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T e a m   P r o g r e s s   W o r k s h e e t s 

&   T e a m   P o r t f o l i o

Leadership Clinic Design Workshop, Summer 2004
Team Progress Worksheets are a “self-guided tour” of Team Planning Sessions to help your team use these work times effectively.  Each worksheet prompts your team to: 

Reflect on prior workshop activities; 

Progress on action items; 

Prepare for subsequent workshop activities;

Record and Post each session on the Team Progress Mural
Following each Team Planning Session, it is very important that you post copies of your team’s worksheets on the Team Progress Mural to share the results of your work with other teams and clinic planners.  This formative evaluation method helps clinic planners make mid-stream adjustments in our agenda and improve the Leadership Clinic Design Workshop overall.
Using Team Progress Worksheets & Compiling Your Portfolio:

· Step 1:  During Each Team Planning Session

Use the appropriate Team Progress Worksheet to guide your session.

· Step 2:  Following each Team Planning Session

Photocopy and post worksheets on the Team Progress Mural. (Keep the original for your files.)
· Step 3:  Prior to Closing

Photocopy any other deliverables (Master Dance Card, products from Skill Building and Whole Group Sessions, and any other items) to add to your Portfolio before the Closing.

· Step 4:  During Closing

After the group meets, remove worksheets from the Team Progress Mural and place them in your Portfolio.  Complete the Portfolio Checklist below to make sure your Portfolio is complete.  Turn in your Portfolio to the designated drop box at the end of the Closing.
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For information on creating Team Progress Worksheets, a Team Progress Mural and Team Portfolios, refer to 

The Leadership Clinic Manual, “Team Progress Mural”, pp. 87-88; “Team Progress Worksheets”, pp. 107-108, 263-268; “Team Portfolios”, pp. 135-136.
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 Preparing to Make the Most of the LCDW
Sunday, August 22 1:00-2:15 pm

SESSION OBJECTIVES

By the end of this session, you and your team members are invited to:

· Understand the Workshop Agenda, Tools Pack and other resources available to your team.

· Discuss the Share Fair whole group session.

· Learn about the cultural heritage/family of origin background of one or more team members.

· Review Dance Card appointments with resource people and other teams.

· Complete the “Our Clinic” Fact Sheet to share with other teams.

· Decide who will attend Daily Check-In on Monday and Tuesday.

· Determine who on your team will attend which Skill Building Sessions following this session.
TEAM WORK CHECKLIST

· Reflect:  Reflect on what you learned and can apply from the Orientation session.  
· Reflect:  Identify and discuss information and ideas your team gained at the Share Fair.  
· Progress:  Have a team member share their “cultural heritage/family of origin” item.
· Progress:  Fill out the “Our Clinic” Fact Sheet.
· Prepare:  A different team member will attend each Daily Check-In to experience this clinic process first-hand.  Decide who will attend which Check-In.
Monday (8:00-8:20 am)  ______________________________      

Tuesday (8:00-8:20 am)  ______________________________      

· Prepare:  Develop a “game plan” for who will attend the Skill Building Sessions.

A. Facilitation _____________________________________ Team Member __________

B. Leadership _____________________________________  Team Member __________

C. Evaluation _____________________________________  Team Member __________

D. Fundraising _____________________________________Team Member __________

· Other:  Complete other work deemed necessary by your team including discussions/appointments with other team members/resource people at the workshop.
· Record:  Make a copy of the “Our Clinic” Fact Sheet and post it on the Team Progress Mural before Sunday’s Daily Check-in.  Keep the original for your files.
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“O u r   C l i n i c” Fact S h e e t




______________________________________ T e a m 

1. Clinic Title:

2.  Dates:

3.  Location:

4.  Purpose:

(Example: “To build the understanding and skills needed to create comprehensive and sustainable EE programs at the state and local level”-from 2003 EETAP Leadership Clinic) 

5.  Participants:

· Individuals (please describe the professional/geographic background/s of those who are invited or likely to attend):

· Teams (if known or, if not known, are projected to attend):



Number of Teams:


Number of Participants per Team:


Description of Teams:

6.  Budget projection-rough (provide detail if you have it…otherwise provide total)
· Personnel:



 


$
· Travel:






$
· Supplies/materials:





$

· Contract:






$


· Other (e.g. publications, seed funds to teams, etc.):
$


TOTAL:
Post on Team Progress Mural.
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Gaining new Skills and Perspectives
Sunday, August 22 4:00-5:30 pm

SESSION OBJECTIVES

By the end of this session, you and your team members are invited to:

· Debrief what each team member learned and took away from the Skill Building sessions.
· Review any new Dance Card appointments with resource people and other teams.

· Learn about the cultural heritage/family of origin background of one or more team members.

· Review the Leadership Clinic Planning Guide and Action Plan Worksheets.

· Begin completion of the Leadership Clinic Planning Guide and Action Plan Worksheets (or their equivalent if you prefer another planning format). 
· Prepare for the “What do Clinics Look Like?” whole group session.
· ____________________________________ (other team-identified objective)
· ____________________________________ (other team-identified objective)
TEAM WORK CHECKLIST

· Reflect:  What did each team member learn from the Skill Building Session s/he attended?  What new ideas do you want to incorporate into clinic planning?  How do these new insights influence how you design your agenda? 
· Progress:  Have a team member share their “cultural heritage/family of origin” item.
· Progress:  Begin completion of your Leadership Clinic Planning Guide and/or Action Plan Worksheets.
· Prepare:  On team members’ own time (or during this Team Planning Session if time allows), review past clinic agendas in The Leadership Clinic Manual, Adapting the Model, pp. 203-224 to prepare for the “What Do Clinics Look Like?” whole group session Monday.

· Record:  Complete and make a copy of the “Session 2 Results” form and post it on the Team Progress Mural.  Keep the originals for your file.
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______________________________________ T e a m

Report on Discussions/Progress made:

Questions/Suggestions for Other Participants and/or LCDW Planners?

Post on Team Progress Mural.
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Adapting the LC Model
Monday, August 23 10:30 am-Noon

SESSION OBJECTIVES

By the end of this session, you and your team members are invited to:

· Complete your Leadership Clinic Planning Guide. 
· Discuss the “What Do Clinics Look Like?” whole group session and what you gained that you can apply to your clinic.
· Learn about the cultural/family of origin background of one or more team members.

· Continue making progress on your Leadership Clinic Planning Guide and/or Action Plan worksheets.
· Prepare for the “How do We Plan our Clinic with Care and Flair” session.

· ____________________________________ (other team-identified objective)
· ____________________________________ (other team-identified objective)
TEAM WORK CHECKLIST

· Reflect:  What did your team learn about Leadership Clinic characteristics the “What Do Clinics Look Like?” whole group session?
· Progress:  Have a team member share their “cultural heritage/family of origin” item.
· Progress:  Continue completion of your Leadership Clinic Planning Guide and/or Action Plan Worksheets.
· Prepare:  On team members’ own time (or during this Team Planning Session if time allows), review past clinic agendas in The Leadership Clinic Manual, Planning Your Clinic with Care and Flair, pp. 143-168 to prepare for the whole group session of the same name  Monday afternoon.
· Record:  Complete and make a copy of the “Session 3 Results” form and post it on the Team Progress Mural.  Keep the originals for your file.
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Team Planning Session 3 Results



______________________________________ T e a m

Report on Discussions/Progress made:

Questions/Suggestions for Other Participants and/or LCDW Planners?

Post on Team Progress Mural.
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Utilizing The Tools of Planning
Monday, August 23 3:00-4:15 pm

SESSION OBJECTIVES

By the end of this session, you and your team members are invited to:

· Discuss the “How Do We Plan Our Clinic with Care and Flair?” whole group session.

· Learn about the cultural/family of origin background of one or more team members.

· Continue making progress on your Leadership Clinic Planning Guide and/or Action Plan worksheets.

· Prepare for the “How Do We Custom Design Our Clinic” session.
· ____________________________________ (other team-identified objective)
· ____________________________________ (other team-identified objective)
TEAM WORK CHECKLIST

· Reflect:  What did your team learn about the clinic as a community building process, surveying participants and developing planning/evaluation rubrics from the “How Do We Plan Our Clinic with Care and Flair?” whole group session?
· Progress:  Have a team member share their “cultural heritage/family of origin” item.
· Progress:  Continue completion of your Leadership Clinic Planning Guide and/or Action Plan Worksheets.
· Prepare:  On team members’ own time (or during this Team Planning Session if time allows), review Clinic are Custom Designed: What will yours look like? pp 25-29 to prepare for the next whole group session.
· Record:  Complete and make a copy of the “Session 4 Results” form and post it on the Team Progress Mural.  Keep the originals for your file.
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______________________________________ T e a m

Report on Discussions/Progress made:

Questions/Suggestions for Other Participants and/or LCDW Planners?

Post on Team Progress Mural.
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Agenda Design
Tuesday, August 24 10:15 am-Noon 

SESSION OBJECTIVES

By the end of this session, you and your team members are invited to:

· Discuss the “How Do We Custom Design Our Clinic?” whole group session.

· Complete your Leadership Clinic Guide and Action Plan worksheets.  

· Learn about the cultural/family of origin background of one or more team members.

· Work on your clinic agenda, time permitting.

· Prepare for Closing.

· Finalize your Team Portfolio.
· ____________________________________ (other team-identified objective)
· ____________________________________ (other team-identified objective)
TEAM WORK CHECKLIST

· Reflect:  What did your team learn from the “How Do We Custom Design Our Clinic?” whole group session and from using the Self Assessment Tool?  What are your priorities for revising your agenda?  How will you get participant input?
· Progress:  Have a team member share their “cultural heritage/family of origin” item.
· Progress:   

Revise your draft agenda based on the feedback received during the “How Do We Custom Design Our Clinic” whole group session.
· Progress:  Wrap up work on your Leadership Clinic Planning Guide and/or Action Plan Worksheets.
· Prepare:  Make copies of all deliverables (except the already posted Team Progress Worksheets).  Add the copies to your Team Portfolio during the Closing.

· Prepare:  Set aside 20-30 minutes to prepare for your team’s 5 minute presentation at Closing.

· Record:  Make a copy of any items that you have revised and post them on the Team Progress Mural before Closing.  Keep the originals for your file.
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Portfolio Checklist


“Our Clinic” Fact Sheet (Team Planning Session 1)


Leadership Clinic Planning Guide (Team Planning Session 2-5)


Leadership Clinic Action Plan (Team Planning Session 2-5)


Team Planning Session 2 Results (Team Planning Session 2)


Team Planning Session 3 Results (Team Planning Session 3)


Team Planning Session 4 Results (Team Planning Session 4)


Master Dance Card


Additional product(s) from other sessions (Whole Group, Skill Building) 


__________________	__________________	


__________________	__________________








