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INTRODUCTION 

 

The Greater Manchester Autism Consortium project spent 6-8 months working with a 

group of people on the these Guidelines.   

 

The group came about because there are many strategy groups, Partnership Boards 

and other multi-agency groups across the Greater Manchester area.  Some of these 

groups already had adults with autism and family members attending but we had 

observed that, in some cases, that there were obstacles which prevented their full 

participation.   

 

The Adult Autism Strategy makes it absolutely clear that the voice of adults with autism 

and family members must be included in all work carried out by statutory services and 

as such we felt this was an essential piece of work we could undertake to support all 

our partners across the Greater Manchester region. 

 

With this in mind we asked North West Training & Development Team and Pathway 

Associates CIC to facilitate two meetings to address this important issue.  The first 

meeting was for adults with autism and family members who were already attending 

meetings.  In this meeting the attendees were invited to share what had worked well 

in terms of their inclusion and what had worked less well.  This led to a second meeting 

for the Chairs and Commissioners who invite adults with autism and family members 

to attend these meetings.   

  

The findings from both meetings resulted in the development of the Guidelines which 

we hope will enable groups to include people with autism and family members more 

effectively and as full participants at meetings.  You are able to view and download 

the Guidelines from the Greater Manchester Autism Consortium website. 

  

www.autismgm.org.uk 

  

 

  



3 
 

Before the meeting 

 

There should be mutually agreed terms of 
reference which clearly state: 

o the purpose of the group 
o who is on the group and who they 

represent 
o how often the group meets 
o who organises the administration 
o what topics or issues are covered 
o what decisions or actions can be 

taken. 

 

Always hold meetings at the same place and 
send clear directions saying: 

o How to get there 
o How to enter the building 
o Where the room is 
o What facilities are available  

There should be an opportunity for people to 
visit the room where the meeting is held in 
advance. 

 

Have a dedicated person responsible for 
making sure that reasonable adjustments are 
made and make sure everyone knows who 
they are. 

 

Offer support workers training around 
supporting people with Autism. 
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Encourage people to email the chair with their 
views on the agenda items if they are unable 
to attend a meeting 

 

Encourage people to make business cards 
with contact details which can be handed to 
potential friends 

 

Offer Autism Awareness Courses for people 
with Autism to develop a better understanding 
of Autism. 

 

Have a pre-meeting session, either face-to-
face of over the phone, for people to go 
through the agenda and affirm their 
understanding.   
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The agenda and any related documents 
should be sent to people well ahead of the 
meeting.  Each agenda item should have an 
explanation of what it is about, why it has 
been included and the length of time it will be 
discussed for.  Related agenda items should 
be grouped together. 

 

All written documentation should be clearly 
marked with the corresponding agenda item 
and title.  It should be clear what people are 
expected to do with the documentation, e.g. 
read through the minutes and write down any 
comments or suggestions. 

 

Organise opportunities for people to socialise 
as well as just attending the meetings. There 
could be a set time for people to choose to 
come and talk informally and get a drink 
before the meeting starts; or come when the 
formal meeting begins and skip the social 
aspect. 
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At the start of the meeting 

 

Start the meeting on time and stick to the 
timings on the agenda. 

 

The room should be quiet and spacious.  
Check that everyone is happy with the 
environment - is there an echo, noisy air 
conditioning, distracting lighting or background 
noises? 

 

Have a host to greet people as they arrive. 

 

Participants should be given name badges 
which are big enough to read. 
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Ask people to sit in the same seats each 
meeting and have place names on the tables. 

 

Ground rules should be agreed at the start and 
then visible throughout the meeting. 

 

Have a list of who is attending the meeting 
with their photo and role. 

 

In the introduction, the chair should explain 
what is going to happen in the meeting, when 
the breaks will be and when the meeting is 
likely to finish 
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During the meeting 

 

Have writing materials available at the 
meetings so people can write down their 
ideas if they don’t want to communicate 
verbally. 

 

It should be made clear when each agenda 
item is finished and the next item is about to 
begin. 

 

Avoid spontaneously changing the order of 
agenda items. 

 

Write up complex points on a flipchart or 
whiteboard to help people concentrate and 
focus. 

 

The chair should summarise what has been 
discussed / agreed from time to time.  
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Do not assume that people will 
understand a point because it has been 
implied; make it explicit. 

 

Have a quiet space for people to go to if 
they wish to leave the meeting for a 
time.  There is no need to be excused 
from the meeting to go to this space. 

 

Respect confidentiality - personal 
information discussed in the room 
should stay in the room. 

 

Respect and accommodate people’s 
individual communication needs 

 

Make sure people can see/read what is 
being presented. 
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Offer Facetime or Skype as an 
alternative way to attend meetings 

 

Use appropriate language to suit the 
people that are attending meeting, 
including Plain English / Easy Read with 
graphics where appropriate. 

 

Some people may find paperwork 
difficult to manage and benefit from 
having a laptop in the meeting with the 
paperwork already loaded in agenda 
order. 

 

Make sure that everybody gets the 
opportunity to speak. 

 

The chair should give people time to 
process the information given in the 
meeting and make sure everyone has 
understood it before moving on. 
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Sometimes distraction techniques are 
helpful when people get caught in the 
cycle of continually going over things in 
their head. 

 

If someone is being quiet prompt them 
by asking ‘’why?’’ and ‘’why?’’ again to 
allow them to expand on what they want 
to say 

 

Give people a set amount of time to 
speak. 

     

If both people with Autism and family 
carers are attending the same meeting, 
give the option for both groups to have 
some space to openly express their 
views without the other group being 
present. 

 

Provide clear options when asking for a 
decision. 
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It needs to be made obvious when a 
decision has been made, and what that 
decision is.  

 

At the end of the meeting 
 

 

Repeat in clear terms what has been decided 
and how it will be taken forward. 

 

It needs to be made clear when the meeting 
has finished and what will happen next. 

 

After the meeting 

 

Have a post-meeting session, either face-to-
face, via email or over the phone, for people to 
affirm their understanding of what has been 
discussed / agreed, ask questions and give 
their feedback. 
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Stick to deadlines for achieving targets / 
implementing actions. 

 


