AUTHENTIC EDUCATION:  EVENT PLANNER

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 visit. Thank you! 

A. SESSION INFORMATION:  (*)

Date:

Place:

Consultant(s) Requested: 

Your Name:

Your Organization:

Your Telephone(s): 

Your E-mail Address: 
Location:   

Alternate/site contact name and phone: 

(*) Are you willing to open this event to educators outside of your immediate school/district?   YES/NO
NOTE: Before our arrival, our consultant may want to discuss how to lay the groundwork for a successful visit and share ideas for follow-up.  Please provide contact information for the person most appropriate for that dialogue.

Name:

Title:

Telephone:

Email address:
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 your school/district/organization/conference?  What do you hope this session will accomplish?  What is your intended outcome for the day?

Scope/focus/level (e.g. Overview? Intensive Training Session? Review?)
Audience (e.g. Voluntary K-8 work day?  Mandatory 9-12 in service day? Novice? Expert?) Please note the likely number of attendees.
Process(es) you envision.  Keeping in mind the inherent limitations of a 6 hour workshop, please share your vision of the day. (e.g. Lecture with discussion? Workshop with design time? General Session followed by breakout groups? Small seminar? etc.) 
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

For most events, our consultant can/will prepare and send a package of handout material (via email pdf or other mutually agreed upon mode of delivery.) We ask that you print, duplicate and distribute material to all workshop attendees, please. 

For multi-day Understanding by Design workshops, each workshop participant will need a copy of the new Understanding by Design (UbD) Professional Development Workbook and/or UbD second edition text. For one-day workshops,  we still prefer that you purchase the workbook for all attendees, as it provides the full range of UbD materials.  However, at your request, we can prepare a more limited package of handout material and send it to as a PDF file, via email. When you receive the material files, we would ask that you download, print, duplicate and distribute to workshop attendees.  

___I/we will purchase the workbooks and/or textbooks for workshop attendees using the Authentic Education order from provided.
___I/we will NOT purchase workbooks and/or textbooks and prefer limited handout material provided by AE consultant(s). We will copy, same, upon receipt and distribute to all workshop attendees.

___ Our workshop is not related to Understanding by Design. Please send workshop material via email; we will copy and distribute to all workshop attendees.

E. SITE & AV REQUIREMENTS

The workshop will likely be interactive with many opportunities for participants to talk and work with each other.  If possible, table seating is better than auditorium or classroom-style. Dr. Wiggins will require an LCD projector and a screen for projection. If the audience is in excess of 45 or acoustics poor, please provide a microphone; wireless preferred. 
F. AUDIENCE SIZE
We can/will work within whatever parameters suit your needs however, please keep in mind that the larger the audience, the greater the ratio of attendee to presenter, the less interaction.  As an example, a "make and take" Understanding by Design workshop audience is best limited to 25 (maximum 35) for one presenter.  One trainer can/will present to larger audiences but the dynamic of the presentation is very different.  For large groups, please consider working with a team of AE consultants; multi-day/multi-staff fees TBA.  

PLEASE work with your consultant(s) regarding maximum audience size for most effective hands-on workshops
G. OUR CANCELLATION POLICY
 If you need to cancel, we merely ask that any costs & fees incurred to-date be reimbursed.

H. OUR CONTACT INFORMATION:

Please indicate if you would you like us to arrange a phone date for you with the consultant. If yes, please specify possible options for dates & times.

__Yes, I’d like to arrange a formal PHONE DATE with the consultant. Possible dates/times: ​​​​​​​​

__No, I’ll work via the Event Planners and e-mail communication.

CONTACT INFORMATION:

Authentic Education web site:

http://www.authenticeducation.org
PO Box 148

Hopewell, NJ 08525-0148

ASSISTANT to Grant Wiggins:

Carol Wander

carol@authenticeducation.org
V. 732.329.0641

F. 732.774.4277

TRAVEL SERVICES:

Barbara Durkin

barbara@authenticeducation.org
V. 585.393.9812
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