer participation lead by example. 

 Foster an environment which respects and supports diversity and equality. 

 Make sure everyone at the meeting is respected and engaged equally. 
 Make sure you listen to and explore all ideas equally. 

 

 
 
 

People with an intellectual disability who have not always felt respected and 

accepted. . .can recognise negative attitudes and moments of rejection. 

Hannah interpreted these experiences through people not actively engaging her 

in conversations at meetings, an incident where the Chairperson overlooked her 

for an invitation to an event, and when people spoke over her at meetings. 
People with an Intellectual Disability Having an Equal and Meaningful Voice 

In Government Advisory Forums. Patsie Frawley 
 

 
 

Tip 4: User friendly is best. 
 

To make meetings user friendly the Chair should: 

 Make eye contact with the representatives. 

 Ask one question at a time. 

 Use straightforward language, words that everyone understands and 

where possible avoid using jargon and acronyms. 

 When it is necessary to use jargon, provide definitions - think about using a word 

bank. 
 
 

 

 

                                                           
            

12
 Effective Meetings Part 1 The Fundamentals Oregon State Library 
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Tip 4: User friendly is best cont. 
 

 Encourage consumer representatives to speak up and ask for an explanation if 

they don’t understand. 

 Provide short, frequent breaks. A five-minute break each hour works better than 

   15 minutes after two hours. 
 

Tip 5: Speaking Up 
 

 Encourage discussion but be aware it may take several meetings before 

consumer representatives feel confident to speak up and have their say. 

 Let consumer representatives know it is ok for them to disagree. 

 Make sure consumer representatives have the opportunity to fully express their 

viewpoint without being interrupted. 

 Be patient. Give consumer representatives time to explain things or ask 

questions even if it takes a while. 
 

 Do not try to guess what the person is saying, or cut them off even if you think 

you know the end and can say it faster.13 

 Avoid speaking for others – encourage consumer representatives to speak on 

their own behalf.14 

 
Tip 6: At the End of the Meeting 

 

After the meeting talk to the consumer representative about how they felt the 

meeting went, including: 
 

 Positive and negative feedback. 

 Did they feel included? 

 Did they get to have their say? 

 Were they listened to and their opinions respected? 

 Problems which need addressing. 

 Anything that needs to be done to improve the experience. 

                                                           
           

13
 Get On Board and Make a Difference! ARC of Vermont Greenmont Self Advocates 2003 

           
14

 Ibid 
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  The Committee Matters: It Takes Everyone! 
 
 

 

 
“The responsibility for involving everyone in a meeting is shared by everyone at that    

  meeting. Everyone needs to make a commitment to work together to ensure  

  inclusion for all.” Pauline Williams Co-ordinator AMIDA 

 

Committing to Change 
 

Committing to consumer participation involving people with 

cognitive disabilities within an organisation requires a shift in 

attitudes and the way things are traditionally done. For 

consumer participation to work it is important organisations 

actively adopt and promote the principles of respect and 

equality. These principles should be reflected in all activities 

involving consumer participation including meetings. This 

means15: 

 All people at the meeting are considered to be equal contributors and their 

opinions are valued. 

 Consumer representative views are actively sought, listened to and considered. 

 Recognising the knowledge and experience of all members. 

 Fostering an environment of shared knowledge and experience. 

 Treating adults as adults. 
 Understanding the representative might have a distrust of professionals and be 

cynical about the consumer participation process.16 

 

Top Tips: The First Meeting 
 

First meetings can be intimidating and nerve-racking for all of us. It is important to 

provide a welcoming and supportive environment as follows: 

 Make sure there is someone to welcome the representative when they arrive. 

Their role should include: 

- Introductions, including introducing the rep to the chair. 

- Orientation – where the toilets are, where to get a coffee, etc. 

- Encouraging the rep to ask questions. 

- Finding out if the rep needs anything to be explained. 

- Letting the consumer representative know it is OK to ask questions and to ask 

for help during the meeting. 

- Checking the representative’s specific needs and accommodations have 

been addressed. For example, a quiet environment for people who 

experience noise intolerance, accessible building, accessible information and 

language, etc.  
 

                                                           
           

15
 National Framework for Consumer Control in Cancer Control. Cancer Voices Australia, Australian Government 

           
16

 Ibid 
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Top Tips: All Meetings 

Adapted from Get On Board and Make a Difference! ARC of Vermont, Greenmont Self Advocates 2003 
 

Be aware consumer representatives may find meetings intimidating and at times 

disempowering. Therefore, it is important to provide support and undertake good 

meeting practices from the beginning, as follows: 
 

 Practical steps to make meetings accessible: 

- Minimise the use of jargon and acronyms in meetings. If jargon is used, make 

sure it is explained in a way everyone can understand. 

- Make sure all information is accessible. 

- If written material is presented in the meeting that was not sent out before 

the meeting, read it aloud. 

- Follow the agenda and explain each item, summarise the discussion and any 

decisions that were made.  

-     Before you move on to the next item it is important to ask each person 

individually if they have anything more they would like to add. 

- Don’t jump from item to item or drift off the topic as it can be confusing 

for everyone. 

- Slow down, make sure the meeting is not too fast. 

- Ensure only one person speaks at a time and people don’t talk over each 

other. 

- Take regular breaks throughout the meeting. 

- Finally, for more top tips read Amanda’s Top Tips and Brain Injury Matters Top 

Tips (Pg.33 and Pg.34). 
 

 Encourage active participation: 

- Ensure everyone has an opportunity to speak and participate in discussions. 

- Allow people time to ask questions, express their view points, including the 

new members. 

- Listen and explore everyone’s ideas equally. 

- Ensure people are able to have their say without being interrupted. 

- Allow time for explanations for people to process information and think 

about their response. 

- Avoid speaking for others – encourage people to speak on their own behalf. 

- Regularly ask if people have any questions. 

- Give people permission to interrupt and ask for explanations of anything they 

don’t understand. 
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Top Tips: All Meetings 
 

 Encourage active participation cont. 

- Be aware it may take several meetings before people feel confident to 

speak up and have their say. 
 

- Don’t jump to conclusions about what a person is saying and speak before 

they finish. 

- Be mindful of your body language, tone of voice and other gestures that 

may influence a person's decision. 
 

- Use open-ended questions rather than yes/no type questions. 

- Let people know it is ok to disagree. 
 

- Speak to the consumer representative with a disability not their support 

worker or mentor. 
 

- Do not make assumptions about inability to understand or participate. If in 

doubt, ask! 
 

After the Meeting 
 

Follow up with the consumer representative to find out how they felt the meeting 

went, including: 

 Positive and negative feedback. 

 Did they feel included? 

 Did they get to have their say? 

 Were they listened to and their opinions respected? 

 Identifying problems and issues which need addressing. 

 Things that can be done to improve the experience. 

 Were access and support needs met? 
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Amanda Millear’s Top Tips 
 
 
 
 
 
 
 

“I have been to lots of meetings where I didn’t get my say and 

that stinks in my opinion” 
Amanda Millear, Reinforce Self Advocacy Group 

 

 
 
 
 
 
 

 

Amanda’s Top Tips 
 

 Hi, I am Amanda Millear here are my top tips for making sure you run good 

meetings that include people with intellectual disability. 
 

 

 Send out all the information before the meeting and have someone sit with 

us and go through the agenda and the minutes. 
 

 Easy English from the word go. 
 

 Have a Code of Conduct that tells you the do’s and don’ts. 
 

 Have a support person if you want one. 
 

 The chair must bring the meeting to order and make sure everyone is ready 

to start. 
 

 The chair has to make sure that each person at the meeting gets their say 

and that everyone is quiet and listens. 
 

 Always have an agenda – sometimes I go to meetings and I feel like I am 

flying blind that is why I always want an agenda. 
 

 Have an agenda in Big Print. 
 

 If no-one is paying attention to you put your hand up to indicate you want to 

have a bark! 
 

 If it is a long meeting there must be a break. I have been to meetings and my 

mind is splattered all over the floor, where is the break! 
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    What Brain Injury Matters Wants You to Know 
 

 
 

 

 
 

The following quotes were provided by 

Peta Ferguson President of Brain Injury 

Matters and Francesca Lee Vice President 

of Brain Injury Matters (BIM). 
 

 
 

  BIM Quotes 
 

 “Acquired Brain Injury (ABI) can be so many different things and have so  

  many effects including physical impact . . . the need for walking sticks and  

  wheel chairs to the unseen effects such as tiredness, memory, noise  

  sensitivity and light sensitivity.” 
 

 “One of the effects is tiredness . . . it is of paramount importance to some  

  people with ABI to have meetings in the morning and regular breaks.” 
 

 “Some brain injuries impact on speech it can be all areas of speech such as   

  speed and tone. I can’t emphasise anything I don’t have any modulation.  

  Because of this people make presumptions about you before getting to  

  know you” 
 

 “People can be talking at you and fast while you are still trying to think of  

  what you are going to say and then you’ve lost your train of thought.” 
 

 “They think because you sound stupid they think you are like a child. They talk  

  over you.” 
 

 “ABI is called the invisible disability because sometimes people assume if you  

  can walk and talk you are O.K.” 
 

 “It is important to make sure all participants on a committee are aware of ABI  

 and its components. Prior to the meeting have the person run a session  

  about ABI.” 
 

 “Ask the person if they need regular breaks, make sure you don’t talk over   

  people, record minutes using dot points and don’t go off topic . . .these are  

  my tips” 
 

 “A lot of information can be confusing, talking about different projects it can  

  be hard to follow and confusing.” 
 

  “Make sure the chair follows the agenda and gives everyone a chance to  

  speak and say how they feel.” 
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              Evaluation: Doing It Better 
 

 
 
 
 

“A clear, simple evaluation plan designed at the start of a project can help you to  

  assess whether you’re achieving what you want to achieve, and what you can  

  do to improve your  work.” Community Development Evaluation Manual STARTTS 2016 

 
 

Evaluation is an important part of the consumer 

participation process. From the beginning it is 

good idea to identify and adopt an evaluation 

model which best suits your organisation. There 

are numerous evaluation models available, 

many are based on the principles of action 

research and actively engage consumers in 

the process. 
 

The following evaluation model was adapted from the Australian Government Cancer Australia 
 

Types of evaluation 
 

Three basic types of evaluation can be used for consumer participation strategies 

or activities. 
 

1. Evaluation of the process: looking at all the processes involved in the activity as 

well as the immediate effects including: 
 

 How was the experience for consumers and what were the immediate 

effects for them? 

 Who were the consumers and how well did they represent the target group? 
 

 What was the consumers’ level of satisfaction with the project? 
 

 What additional activities were undertaken in response to the needs of 

consumers? 
 

2. Evaluation of the impact: focuses on the short-term impact of the activity and is 

usually related to the objectives of the activity, including: 
 

 Were the purpose, aims and objectives achieved? 
 

 Were the consumer participation strategies or activities effective to gather 

the required information? 

 Was the implementation of the activity achieved within the budget and 

timelines and were the skills sufficient to implement the project adequately? 

 Were there any unintended effects of the activity? 
 

 Were the results disseminated as planned?                                                      
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3.  Evaluation of outcomes: identifies the long-term outcomes of an activity. Thus, 

outcome evaluation would assess whether a program has achieved its main 

aim, the conditions required to implement this aim successfully in the future, 

    and whether the conditions to successfully achieve an aim can be reproduced 

in the future. 
 

 

Evaluation Tools 
 

A variety of tools can be used for evaluation. The selection of tools is 

dependent upon the aims of the evaluation, timeframe, resources and skills of 

staff. Tools that can be used for evaluation may include: 
 

 Documents – minutes, reports, newsletters 
 

 Story-telling 
 

 Focus group interviews and discussions 
 

 Informal feedback 
 

 ‘Exit’ interviews 
 

 Observation 
 

 Face-to-face or telephone interviews 
 

 Self-completed questionnaires 
 

 Photos 
 

 Statistics 
 

 Feedback 
 

 Personal narratives 
 

 
 
 

 

  Conclusion 
 

  Consumer involvement has many benefits. This kit has been created using    

  the experience and wisdom gained by those who have jumped in and   

  taught themselves to swim and we hope you do to, as the water is fine! 
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Easy English Information Sample 

Appendix 1 
 

 
 

What is the Voice at the Table Project? 
 

The Voice at the Table (VATT) project is about making 

sure people with intellectual disability or Acquired 

Brain Injury have the chance to: 
 

 Have their voice heard. 
 Sit on committees and boards. 

 Give advice to government, services, 

community groups. 

 Make real change happen. 

 Help plan services. 

 Be involved in decision making. 
 

 

How will VATT make this happen? 
 

The things VATT will do to make this happen include: 
 

1. Running training for people with an intellectual 

disability or Acquired Brain Injury. 

2. Teaching governments and service how to make 

sure people with intellectual disability or Acquired 

Brain Injury have a real say in the work they do and 

how they do it. 
 

Why is VATT important? 
 

You should have an equal say in decision making   

and planning for services because: 
 

 You are the experts! You are able to teach 

people about the issues and problems people 

with a disability face. 

 Governments and services do a better job when 

    they listen to people with a disability. 

 Nothing about us without us is a human right. 
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SARU PMG AGENDA 
 

When: Tuesday 7th April 2015 
 

Where: 4th Floor Meeting Room 2 Ross House 
 

Time: 10.30-1.30 
 

1. Welcome to Country 
 

        2. Pick A Chairperson 
 

 

3. Who is here and who is not (Apologies) 
 

 

4. Group reports 

 

 

Easy English Agenda 
 

Appendix 2 

 

 

5. Hot topics 

 Letting people know about Self Advocacy groups and the SARU 
  Talk about how SARU can do a better job 

 
 

6. Minutes of last meeting read and talk about 
 
 
 
 

7. Talk about the money and the budget (Finances) 
 

 
 
 
 

8. Workers Up date 
 

 

9. General Business – do you have anything else you want to talk 

about? 
 

  10. Meeting Feedback 
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