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	Process Recording Form

MEETINGS
	Department of Social Work

901 East Alosta Blvd./

P.O. Box 7000

Azusa, CA 91702-7000

(626) 857-2401




PROCESS RECORDING FORM: MEETING BRIEF
Instructions: This form is appropriate for Clinical and Community students, and should be utilized for non-direct practice meetings, i.e. agency meetings, community stakeholder meetings, task force meetings.  Direct practice groups with clients should utilize the GROUP process recording format. Please provide narrative, reflective responses.

	Student Name:      

	Name of Meeting:      

	Date of Meeting:      

	Purpose/goal of Meeting:      
(Please attach a meeting agenda)


A.  MEETING PREPARATION
In a concise paragraph or with bullets, describe how you prepared for the meeting and the role you expected to play (participant, chair, facilitator, etc.).      
B.  SUMMARY OF MEETING

In a concise paragraph or with bullets, describe 1) the role of the leader/chairperson(s), 2) main topics discussed, and 3) actions taken/decisions made.      
C. ANALYSIS OF MEETING

In a concise paragraph or with bullets, describe 1) the decision making process, 2) who were the influencers (formal and informal) and group dynamics, and 3) if the group achieved its goal.      
D. STUDENT’S USE OF SELF:

In a concise paragraph or with bullets, describe 1) the macro or clinical social work skills you utilized in the meeting, 2) how your role fit into the group and meeting goal, and 3) how your meeting interactions influenced the outcomes of the meeting.      
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