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Steering Group Members’ Role Description

To represent the voices of parents, carers, and families of children with disabilities in Redcar and Cleveland and communicate to partner agencies the main issues concerning parents, carers, and families in relation to the role of support services for children with disabilities.

What a Parent/Carer Steering Group member will be expected to do:

· represent other parents, carers, and families in a fair and unbiased way

· build good working relationships with other members of Small Steps = Big Changes, partner agencies, and other parents, carers, and families

· feedback to parents, carers, and families the discussions and decisions made by Small Steps = Big Changes

· organise a conference for parents and carers every 6 months

· produce a newsletter every 6 months for parents, carers, and families to keep them up-to-date on the work of Small Steps = Big Changes 
· contribute at meetings, committees and partnerships which you have agreed to go to and feedback to the Small Steps = Big Changes Steering Group

· attend, where possible, any relevant training, and to pass information and skills learnt onto other Steering Group members

· regularly check their Small Steps = Big Changes email account

· not to put their own personal issues above those of other parents, carers, and families

Each Focus Group will be led by a Parent/Carer Steering Group member. What a Focus Group Parent Lead will be expected to do:

· regularly check the Focus Group Forum on the Small Steps = Big Changes website and feedback it’s contents to the Focus Group at Focus Group meetings

· feedback to parents, carers, and families the discussions and decisions made by the Focus Group by giving updates on the Focus Group Forum

· feedback to the Small Steps = Big Changes Steering Group the discussions and decisions made by the Focus Group

· contact Focus Group members who have missed more than two consecutive Focus Group meetings to check whether they need additional support to continue their membership
Parent/Carer Steering Group members will be supported in their role by the Children with Disabilities Team Participation Officer. 

What the Participation Officer will be expected to do:

· feedback to the Steering Group the discussions and decisions made by partner agencies by ensuring an update is given at every Steering Group meeting

· feedback to partner agencies the discussions and decisions made by the Steering Group and the Focus Groups that feed into it

· maintain an up-to-date mailing list for the Steering Group and the Focus Groups and make it available to all Steering Group members

· ensure that the Steering Group and Focus Groups meet regularly at convenient times for members, with the date of each meeting decided at the meeting before it, and that the group’s mailing list is notified of this date

· draw up an agenda for each Steering Group and Focus Group meeting, and to distribute this to the relevant group’s mailing list and ensure it is published on the Small Steps = Big Changes website within 3 working days before the meeting

· distribute any relevant information to Steering Group and Focus Group members with enough time for it to be read discussed at meetings (within 3 working days)

· attend, chair and minute all Steering Group and Focus Group meetings, and distribute minutes promptly to the group’s mailing list and ensure they are published on the Small Steps = Big Changes website

· to support Parent/Carer Steering Group members in organising a conference for parents and carers of children with disabilities every 6 months

· to support Parent/Carer Steering Group members in producing an information newsletter every 6 months

· liaise with the Steering Group about the use of the Parent Participation Budget and about having a clear expenses policy for out of pocket expenses i.e childcare, transport

· provide mechanisms and support to assist Parent/Carer Steering Group members to consult and feedback to other parents
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Parent/Carer Steering Group member name:

Address:

Contact number:



Email:

Are you a Focus Group Lead (if so, which group)?

I agree to be a Parent/Carer Steering Group member. I understand that I can stop being involved at any point and that I should tell the Participation Officer if I wish to do so. 

Signed:





Date:
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