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The Service Coordinator, or other designee such as the Early Intervention Team (EIT)
Coordinator, completes the following activities: scheduling, planning, conducting and
documenting each EIT meeting.

Prior to the EIT meeting. . .

e The Service Coordinator develops the agenda based on recommendations
from EIT members regarding families to be discussed, and adds any new
children with an initial Individualized Family Service Plan (IFSP) meeting
since the EIT met last.

e The Service Coordinator assigns time frames to each agenda item prior to
the meeting. This is to ensure adequate time for each discussion.

e The Service Coordinator distributes the agenda prior to the EIT meeting. It is
suggested the agenda be sent at least 24 hours before the meeting in order
for the EIT members to be prepared for the discussion.

During the EIT meeting. . .

e The Service Coordinator starts and ends the meeting within the time frame
that is allocated for the EIT meeting.

e The Service Coordinator ensures all items on the agenda are addressed.

e The Service Coordinator ensures full participation of all EIT members and
that each member will have ample time to present their concerns/comments.

e The Service Coordinator supports the primary provider in the receipt of
consultation, problem solving, and strategizing from the other EIT members.

e The Service Coordinator ensures EIT meetings are used only for team
discussions.

After the EIT meeting. ..

e The Service Coordinator documents the time each provider attends the EIT
meeting and records attendance in WebSPOE.

e The Service Coordinator takes notes or meeting minutes and posts them in
WebSPOE.

For more information about First Steps, visit the web at https://dese.mo.gov/special-education/first-steps. The Department of Elementary and Secondary Education does not
discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities. Inquiries related to Department programs and to the location of
services, activities, and facilities that are accessible by persons with disabilities may be directed to the Jefferson State Office Building, Civil Rights Compliance (Title VI/Title
1X/504/ADA/Age Act), 5th Floor, 205 Jefferson Street, Jefferson City, MO 65102-0480; telephone number 573-526-4757 or Relay Missouri 800-735-2966. The Office of Special
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