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VIDEO CONFERENCE EVENT PLANNER

(Please complete and return via email to carol@authenticeducation.org)

Videoconferencing is ideal for small groups and/or follow-up reinforcement training; not suggested for large auditorium style delivery. Technically, we use a browser-based software.  You simply need a computer (Windows or Mac), high-speed Internet connectivity, and a webcam if you wish to share video from your location.  

CLIENT CONTACT:

(Name, telephone, e-mail)

TECHNICAL/ CONNECTIVITY CONTACT:

(Name, telephone, e-mail)
AE TECHNICAL DIRECTOR: Todd Vainisi

Todd@authenticeducation.org
216.392.1000

We want your session to be as successful for you as possible. So, please take a few moments to complete and return this EVENT PLANNER to carol@authenticeducation.org. 

NOTE: This form is generic; not all questions will relate to your event. Please answer only those questions that seem pertinent, to help us better prepare for the videoconference. Thank you! 

A. SESSION INFORMATION:  AS CONTRACTED + connectivity costs if applicable

Your Name:

Your Organization:

Your Telephone(s): 

Your E-mail Address: 

Alternate/site contact name and phone: 

Bill TO address of different from above:

(*) IF APPROPRIATE, are you willing to open this event to educators outside of your immediate school/district?   

Would you like to post a free announcement about your event in our on-line journal, Big Ideas? YES?  NO?    
B. SESSION PURPOSE AND CONTEXT:

Briefly describe the work desired and the purposes it is meant to serve. Be sure to address each of the following:

Content (e.g. Understanding by Design? Authentic Assessment? Grading? etc.)  

Session Goals: Briefly describe your goal(s) for this session.  Why are we being invited to participate in a videoconference with your school/district/organization? What do you hope this session will accomplish?  What is your intended outcome for the session?

Scope/focus/level (e.g. Overview? Review?)
Audience 
C. SESSION HISTORY: What is the larger context and long-term goal of this work? 

Briefly describe the history of the work/initiative(s) into which the scheduled session will fit—work done prior to and in anticipation of this session  (e.g. study groups, experimentation, theme for the year, etc.)   

How did this session come about?  Who was/were the instigator(s)?  Why were we at Authentic Education selected?  To what extent did the audience have input in selection of speaker and/or topic? What work with us or these ideas have you done before?      

Who is the audience and what is the local context?  Who will be there? How diverse/ready/willing/able an audience is this? Is there any problematic history the knowledge of which will assist us in preparing? What are the “hot” issues or readiness questions for this group, and how might we anticipate and best address their concerns/needs?      

What are your future plans? Briefly describe your plan to ensure that this is not a “one shot” event. How might we help in providing suggestions for preparatory and/or follow up work?    

Is there anything else we should know to ensure a successful session i.e. other presenters?
D. SESSION MATERIAL

Grant may prepare handout material and send it to you as a PDF file, via email to print and share with participants; can do?

.  
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