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	Planning Your Session 

Checklist 
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	· Have you inserted your previous year’s and this year’s data into the resources provided? 

	

	Facilitators
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	· Have you asked your Partnership Board’s health, housing and employment leads to attend? They will have more in-depth knowledge on their topic and can facilitate the table discussions. 

	

	Number of meetings
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	· Are you having more than one meeting? Most of the time, it is better to have at least 2 meetings, with one for family carers and one for self advocates
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Who to invite
	· Have you made use of the groups that meet regularly, like your local self advocacy parliament / carers meeting?
· Have you got a range of people attending (for example, people who live independently, people that live in residential care, some people in paid employment etc)? 
· Have you sent personal invitations to your Partnership Board carer and self-advocacy reps, especially those who will be signing off your local return? 
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Timings
	· Have you given people at least 2 weeks notice about this session? 
· Is the meeting at a time that suits most of the people you want to attend? 
· Have you allowed enough time to cover everything listed on the session plan? We recommend that you allow 3 hours to go through the material. 
	

	Setting the scene
	· You will need to add some context to the information that you are presenting so it is meaningful to the audience. For example, if you have 65 out of 100,000 people in residential care for people with a learning disability compared to the national average of 95 people per 100,000 people does this mean you are an area that is effective at providing a range of choices and support to people? 
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We know that some of you have had many successful sessions to gather information for your Annual Report in previous years. 


For others, this may be the first time you have planned a session like this. 


Here some things to think about that can help your session be successful. 
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