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Sample agenda for a service mapping meeting
A service mapping meeting brings together partners to review, confirm, and refine the service map collaboratively. These meetings aim to foster a shared understanding of the services in your area and generate actionable insights for improving service delivery.
The sample agenda and discussion guide provided here can serve as a framework for discussions and decision making.
Tips for setting a service mapping meeting:
Tailor the agenda to your specific context by adding relevant details such as service priorities and local challenges.
Be prepared to adapt the flow of the meeting based on participant engagement and emerging discussions. For instance, depending on the number of participants, decide whether to facilitate discussions in smaller breakout rooms for in-depth conversations or as a large group for collective input.
Plan the meeting with available resources in mind, including how much time and what space and technology you have.
Use discussion questions that align with your objectives, such as clarifying service overlaps, addressing identified gaps, or prioritizing improvement areas.


Agenda
Date, Time: dd/mm/yyyy 
Location (e.g. In-person location, virtual platform)
Present (Name, Organization)
Regrets (Name, Organization)
Facilitator (Name, Organization)
Note taker (Name, Affiliation)
Meeting objective: Partners get to know each other and are aware of the current state of available services. 
	Time
	Agenda item
	Notes
	Facilitator

	Add allotted time for each item here
	Approval of agenda
	· Ask if anyone has questions or additions to the agenda.
	

	
	Platform introduction
	· Provide an overview of how to use any technical features on your virtual platform (e.g. unmute, chat box). If in person, ensure everyone can access Wi-Fi or has materials to participate. 
	

	
	Introductions, welcome, and land acknowledgement
	· Set the stage for participants to interact and collaborate.
	

	
	Background
	· Provide context, like background on the Levels of care quality standard.
· Ensure participants understand why they are at the table and are prepared to contribute to the conversation. 
	

	
	Activity: Service mapping discussion
	· Lead the group through a discussion based on the drafted service map.
· Refer to the discussion guide.
	

	
	Close-out
	· Discuss next steps.
· Decide how you will follow up with the group.
· Collect feedback on the session.
	





Service mapping discussion guide
You can customize this discussion guide to match your needs and priorities.
1. Build awareness of current state: Have everyone share a description of their organization, services, and key priority areas and goals.
2. Review the draft service map: Orient partners to the map and get feedback on whether there is anything missing. Confirm that information is accurate.
3. Discuss: Identify gaps, problems, or improvement areas based on what your implementation team might want to know to inform implementation planning. Use these questions below to start your conversation and understand the current state of services.
Service population
How do you understand when a child or young person needs services? 
Who is entering your door most frequently? 
Which groups are we/you not serving well? What are the challenges? 
Referrals
What are the current referral pathways and what is needed to make a referral? 
What is working well? 
What are the challenges when making referrals, from the perspective of both provider and client? 
What are areas of opportunity to strengthen the referral process? 
Do you have agreements or partnerships like memorandums of understanding (MOUs) to facilitate a referral (from where to where)? 
Data collection
What are you using as a screening/intake tool?
What are you obligated to report on? 
How is a referral completed and communicated back to the referring agency or providers? Is there a method in place to do this? 
How and when do you collect client feedback?
Client care
What is in place to support caregivers receiving services? Do these supports differ based on level of care?  
What is in place to support caregivers who are waiting for, or do not receive, services? 
What is the process for waitlists and what happens during this period? 
Available services
Are we missing any services for a level of need (for example, live-in treatment or substance use health and addictions)? 
What are the opportunities to fill these service gaps?

4. Revisit your purpose and audience of the map: Based on your discussion, decide if any changes to your service map are required. 
5. Decide on next steps: Decide on 3 or 4 actionable next steps, including a plan to re-convene partners and review the map.
Consider if you require any further information to validate or describe gaps. 
[bookmark: _Part_C:_Sample_1]Add any other information to your drafted service map. 
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