We Can™ English Club Advisor Evaluation Forms
2014 We Can™ English Club Team Leader
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 We CanTM Club Agenda or Team Leader’s Planning Record 
Team Leader’s name: ____________________________
Date: _________

Club Location
_____________________________________________________

1. This is a planning tool and agenda for the meeting.

2. One planning record for each meeting should completed by the Team Leader in charge. 

3. This record should be kept in the Team Leader’s book and passed each meeting to the next Team Leader. 

Team Leader

· Served as the co-team leader for the last meeting. 
· Contacts the Club Advisor prior to the meeting to review what preparation is needed. 
· Contacts every member of the team before the meeting and reviews their responsibilities and offers assistance. 
· Calls the meeting to order
· Conducts the meeting with the Club Advisor
	Activity or Assignment
	Who is Responsible?
	When Does it Happen?
	Notes
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