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Leadership Clinic Planning Guide











Leadership Clinic Design Workshop, summer 2004
Clinic Team: 





   Date:






Coordinator (if known):


        Lead Facilitator (if known):

             


	Planning Objectives

	Steps to Complete
	Timeline

(month/s & year)
	Person Responsible 
	Resources Available

	1. Bring together a core team to lead planning

	
	
	
	

	2. Develop a vision/purpose for clinic

	
	
	
	

	3. Establish full Planning Committee

	
	
	
	

	4. Fundraise for Clinic

	
	
	
	

	5. Select dates and site (site visit)

	
	
	
	

	6. Market clinic and make application available


	
	
	
	

	7. Select participants/teams 

	
	
	
	

	8. Identify Lead Facilitator 

	
	
	
	

	9. Set Planning Committee meetings

	
	
	
	

	10. Draft a Planning/Evaluation Rubric 

	
	
	
	

	11. Send first Pre-Clinic Survey

	
	
	
	

	12. Compile, analyze and report survey results

	
	
	
	

	13. Develop first Draft Agenda from survey results

	
	
	
	

	14. Make subcommittee assignments

	
	
	
	

	15. Select Professional Development Workshops

	
	
	
	

	16. Develop Large and Small Group Processes/Tools

	
	
	
	

	17. Identify Resource People and Facilitators

	
	
	
	

	18. Complete 2nd draft of agenda

 
	
	
	
	

	19. Send second pre-clinic survey to participants.

 
	
	
	
	

	20. Finalize agenda 

	
	
	
	

	21. Finalize Evaluation Strategies and Tools 

	
	
	
	

	22. Finalize arrangements w/Facilitators and Resource People
	
	
	
	

	23. Finalize arrangements with site staff


	
	
	
	

	24. Send final Pre-clinic communication with final agenda, readings and/or logistic updates

	
	
	
	

	25. Finalize and compile all materials to be used at the Clinic

	
	
	
	

	26. HOLD and evaluate CLINIC!


	
	
	
	

	27. Conduct post-clinic follow-up with teams

	
	
	
	

	28. Complete post clinic evaluation report

	
	
	
	


For more information on how to custom plan your Leadership Clinic refer to The Leadership Clinic Manual  pp. (143-199).

