Leadership Clinic Planning Guide

Leadership Clinic Design Workshop, Fall 2002
Clinic Team: 
2003 LC Planning Team


   Date:
1/27/2003



	Steps


	Timeline
	People/Teams Responsible
	Notes

	1. Fundraise for Clinic


	10/1/02
	NEEAP Co-Director

(Clinic Coordinator)
	Clinic included in the 2003 EETAP workplan

	2. Select Dates and Site (site visit)


	10/20/02
	Clinic Coordinator w/NEEAP staff
	Selection narrowed from list of six sites to 2 finalists to Lied Ctr.

	3. Establish Planning Committee


	11/15/02
	Clinic Coordinator
	EETAP partners, EETAP state and Demo Community invited

	4. Hold first Planning Team meeting
	12/3/02
	Clinic Coordinator w/PT
	Discuss parameters, principles and questions-"lay of the land"

	5. Draft Measurable Objectives and

Evaluation Strategies


	12/16/02
	Task force

(Ruskey and Osorio)
	Get input from ESP&DCP Councils for first draft 

	6. Develop timeline and structure 
	12/16/02
	NEEAP staff
	Timeline should be streamlined given experience of planners and tools in place

	7. Hold second Planning Team meeting
	12/18/02
	
	Discuss measurable objectives, timeline, participants, survey

	8. Develop registration site and memo
	1/8/03
	NEEAP Staff
	Describe clinic, indicate dates, ask for contact information

	9. Registration due from state, community and EETAP participants 
	1/27/02
	State and community participants

EETAP partners
	Some states and partners have requested an extension

	10. Identify Lead Facilitator
	1/20/03
	Clinic Coordinator
	Person w/clinic experience and facilitation skills for training

	11. Develop intranet site
	1/20/03
	Logistics committee
	Site will be available to planners and participants

	12. Revise measurable objectives
	1/20/03
	Task Force +
	Include input of team.  Run by Joe Heimlich and LC trainees.

	13. Develop draft of 1st survey to participants
	1/23/03
	Program Committee
	Survey to request teams and individuals to identify capacity building needs, respond to measurable objectives, comment on agenda sessions, virtual clinic, and need for facilitator, team/individual bios, etc.

	14. Hold third Planning Team Meeting
	1/27/03 
	Clinic Coordinator w/PT
	Team provide input on survey-survey revised in week following

	15. Finalize 1st survey
	1/31/03
	Program Committee
	Add input from PT

	16. Create survey in html for web
	2/3/03
	Logistics Committee
	Make it as easy as possible for participants to submit input

	17. Begin coordination of Entertainment, tour(s), & silent auction
	2/3/03
	Logistics Committee
	Secure entertainment first.

	18. Send survey to participants (electronic)
	2/5/03

2/11/03
	NEEAP staff
	Survey should have cover letter from Planning Team

	19. Reminder sent to participants regarding survey
	2/21/03
	NEEAP staff
	

	20. Survey of participant input due
	2/19/03

2/25/03
	Participants
	

	21. Survey data compiled and sent to Planning Team
	2/21/03

2/27/03
	NEEAP staff
	Develop a report of all responses

	22. Hold Planning Team Meeting
	2/25/03

Week of March 3-7
	Clinic Coordinator w/PT
	Discuss participant input and what this means for the agenda and PD sessions.  Establish Committee work as needed (in addition to those listed in timeline).

	23. Begin development of custom-designed small and large group processes

Can some of the agenda design (placement of team planning time, PD workshops, orientation and closing) take place prior to this date?
	2/25/03
	Sessions Committee
	Kim Wade to consult as agenda booster?   Assessment/evaluation session/approach(s) will be new.

	24. Begin coordination of facilitation services
	2/25/03
	Lead Facilitator
	Identify and contact potential small group facilitators.  Begin developing facilitation training.

	25. Develop RFP for PD sessions

Only if we decide this is needed after the results of survey #1
	3/4/03
	Program Committee
	Target resource people w/expertise needed as identified by 1st survey to participants.

	26. Send Pre-clinic logistics mailing


	3/7/03
	Logistics Committee
	Site, registration, silent auction, other special request, etc.  Electronic

	27. Hold Planning Team Meeting
	3/7/03
	Clinic Coordinator w/PT
	Provide feedback regarding RFP, update on custom designed sessions, etc.

	28. Finalize RFP for PD sessions

Only if necessary
	3/11/03
	Program Committee
	Incorporate PT feedback

	29. Send RFP for PD sessions (electronic)

Only if necessary
	3/12/03
	NEEAP staff
	RFP asks for session description as geared to LC principles.

	30. RFP's due

Only if necessary
	3/24/03
	Potential resource people
	

	31. RFP information compiled and sent to participants in 2nd survey

Only if necessary
	3/28/03
	NEEAP staff
	Participants are asked to vote on sessions and to provide comment

	If we do not choose to do the RFP, a second survey could serve the purpose of getting input on the agenda – (see date changes)

	
	
	This could be an opportunity to gather information like personal and team bios, individual skills to give/gain, team successes & conundrums

	32. 2nd survey due from participants
	4/11/03

4/29/03
	Participants
	

	33. Concurrent session resource people identified and notified
	4/15/03
	NEEAP staff
	Planning Team cc'd on all related communications.  By now all resource people are identified

	34. First completed narrative agenda (custom-designed small and large group sessions due)
	4/15/03
	Planning team…compiled by Clinic Coordinator
	All session leaders identified and custom designed sessions developed

	35. EETAP States and Demo Communities reports due
	4/15/03
	Participants
	Each will be asked to provide updates on their evaluation strategies.  Notify teams that an update will be needed by June 13, 2003.

	36. Hold Planning Team meeting
	4/18/03
	Clinic Coordinator w/PT
	Update on all activities underway

	37. Interpret evaluation information from states and communities
	4/29/03
	Evaluation subcommittee
	

	38. Begin development of all clinic signage and graphic layouts
	4/15/03

4/28/03
	Logistics committee
	Utilize designs from Leadership Clinic Design Workshop in Sept 2002

	39. Hold coordination calls w/Resource People
	5/9/03
	Program Committee
	Discussion of workshops and how they fit into overall agenda…feedback.

	40. Create a short form tied into an evaluation session. Follow-up on evaluation strategies listed from quarterly reports

Evaluation Form (due 6/13)
	5/16/03
	Evaluation subcommittee
	Notify teams that an update will be needed by June 13, 2003.

	41. Request to all presenters regarding needed equipment, supplies and room set-up
	5/19/03
	Logistics Committee in coordination with Lead Facilitator and Clinic Coordinator
	

	42. Follow-up email reminder that reservations must be made by June 2nd (this date is also a deadline for all info. to be included in clinic documents)
	5/19/03
	Logistics Committee
	Also follow-up with individual participants regarding any specific needs previously noted AND bios, successes/conundrums, skills, etc.

	43. Finalize Agenda
	5/21/03
	Planning Team
	

	44. Hold Planning Team meeting
	5/21/03
	Clinic Coordinator w/PT
	Update on all activities underway

	45. Reminder email to all participants for info. 
	
	
	

	46. All participant travel arranged
	5/30/03
	Logistics committee

Participants
	Plane, lodging, ground transportation

Make sure facilitators, resource people and planning team come in one day early (July 8 instead of July 9)

	47. Finalize and Send Agenda and last requests to participants


	6/2/03
	NEEAP staff on behalf of PT
	Finalized agenda, requests for information or props, etc.

	48. Clinic rehearsal designed
	6/2/03
	Clinic Coordinator and Lead Facilitator
	Agenda completed and shared w/planning team, resource people and facilitators.

	49. Finalize Arrangements w/Facilitators and Resource People
	6/13/03
	Lead Facilitator and Clinic Coordinator
	Make sure all are on the same page and understand their roles

	50. Evaluation report due from teams

If this is something to be included as a document in the clinic folder/binder, the date will have to be moved back.
	6/13/03
	Participants
	The idea is to have a short form that teams complete in common that is tied into the session(s) on evaluation….to be considered by committee.

	51. Finalize arrangements with site staff


	6/18/03
	Logistics committee
	Meeting, sleeping rooms, meals, equipment, entertainment, etc.

	52. Hold Planning Team meeting
	6/20/03
	Clinic Coordinator w/PT
	Update on all activities underway

	53. Finalize Evaluation Strategies and Tools 


	6/25/03
	Program Committee
	Complete evaluation form(s) and tweak measurable objectives as needed.  Fine tune formative approaches.

	54. Create agenda for Facilitator Training
	6/30/03
	Lead Facilitator and Clinic Coordinator
	

	55. Create agenda for Clinic Rehearsal
	7/7/03
	Lead Facilitator and Clinic Coordinator
	

	56. Clinic Rehearsal
	7/8-7/9
	PT, RP and Facilitators
	Evening of 8th = Facilitation training

Morning of 9th = Clinic Rehearsal

Afternoon of 9th = final set-up

	57. HOLD CLINIC!


	7/9-7/13


	All of us!
	Fun, progress, inspiration, new friends, alliances, advance the field

	58. Hold Planning Team call
	7/23/03
	Clinic Coordinator and PT
	Debrief the clinic

	59. Conduct post-clinic follow-up


	7/31/03
	NEEAP Staff
	Send results to participants.  Disseminate information as determined at clinic.

Feature article in The EE Advocate

Update LC2003 Intranet site

	60. Complete post clinic evaluation report with recommendations
	9/31/03
	NEEAP Staff
	


for information on how to custom plan your own Leadership Clinic

refer to The Leadership Clinic Manual, “Chapter 3: Leadership Clinic Planning” pp. 143-199
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