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(777 Day to day work

Making decisions is important.

How you do the day to day work is

important too.

Mirror @ Thissection helps you use MIRROR to
g"’é “rm decide how to do the day to day work.
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The day to day work of a People First

group means:

e having staff and volunteers

office work

meetings work

publicity and media work
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The MIRROR pack has ideas for policies

and handbooks.

The ideas for policies and handbooks will
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Having staff and volunteers

Most People First groups employ staff.
Staff are paid.

The MIRROR pack does not give legal

advice.

You can get legal advice from ACAS.

Section 8 Help! Tells you how to contact
ACAS
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The MIRROR pack was written in 2016.

12 3 4
5 6 7 8 9 10 1 .
21 uisise|  Please check for any changes since 2016
19 20 21 2223 24 25
26 27 28 2930 31

You can check on the Gov.uk website

By law, the Board is the employer.

There are laws about employing people.

The laws change.

Most People First groups also have

volunteers.
Volunteers are not paid.
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Staff are paid to work.

Staff often feel responsible for making sure

the organisation is running well.

This is good. It is part of their job.

But it is very easy for paid staff to take

over.
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Staff need to remember their job is to:

e do their job well

e help members have more sKkills,

confidence and power

e listen to the memlbers committee and

Board

e
~o%.~,  Whatldeas means for staff and volunteers
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You cannot treat it like working for other

sorts of organisation.

This means it needs new ideas for how to

do the work.

Members, staff and volunteers need to

come up with ideas together.

Members, staff and volunteers can learn
from ideas that other member-led

organisations have tried.
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What Rights means for staff and volunteers

All staff and volunteers need to

understand:

e human rights

e fthat self advocates need to know,

use and live their rights

e ways staff and volunteers can make
this easier or harder for self

advocates
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Do not expect new staff and volunteers to

understand this.

Expect to train new staff and volunteers.

What Reflection means for staff and

volunteers

Staff and volunteers need time to reflect.
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This means they need:

e good support

e good supervision

e good appraisal

The staff and volunteer handbooks

explain what these are, and how to do

them.
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1P Top tips for Reflection for staff and

volunteers.

This list is helpful when you are reflecting

on your work.

It is your job to help members to run the

organisation.

Here are tips from People First members

;’ about how to do a good job as staff or
3° volunteers.
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e Help us achieve things we can be

happy about

e Expect disagreements

’I‘il r~

e Always listen to us

e If you are there to support someone,
don’'t wander off and leave them
alone. Sit by someone who finds

group skills hard.

e Guide us in the job we are doing
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Do what you say you will do

Show us what we want you to

Take advice from us

Don't take over from the Chair

Don't tell us what to do
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e Don't make decisions for us

e Don't forget you are a colleague, not

a social friend

e Don’'t treat us like children

e Don'tstab usin the back

e Don't sit on your bottom and do

nothing
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e Don’tignore us

e Don't take over

e Don'tinterrupt us or finish what we

are saying

e Don't keep secrets from us
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m |' OD Z What Organisation means for staff

& oy o, and volunteers

A good organisation looks after its staff

and volunteers

A good organisation has clear policies so

staff and volunteers know what they

should do
E
¢ . .
% A good organisation always obeys the
Liywodraeth Cymru
Law law

m |' OD # The MIRROR Pack handbooks and policies
)
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g % %, WIll help you to do all this
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m rror z What Reviewing means for staff and

g%;i;ﬂ T volunteers

Reviewing is not day to day work

The Board needs to agree when to review
if the day to day work uses the MIRROR

principles
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Office work

Office work is:

paperwork

dealing with money

finding information

e Qiving information to people
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e answering the phone

e helping people who come to the

office

What Member-led means for office work
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People doing office work need to
remember they are working for the

members, not just doing office work.
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What Ideas means for office work

People First Organisations need new ideas

for how to do office work

They need to think how to:

do Easy Read Paperwork

do Easy Read Information

do Easy Read Accounts

teach members fo do office work
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What Rights means for office work

Everyone doing office work needs to

understand human rights

This will help them:

e freat everyone as humans with rights

¢ know when someone is not allowed

to use their human rights
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Office staff need time to:

e think about their work

e think if their work is helping members

to lead the organisation
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What Organisation means for office work

Good office work keeps organisations

running smoothly.

A well-run organisation can achieve

more.

What Review means for office work

Line managers need to review people’s

office work

The Board needs to review the office work

every year
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Doing meetings

Meetings are an everyday part of self-

advocacy organisations

Meetings are an important way to learn to

speak up for yourself and others.

They are a good place to practise your

social skills foo.

Committees hold meetings.

Committees are an important way to
learn to work as a team, take responsibility

and make decisions.
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m i rror z What Member-led means for doing

‘e, %, %0,

“%
Q”)é GO \94

A "“; meetings

© Copyright: All Weles Paople First 2017

Members may need to learn the skills to:

e bein a meeting

e take partin a meeting

e lead a meefing
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The old MAP pack has information to help

people learn these skills.

The MIRROR pack has a Members
Committee Handbook which will help

people learn committee skills.

Supporters and facilitators need to be

careful.

It is very easy to take over at meetings

without meaning to.

Member-lead means supporters need to

step back until a member asks for support.
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What Ideas means for doing meetings

Try asking members to make a list of the

worst things about meetings and

committees.

1 — This will give you a list of what not to do!
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e R 00, What Rights means for doing meetings
%0, Sy,

Meetings are a good place to learn to:

e know your rights

e Use your rights

e live your rights

Meetings are a good place to learn to

help other members to know, use and live

their rights too.
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Here are some common problems in

meetings.
RIS These suggestions come from Oregon
People First.

If someone interrupfts:

e the Chair politely asks the member
not to interrupt but to give the person

who is speaking a chance to finish
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If someone talks too much:

e the Chair politely reminds that person
that we need to give everyone a

chance to speak

If someone goes “off topic”:

the Chair politely reminds the member
what they are talking about. If the person

has something important to say, then it is

talked about at the end of the meeting.
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If someone votes twice:

e The Chair reminds the member how

tfo vote

Q e The chair politely reminds the paid
vy worker that the members are trying to

learn how to do things on their own
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If members always talk to the paid worker

during the breaks, not other members:

e The committee set a good example.
They remind members to talk to each

other

If members ask the paid worker if they can

speak in the meeting:

e the Chair and paid worker need to
remind members to ask the Chair if

they can speak

If a member asks a question that is “off

topic”:

e The chair needs to thank them for the
question. Say we will talk about it

later.
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MIrror z WhatOrganisation means for doing
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Here are tips on running good meetings.

Before the meeting
[
(e

e Ask people what will help them take

part in meetings

e |f people need support, be clear if

you Will provide that support or if they

need to bring a support worker
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e Checkif people need a microphone
or anything else to help them

communicate

e People can use different aids like a

tablet or a pen and paper

e Tell people about meetings in plenty

of time so they can plan to come.

e Giving people enough notice is very
important if people need to sort out

fransport

e Make sure everyone can getinto
the building
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: 8 e The toilets must be easy for anyone

to use

e cveryone should be able to get out if

there is a fire

e ftell people if you are paying their

expenses for getfting to the meeting

e choose a good time and place

e give people time to prepare for a

XX XX
K xX@b w0n
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e meeting.
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e Send out papers before the meeting

so people have time to think about

them.
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During the Meeting

e give people time to think during the

meeting

e do notlet meetings go on too long

e have plenty of breaks

e iry and get some fresh air during

breaks. This will help you stay awake
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have glasses of water. Sipping
water can help you focus better on

what is going on

tell someone before the meeting
starts, or in a break, if the room is too

hot or too cold for you

let the Chair control the meeting so
everyone gets their say, and nobody

does all the speaking

at the end of the meeting the Chair
needs fo remind people what has

been talked about and decided
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Keep a list of meetings. Write down:

e what the meeting was about

e how many people came

Ask members if meetings are working well

for them. Do this every year.
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Publicity and media work

Everyday publicity and media work is:

e Using social media

s | e faking a story to local papers or radio
| Digital
& OO

e speaking out about something

e answering questions from a journalist

The old MAP pack has helpful information

about publicity and image.
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People First Organisations belong to the

members

Staff cannot speak for members

o ﬁ Members need to speak for themselves
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What Ideas means for publicity and media

work

Many people have the wrong ideas

about people with learning disabilities

Think about how you can use publicity

and media work to change this

Chapter 21 of the old MAP pack has ideas
about changing the image of people with

learning disabilities

What Rights means for publicity and

media work

Use publicity and media work to show
people with learning disabilities as people

with human rights
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Use stories to show that people with
learning disabilities are equal members of

the community

1. — Here are some good examples of this:

e Members raised money for a

community project

e Members spoke out about hate

crime
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Here are some bad examples of this:

e Members had a day trip paid for by a
charity

e The fire service invited members to

visit the fire station
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What Reflection means for publicity and

media work

Spend some time thinking about:

e What image you want people to

have of you

e How to use publicity and media to

get that image

e The image outsiders have of your

organisation

e The image that outsiders have of

people with learning disabilities.
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What Organisation means for publicity

and media work

Write a social media policy

Plan how to use social media

Plans When you plan an event, think about
g&ﬁt publicity before and after it
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What Review means for publicity and

media work

Check your publicity and media work:

e after any big publicity

e every few months

Check if people are seeing your publicity.

Check if you are happy with what the

publicity says about you as an

organisation.
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