
This form uses the acronym CARE as the outline for ongoing Service Coordination meetings.  Ongoing 
meetings should be efficient and tailored to the family and their unique situation.  Ongoing meetings in 
Service Coordination typically last no more than an hour.  Use this form to identify what you hope to 
accomplish and how long you’ve allocated to facilitate an ongoing meeting.   

Service Coordination Meeting Agenda 
Ongoing Meetings 

Topic Description Maximum 
Minutes 

Convene Use this time to welcome all members who are attending.  Recognize each 
person by name and clarify the purpose of the meeting including reviewing 
updates, identifying where the group is at in terms of progress and 
aligning future directions.  This activity should include acknowledging 
progress that’s been made since Service Coordination has started.   

Assess Ask team members to assess what’s been tried so far by looking at three 
areas: 

• Follow-Through:  Has everyone been able to actually do what was
planned the first time you got together?

• Fact:  Is the situation better than when you started by reviewing
measurable and objective indicators?

• Feeling:  Does the parent and youth/child have a sense that things
are actually better?

During these updates it is important to avoid making any one team 
member be the center of discussion in terms of follow-through.  If follow-
through hasn’t occurred the role of the Service Coordinator is to lead the 
team in building an understanding of why follow through hasn’t happened 
rather than judging anyone for not following through.  

Revise In this section of the ongoing meeting, the Service Coordinator leads the 
team in identifying changes in direction, detail or design of activities.  The 
Service Coordinator should use brainstorming techniques to bring out 
new ideas and imaginative responses.  Once the group has brainstormed 
multiple options, the Service Coordinator should lead the group in sharing 
responsibilities for specific activities.   The Service Coordinator should 
make sure the family isn’t the only party that leaves with responsibilities 
but that all team members are assigned tasks.  Additionally, team member 
strengths should be reflected in making adjustments to the plan.   

Expectations The Service Coordinator should set expectations that include whether and 
when future meetings will be held, identify the communication pattern to 
call a meeting including in what order team members should be contacted 
and when various meeting members will begin their tasks.  It is often 
helpful to complete a telephone tree all team members can follow.   

` 

Total MinutesMeetings typically last for no more than an hour.  If your time totals 
more than that, review your agenda and be prepared to make 
changes.  



Service Coordination Meeting Agenda 
Location:  Address or Room Number 
Date:  Date 
Attendees:  Name(s) 
Time:  Time 

I. Convene

a) Welcomes

b) Summarize the purpose of getting together

i) Review Progress

ii) Make adjustments

iii) Check-ins

II. Assess our previous plans

a) Follow-Through:  Have we done what we said we would?

b) Fact:  Is the situation behaviorally better?

c) Feeling:  Does the family feel that things are better?

III. Review

a) What has worked and we should keep it?

b) What hasn’t worked and we should stop it?

c) What has sort of worked and we should change it?  How

IV. Expectations

a) When/if we should meet again?

b) When will we all at least start our commitments from today?

c) When do we expect things to show improvement?
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