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Before the First Team Meeting

Prior to the first team meeting, the Service Coordinator should meet with the participant at a location that is most convenient and comfortable for them (e.g. their home, park, or library). The purpose of this meeting is primarily to begin building a trusting relationship with the participant.   The Service Coordinator may wish to explain his/her role, briefly review the CSOC process with them, and share the information in the CSOC Enrollment Packet (see section 4 page 12.  If there is time, some paperwork may be started, such as necessary releases of information, agency paperwork, or Medicaid Targeted Case Management initial paperwork (if applicable).   It is recommended, however, to keep the paperwork during the initial meeting to a minimum.  A second visit with the participant should be made to begin work on the initial Summary of Strengths & Needs – recording strengths and needs in each domain from the participant’s perspective. 

Once a relationship has been started and any questions the participant has regarding the process have been answered, the Service Coordinator should begin reviewing the Summary of Strengths & Needs (see Appendix) with the participant.  Simultaneously, specific pages of the Summary of Strengths & Needs may be given, with permission, to the appropriate service providers for them to complete.  This is a preliminary gathering of information.  The entire Summary of Strengths & Needs will be reviewed, in summary or in full, and updated by the participant’s team early in the team process.  Once again, it is important to note that different CSOC projects differ slightly in their processes of gathering and sharing information gathered in the Summary of Strengths & Needs.  It is very important to take into consideration the participant’s comfort level and individual needs when deciding how and when to share the information collected in the Summary of Strengths & Needs with the entire team.  

The Service Coordinator and participant should work together to determine who should make up their team.  It is important to be open to the participation of any person the participant feels are familiar with and supportive of them.  The Team Member Selection Checklist (pg 5) can be used as a tool when determining team membership. The most important members of the team will be “natural/informal supports” such as relatives, friends, neighbors, and clergy.  Other team members will be “formal supports” (service providers).  Service providers should be chosen from each primary area of service that is provided to the participant.  The key is to especially include anyone who is involved in significant decision-making regarding treatment or planning. Problems can arise when service providers who play a significant role in decision-making in the participant’s life are excluded from team membership.  The Service Coordinator should guide the participant through their decisions regarding who is on their team, acting as a liaison between the participant and service providers, but with advocacy for the participant at the forefront.  

Once the preliminary Summary of Strengths & Needs is completed and team members have been identified, the Service Coordinator can arrange the first team meeting.  The location, time and date of the meeting should be where and when it’s convenient for most team members. If there are team members who are not familiar with the CSOC process, offer to meet with them to provide an orientation – the Team Member Orientation Packet (sample table of contents, pg 5) can be used as an orientation tool.

Sample Service Coordinator Checklist 

For Getting Started

	
	Meet with the Project Coordinator to review the new enrollment information  

	
	

	
	Arrange to meet with the participant (possibly with the Project Coordinator, advocate, or another individual who’s been through the CSOC process) to begin building a relationship and to review the CSOC Enrollment Packet (see section 4 for example table of contents)

	
	

	
	Begin the Initial Summary of Strengths & Needs (see Appendix for sample forms) with the participant.  Send appropriate pages to service providers for completion and/or pull information from existing assessment and treatment documents (with proper signed Release of Information)

	
	

	
	Work with the participant to determine who will be on their team.  You can use the “Team Member Selection Checklist” (pg 6) as a tool.

	
	

	
	Contact team members to schedule a first team meeting.

	
	

	
	If needed, meet with team members who are not familiar with CSOC, the Team Member Orientation Packet (pg 7) may be used.

	
	

	
	

	
	


Team Member Selection Checklist


The CST team should include, but not be limited to:

	
	The  participant (teams don’t meet unless the participant is present)

	
	

	
	Individuals who are influential in the participant’s life and who may help develop effective services such as a neighbor, pastor, relative, friend, or another agency representative.

	
	

	
	

	
	

	
	Staff from administering agency (e.g. Department of Human Services)

	
	

	
	A mental health and/or AODA counselor if the individual is receiving such services

	
	

	
	Individuals who are monitoring other agency plans (e.g. probation & parole, Department of Human Services, DVR, W2, etc.) 

	
	

	
	A Service Coordinator

	
	

	
	An advocate of the participant if desired

	
	


Sample Team Member Orientation Packet
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· CSOC Brochure

· Pre-Referral Checklist (example in section 4 of this handbook)
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