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This is a reflective account of my preparation for and participation in our 
whole organisation annual review meeting.  I used some of the knowl-
edge and skills that I had previously gained leading a team meeting when 
I was standing in for the unit manager when she was on holiday.  Last 
year I didn’t have the confidence to play much of a role in the review 
meeting, but this year I played a much more active role.  

Standing in for the team leader had demonstrated to me the value of 
preparation for meetings: checking out relevant policies, requesting 
agenda items; contributing agenda items myself based on reflections of 
what was happening and important within the team.  On the strength of 
this I took the annual review meeting very seriously this year.  When we 
were asked if we had agenda items we would like to contribute I 
suggested two items that had been areas of concern to me during the 
year.  These were a suggestion for reviewing how we involve people who 
use our services in decisions about the running of the organisation (for 
example, they are not currently represented at the annual review 
meeting); the second was about our shift patterns which are sometimes 
quite limiting for service users.  I thought we needed to discuss this.  I 
worded the agenda items as follows: reviewing involvement of service 
users; shift patterns – are they a limitation for service users?  These 
items were included on the agenda and I was asked to introduce the 
items and facilitate a small group discussion in relation to them, with 
feedback to the whole meeting at the end of the day.  Although this was 
quite a daunting task, I had learned the value of preparation in advance 
and also that many of the skills of communication and supervising 
members of staff can be transferred to presenting an issue and facilitating 
a discussion.

In preparation for the meeting I checked our organisational policy in 
relation to service user participation in decision-making and found that 
although the policy supported it there was very little that was specific.   I 
discussed with the service users for whom I am key worker areas where 
they might like to participate more in decisions and talked to care 
workers whom I supervise about their views on shift patterns.  I also 
discussed my thinking in my own supervision session.  The service users 
were generally of the opinion that it would be good if representatives 
were included at the annual review, though they, though they would need 
some support to participate.  Communication is quite difficult with one of 
the service users I work with because she has no speech and only limited 
signs, so I use colourful magazine pictures to facilitate communication.  It 
also helps that we have known one another for a long time and I have 
observed how she makes her wishes known.  

At the meeting I presented the agenda items clearly and said what others 
had communicated to me about them.   I also, as gently as possible, 
drew attention to the relevant organisation policies and how vague they 
were in relation to service user participation.   At the group discussion 
which I facilitated I was careful not to dominate the discussion since I’m 
aware from leading a meeting how annoying and unproductive this can 
be.  The advance preparation was really useful and other group members 
participated fully.  I was also able to make an optimum contribution to 
other parts of the meeting because I had thought in advance about what 
had happened during the year. 
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On reflection I probably still talked too much in the group discussion.  
There’s still a lot of scope for me to improve how I facilitate the contribu-
tions of others.  Being aware of the issue is one step but the steps I need 
to take may include: 

 •  Being a better listener
 •  Doing some group facilitation training
 •  Using supervision to identify how to improve and practise   
     what I can do to change

I will discuss these further in supervision and include agreed areas for 
development in my personal and professional development plan

I think I possibly appear more confident that I actually am.  My 
self-confidence is improving though and this is based on recognising that 
the steps I have taken to improve my performance in relation to leading 
a team meeting and transferring some of this learning to contributing to 
the annual review have actually worked.
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In professional discussion with my SVQ assessor I was able to reflect on 
the use of my prior experience standing in for the team manager, 
especially organising and leading the team meeting, and how this had 
helped with my contribution to the organisation’s annual review.  We 
had some discussion about how communication in our organisation 
could be improved and I made suggestions that the organisation could 
be more pro-active in encouraging teams to contribute to the 
programme and agenda for the review by encouraging team meetings 
to summarise their issues and decide what their priorities might be for 
the coming year.  At the moment it is up to individuals to suggest 
agenda items.  I was able to record that one of the outcomes of the 
annual review is a full review of how service users are and could further 
be involved in organisational decision-making.   
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Comments/Feedback to the Candidate

Your reflective account indicates a competent level of analysis of practice.  You demonstrate the ability to 
transfer prior learning to current experience and to look at your strengths and areas for development 
constructively.  You have provided relevant evidence for a wide range of performance criteria.  

I do feel that even more could be drawn from your current practice experience by greater use of your prior 
experience of team leadership and hope that further accounts will illustrate other dimensions of this learning.   
Some additional reading in relation to your account would enhance your knowledge base.  

Well done though.  Good work demonstrated here.
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