Phase 1 meetings and goals of the service design group
The exact agenda and number of meetings will vary, with major factors being whether a new model is being created or a manualised/existing model is being used/adapted, the previous work of the service provider and whether they are a large/established organisation or a small/voluntary/newly created organisation. If multiple meetings are required, it may be appropriate to have meetings with a few members of the service design group to complete specific elements so long as activity is shared and agreed by the full group before finalising. 
Here we provide a suggestion of what needs to have been achieved by the end of phase 1. All members of the service design group having an understanding of this full list, and the overall goals of phase 1 will help individuals be as productive as possible in each meeting as you move towards the completion of this phase.  
1. Responsibilities allocated within the group which may include:
a. Overall service management
b. Community engagement/stakeholder voices
c. Service manual development
d. Theory of change and logic model development/adaptation
e. Outcomes and evaluation
f. Monitoring, data and consent
g. Budgeting and finance
2. Findings from preliminary work shared and used to contextualise and adapt the model to your circumstances. This may include:
a. Sharing findings from any evaluations/research done previously/elsewhere on this or similar models. Early intervention framework (EIF) rating of intended model noted if applicable
b. Share findings from any needs assessment and/or community readiness work that has been completed
c. Local context – such as related services and demographics
d. Existing theory of change (ToC) or logic model
3. The service design questionnaire has been completed, shared, and understood by the full service design group
4. Service manual shared or a new one developed
5. Ensure that ToC and logic model documents specific to this service have been started, but do not necessarily need to be finalised at this stage
6. Expected outcomes and possible level of evaluation discussed 
7. Existing processes and documents of the service provider shared and if necessary updated to fit new service/evaluation and research needs. Eg., consent forms, registration forms/process, existing monitoring and data bases, assessments
8. Budgeting
