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/ ) ) ' 0 1 + $ 2 # ' • Train	Co-Chairs	on	primary	roles	and	responsibilities	

/ ) ) ' 0 " 3 0 1 + $ 2 # ' • Assist	the	responsibilities	of	the	Chair	and	step	into	the	Chair	position	spring	semester	
(January	1)	of	his/her	2nd	year	
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• Organize	and	conduct	formal	business	of	the	Student	Board	
• Serve	as	ex-officio	member	of	the	Advisory	Board	
• Act	as	liaison	between	the	Advisory	Board	and	Student	Board	
• Draft	and	commission	new	Student	Board	policies	
• Co-Coordinator:	Coordinate	the	interview/selection	process	and	mock	clinic	
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• Schedule/recruit	supervising	clinicians	and	student	volunteers	for	clinic	nights	
• Conduct	volunteer,	student,	and	supervising	clinician	orientations	
• Recruit	Student	Board	members	and	record	minutes	for	board	meetings	
• Communicate	with	the	Client	Scheduler	to	create	student	teams	for	each	clinic	night	
• Ensure	volunteer	student	physical	therapist	and	supervising	clinician’s	records	are	up-to-date		
• Coordinate	with	faculty	for	class-related	activities	involving	the	clinic	
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• Maintain	client	schedule		
• Communicate	with	clients	by	phone	before	each	clinic	night	to	confirm	appointments	
• Maintain	open	communication	with	patients	and	referring	providers	through	clinic	e-mail,	

voicemail,	etc.	
• 


