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A g e n d a   S e l f – A s s e s s m e n t   T o o l 
Leadership Clinic Design Workshop, Summer 2004
This tool helps you assess how well an agenda addresses the characteristics and principles of participant-driven meetings, workshops and conferences.  It also helps you identify areas for improvement in subsequent agenda drafts.  To use this tool:

Step 1:  Complete the tables or questions associated with each Suggestion.

Step 2:  Use these answers to complete the Self-Assessment Summary.
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How are participants involved in the event design process?

	Type of Participant Involvement 
	Purpose
	Timing

	Ex: Participant Survey
	To solicit participant feedback to help clinic planners to shape the agenda
	Prior to completing first draft of agenda

	
	
	

	
	
	

	
	
	

	
	
	



To what extent is the event designed to serve teams? 
	
	Yes
	No

	Are participants grouped in teams?   
	
	

	If not, could they be?  
	
	

	Are there designated times and places for teams to meet?
	
	

	Do team sessions take place:
	
	

	during time blocks long enough for teams to discuss and make decisions?  
	
	

	during high-energy, productive times?
	
	

	at least once each day?  
	
	

	with enough frequency and duration that the sessions make up a large, if not the largest, percentage of time?  
	
	

	Is some type of prompt, such as team progress worksheets, provided for team sessions?  
	
	

	Is support for teams provided (such as Facilitators and Resource People)?
	
	


For more information on custom designing an agenda, refer to

The Leadership Clinic Manual, “Suggestions for Designing a Participant-Driven Clinic” pp. 25-29
	Session
	Type of Interaction
	Number & Size (large, med, small)

	Ex: Heads Together
	Cross-team (each team meets one-on-one with another team)
	6-8 (small)

	
	
	

	
	
	

	
	
	

	
	
	


What varied opportunities exist for participants to interact? 

In what ways do participants serve as experts at the event:

In what ways do participants serve as learners at the event:

How has it been communicated to participants (before, during and after the event) that they each are experts and learners?

G r o u p   P r o c e s s   o r   T o o l 
	In what way does each process or tool:
	1.

__________


	2.

__________


	3.

__________


	4.

__________



	1. Improve skills and knowledge


	
	
	
	

	2. Model a Process


	
	
	
	

	3. Supply Evaluation Data


	
	
	
	


What opportunities do participants have to celebrate through play?

How has art (music, dance, photography, drawing, graphic design, drama) been incorporated into the event?

	Self-Assessment Summary

How well does the agenda we are assessing:


	We nailed it!


	We need

minor tweaking.


	We really need

to work on this.


	1.   Involve participants in the design process early and frequently?


	
	
	

	2.   Make team planning the central activity of your clinic?


	
	
	

	3.   Provide opportunities for participants to interact in a variety of combinations and group sizes?


	
	
	

	4.   Weave the notion throughout your clinic that everyone is both an expert and a learner?


	
	
	

	5.   Design small and large group processes to serve a three-fold purpose?


	
	
	

	6.   Create opportunities in your agenda to celebrate through 

      play and art?


	
	
	


1.


Involve Participants in the Design Process Early and Frequently.





Principle:


Event design is itself a collective, community building process.








2.


Make Team Planning the Central Activity of Your Clinic.





Principle:


Self-managing teams can chart their own learning.








3.


Provide


opportunities


for participants


to interact in a variety of combinations and group sizes.





Principle:


There is enough expertise in the room to change the world.








4.


Weave the notion throughout your clinic that everyone is both an expert and a learner.





Principle:


Everyone has something to give.  Everyone has something to gain.





5.


Design small and large group processes to serve a three-fold purpose.





Principle:


Model the process in order to widen the circle.








P u r p o s e





6.


Create opportunities in your agenda to celebrate through play and art.





Principle:


Play and art promote learning and productivity











