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This booklet belongs to:

HOW DO I USE  
THESE TOOLS?
There is no right or wrong way to use these tools.

With some of them you can just tick the boxes and give it to a 
member of staff. Other tools are more for your information and to 
help you work out your rights or what you would like to happen.

Use them all to get your views across and to be your own advocate.

WHAT’S GOING ON  
- YOUR RIGHT TO KNOW
Getting your views across is much easier if you know what is going 
on. The Mental Health Act Code of Practice says that you should 
be given full information about your care and treatment. You 
should also be given this in a way that is clear and easy for you to 
understand. This could mean both having it explained to you by a 
member of staff and having it written down in a way that makes 
sense to you.

It should answer why you are in hospital and what care and 
treatment you will be given – this includes all parts of your stay at 
the unit.

You have a right to have things written down as well as explained 
to you by someone. Having things written down is useful because 
it will help you to remember what has been said.

Some questions will not be simple ones for staff to answer and 
you may have to wait a little while. Nonetheless you have a right to 
have an answer while the question is current for you.

What if your request is misunderstood or not answered? Try to be 
patient and assertive, and explain the issue again (see the section 
on assertiveness). If this doesn’t work then you could ask to talk to 
another member of staff about it or ask for someone else to follow 
it up for you (they would be advocating for you).

If you don’t feel that things are getting sorted, you may want to 
think about making a formal complaint (Power Tool 9).

POWER
TOOLS
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1
ALL 

ABOUT ME For when you have just arrived, a way for you to easily  
let staff know what is important to you.

My Name:

Name I like to be known as:

The person I trust most to talk to is:

The person on the Unit I trust and feel safe with is:

Things that I like to do:

Special food and diet needs I have (including foods I like to eat):

Things that help me when I am feeling upset or worried:

Things that help me to sleep at night:

Situations where I feel like I need help:

Things that scare me or cause me pain:

Other things that I want you to know about me:

What I want and don’t want my friends to know:

The possessions I would like to keep with me on the Unit:
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WHAT’S ON  
MY UNIT?

What’s the name of the Unit I’m on?

Is my Unit only for children and young people?	 ❏ Yes	 ❏ No

If not, why am I on this Unit?

Can I leave if I want to?

Do the Unit staff have special training to work with young people?	 ❏ Yes	 ❏ No

If not, is there someone who has specialist training 	 ❏ Yes 	 ❏ No 

who will be overseeing my care?				  

	

If there is, what is their name?

If none of the staff have special training to work with young people why don’t they?

What activities are there for me to be involved in and is there a timetable?

Can I still study or do my school work?  

What will you tell my school about what is happening to me?
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How can I contact my family and friends and how can people contact me?

Can I have my mobile/ipod/access to email and internet?

Where and when can I see my visitors?

Who can I speak to about my religious needs?

Can someone give me information about things that are happening on the unit;  

(for instance when are meal times, where is the dining room, when can I use the 

bathroom, is there private space when I want to be alone)

I would like information on;

2
WHAT’S ON  
MY UNIT?
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WHAT’S IN MY 
CARE PLAN?

Why am I in hospital and what kind of illness am I being treated for?

Why can I not have this treatment in the community?

How am I going to be treated/assessed?

How do you think I am doing?

Who is the main person in charge of my care & treatment plan?

Who are the people in the team looking after me and what do they do?

How long do you think my treatment/assessment will take?

What does my care plan include? 

What is the aim of this plan?

How can I input into my care plan? 

	

Everyone must have a care and treatment plan. If you don’t 
know what is in yours or you want to ask questions about your 

care and treatment then this tool can help you to do so.
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What other options/choices do I have?

How often is my care plan reviewed and how?

        

 What if I disagree with my parents?

Who will be involved in reviewing my care plan?

	

Can I get a second opinion on my treatment?

Who can I have there to speak up for me?

How long does a review meeting last?

	

What has to happen before I can leave the unit?

Can I have a copy of my Care & Treatment Plan?

3
WHAT’S IN MY 
CARE PLAN? Everyone must have a care and treatment plan. If you don’t 

know what is in yours or you want to ask questions about your 
care and treatment then this tool can help you to do so.
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ABOUT MY  
MEDICATION

Please can you answer these questions 

What is my medication called?

When do I have to take it?

When did my medication start?

Why does the doctor want me to have this medication?

How does it work?

How will it help me?

What will happen if I don’t take it?

When will I be able to stop taking it?

How to find out more about your medication.
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4
ABOUT MY  

MEDICATION

How might I feel now/in the future on taking it? 

Are there unpleasant effects that I should know about?

What happens if it doesn’t help?

How often will it be reviewed?

Who do I see if I have a problem with my medication?

I would like more information about my medication.

How do I get more information about my illness/condition? 

Other questions I have:

Please can you give me this information:  

	 ❏  Written	 ❏  Spoken

Date handed in to staff:	 Response by:

How to find out more about your medication.
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IT’S YOUR  
MEETING

You need to feel comfortable in order to express yourself and make the most of your meeting 
or review. Use this tool to think about what you want to be discussed at the meeting and any 
statements you may wish to make. When you have filled it in you may wish to give it to a unit 
staff member to be presented and read on your behalf or if it is a meeting you are attending 

you may wish to read it yourself.  

Day & Date of meeting: 

Type of meeting:

I would like...

to be with me at the meeting  

AND... I would like these people to be invited to my meeting:

I do not want these people invited to my meeting:

Making the most of meetings about you, 
whether you are at it or not.
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The things I would like to talk about are: 

Medication  	 Yes/No  

Other treatment   	 Yes/No  

Other parts of my Care Plan  	 Yes/No

Time off unit/at home 	 Yes/No

Review/discuss my Care Plan 

Other things I would like to discuss: 

I think that the best way forward is: 

Please can I have someone to make basic notes 	 ❏ Yes 	 ❏ No 

for me to have after the meeting. 

I would/would not like my parents to have a copy of these notes	 ❏ Yes 	 ❏ No

5
IT’S YOUR  
MEETING Making the most of meetings about you, 

whether you are at it or not.
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DISAGREEING 
WITH YOUR CARE 

& TREATMENT

This tool is to help you work out what to do if you disagree with any part of your treatment 
and care. It is also for you to explain clearly what you do agree with and what you are unhappy 
about. You will need to show it to your consultant, team and to the person who has agreed to 

you receiving treatment (usually your parent or carer).

I want to disagree with my treatment because:

I feel that this is not helping me because:

What I would like to happen is:

If that is not possible then I would be willing to agree to (if anything):

However, I do not want to agree to (if anything):

If I would like an opinion from another doctor how do I get this?
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7
LOOKING OUT 
FOR MYSELF

I feel vulnerable/unsafe when on my own in these situations:

These are the signs that I am feeling vulnerable:

I can do these things to keep myself safe:

These things are not good for me to do:

Other people can do these things to help me:

I would like a copy of this form to be placed  

on my health records and given back to me please

Whether you may be on home leave, visiting town, or be on 
a short walk, this tool is to help you to plan how to look after 

yourself during the times when you are on your own.
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PLANNING FOR 
TOUGH TIMES

Use this tool to say in advance how you want to be looked after and treated  
if you become unable  (maybe through being too angry, upset or confused)  

to communicate your views and feelings to other people.

Things that can trigger me off: 

Things that staff can do to help me in this situation: (e.g. take me to my room, not let 

me go to my room, take me outside, offer me medication, play a game…)

I prefer to have a male / female / don’t mind (please circle) member of staff when I 

feel like this. 

Treatment I would be happy to receive:

Treatment I would not be happy to receive:

Things that I want to have around me if I am feeling really unwell:

Things that I want to be kept away from if I am feeling this way

People that I want to be kept away from if I am feeling this way

I wish for this form to be placed  

on my health records and given back to me please

Help to plan if things take a downturn.
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I am not making a formal complaint, I just want to talk to someone about this please, 

preferably this person:

OR... I want this to be registered as a formal complaint please	 ❏ Yes 	 ❏ No

What I am not happy about:

When it happened:

Who else saw or heard this:

How I feel about it:

What I would like to happen:

If you feel unhappy about something that has happened & want 
to talk to someone about it, or want to make a formal complaint 

about it then this form is here to help you to get started.

9
YOUR RIGHT  
TO MAKE A 

COMPLAINT
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In taking an active part in your own recovery it can be a good idea to look back at how things 
have gone to see if there are things that you can learn from what has happened and use this 

information to set goals for the future. Use this tool to help you do this.

Things that went well last week:

Because:

Things that didn’t go so well last week:

Because:

My goals for next week are:

Things that will help me reach these goals:

10
SETTING 

GOALS When in hospital it can be helpful to take things 
 just one day or one week at a time. 
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Use this tool to help you find a way forward.  
It may be useful to ask someone to help you with making this list as  

other people can often see possibilities that we might not be aware of ourselves.

The decision or choice that I need to make is:

Do I need more information before I can work out what my options are?    Yes/No

If Yes, where can I get this information

The different choices/options I seem to have are:

1

2

3

4

Using a separate sheet of paper make 2 columns and list the  

advantages and disadvantages of each option as follows;

Option No. 	 Advantages	  Disadvantages

After listing the various advantages and disadvantages  

it may be easier to see a way forward.

The choice/decision I will make at this time is: 

11
MAKING A  

DECISION OR 
CHOICE

It can help to make a list of advantages  
and disadvantages when trying to decide  
between two or more options or choices. 
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You may also have questions to ask or want a copy of this placed in your health records.  

You will need to ask a member of staff for help with this.

What I want to achieve for myself before I leave:

What else I want to happen before I leave:

Support I will need when I have left the unit:

How I would like things to be in 6 months time:

Questions: What I need to know for my life after I leave (tick boxes)

❏  How will my treatment or medication change when I leave the unit?

❏  Will I be able to reduce my medication?

❏  Where will I get support when I go home?

What is the plan for my treatment if I need it at home?

The goals I would like to set for when I leave are: 

12
PLANNING FOR 

THE FUTURE This will help you to plan for:  
What you want to happen (or achieve) before you leave. 
AND... What you think you need for life outside the unit
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Name of member of staff going through the toolkit with you:

I’ve had my questions answered – now what?

Advocating for yourself is easier if you understand the information you have 
been given. If you are able to show other people that you know what you are 
talking about then you have a better chance of being understood by them and 
of influencing decisions made about you.

Questions you could ask yourself and your care team about the information you are given:

•	 What does this information mean to me?

•	 Do I understand this? If not, then who could explain it to me some more?

•	 What impact does it have on my care and treatment 
	 -  Now?

		  -  For my future?

•	 Does it raise new questions for me?

•	 How can I best get these new questions answered?

Your life doesn’t stop just because you are in hospital. There will be things 
outside of the unit that may be important to you. It is OK to ask about these 
things and express your views on them whatever they are. You may also be 
thinking about what will happen when you leave hospital.

My other questions…

12
PLANNING FOR 

THE FUTURE
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There is no right or wrong way to 
use these tools.

With some of them you can just 
tick the boxes and give it to a 
member of staff. Other tools are 
more for your information and to 
help you work out your rights or 
what you would like to happen.

Use them all to get your views 
across and to be your own 
advocate.

For more information and 
guidance refer to the  
Headspace Toolkit – Your Guide 
contained within the Headspace 
Toolkit Folder.

www.headspaceireland.ie
       visit our website:

to request, print and download this 
toolkit in an electronic PDF format


