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Tasks and responsibilities
As a services coordinator, you should:

· read the case presentation to the Interagency Management Group and any associated assessment information to familiarise yourself with the background information and unmet needs for the young person

· set up a case file

· meet with the lead agency manager to clarify the timeframe for application development; once the application is approved by the HCN Unit, you’ll then need to meet with the lead agency manager to clarify the plan direction and identify all relevant agencies contributing to the plan

· arrange a schedule of meetings (dates, times and venues) and ensure all team members are invited

· ensure meeting protocols are established, including:

· setting ground rules

· determining a process for resolving disputes

· deciding how and when the young person will be involved

· establishing who constitutes the decision-making team (for example, the agencies who made the application)

· determining how meetings will run – which parts of the meeting the young person should attend, which parts family or caregivers should attend, etc.

· addressing conflicts of interest.

· clarify your role to the team

· circulate meeting agendas in advance

· circulate meeting minutes that clearly identify actions following meetings

· arrange a meetings schedule with the HCN Advisor

· build in opportunities to celebrate special events or milestones

· help monitor financial activity

· attend HCN training and quarterly meetings with the HCN Advisor. 
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