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Support from the lead agency manager
The lead agency manager should:

· welcome services coordinators to the office and introduce them to key people

· work through the details of the services coordinator’s contract and ensure they are clear about the process for payment

· show services coordinators how/where to access resources

· show services coordinators how to book meeting rooms

· introduce services coordinators to the finance contact 

· explain to services coordinators how they should best liaise with you.

The lead agency manager should:

· meet with services coordinators at regular intervals and provide support and guidance as necessary

· provide guidance and oversight for plan development

· contract with providers to support plan implementation
· sign-off all funding requests, ensuring they are reasonable

· ensure that staff are available to support the plan implementation and to contribute to quarterly reviews 

· participate when difficulties arise and helping to find solutions.
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