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Stage 2: Mobilizing the Team


Collaborative Action Team Shared Responsibilities

Add the name of the volunteer and the length of time that they will be responsible in the appropriate columns.

	Coordinating Responsibilities
	Who Will Do It?
	For How Long?

	Handling logistics—meeting space, refreshments, etc
	
	

	Organizing team communications and information
	
	

	Distributing documents prior to meetings
	
	

	Ensuring follow-up on decisions
	
	

	Monitoring progress throughout the Collaborative Action Team process
	
	

	Monitoring the development and use of the action plan
	
	

	Making team materials and resources available
	
	

	Facilitating Responsibilities
	Who Will Do It?
	For How Long?

	Leading meetings
	
	

	Facilitating discussions
	
	

	Ensuring that all members are heard
	
	

	Helping to build consensus
	
	

	Suggesting alternatives when the team gets stuck
	
	

	Summarizing decisions made
	
	

	Dealing with conflicts
	
	

	Recording Responsibilities
	Who Will Do It?
	For How Long?

	Evaluating how well the team functions collaboratively
	
	

	Recording activities and decisions
	
	

	Checking the accuracy of records with members
	
	

	Communicating information, using a variety of techniques
	
	

	Preparing meeting minutes
	
	

	Taking notes on flipcharts 
	
	


