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WORKSHOP 

FREQUENTLY ASKED QUESTIONS 

 

 Conference Registration:  Are the facilitators required to register and pay for attendance 

at the Conference? 

Yes, facilitators are required to register and pay for attendance at the Conference.  ICSC does not 

pay any honoraria, travel or accommodation expenses for speakers/facilitators and does not 

waive your registration fee for the Conference.  You are strongly encouraged to register by 

October 18, 2017 to receive the Advanced Registration Rate. 

 

 Conference Hotel Room Registration:  Are rooms reserved for facilitators? 

ICSC sets aside a block of rooms at the main Conference hotel for speakers, at your option. You 

will receive an email from ICSC with a link to book a room within that block.  It is imperative to 

timely respond to ICSC's request for room reservations in order to secure a reservation at the 

main hotel, which is routinely sold out prior to the Conference.   

 Materials:  Am I able to provide handouts at my Workshop in addition to providing 

written materials to the ICSC Program Planning Committee?  

Handouts at the Conference are discouraged; all materials will be available to attendees through 

the Conference website and USB drives that will be distributed at registration.  Attendees often 

desire to attend concurrent sessions and rely on written materials for sessions they are unable to 

attend. 

Any site plans, graphs, hypotheticals or ancillary documents to be discussed during your 

Workshop should be incorporated into the short outline (to be included in the Directory).  At the 

beginning of your session, the coordinator should direct attendees to the pertinent page number 

in the Directory for the relevant short outline and applicable documents.  

 Presentation/Introduction/Monitoring:  How will the facilitators be introduced to the 

attendees?  Will there be a monitor in the room for the Workshop? 

At the Conference, a member of the Program Planning Committee will introduce each facilitator 

to the attendees before the Workshop is scheduled to begin.  This Program Planning Committee 

member will also monitor your Workshop and secure attendance numbers and attendance 

feedback on the Workshop to assist with future program planning.  

 Presentation:  Are the facilitators required to cover all of the subjects listed in the short 

outline printed in the Directory? 

Both the brief description and short outline included in the Directory should be given special 

attention.  A comment that the Program Planning Committee has received in the past from 

attendees is that the facilitators do not cover the topics from the short outline and/or brief 

description.  We ask that our facilitators be sensitive to this comment in preparing your materials 

to ensure that the outline and description are consistent with the topics and material to covered, 

and that you allow sufficient time for each topic.  The coordinator should schedule practice 

sessions so that the facilitators develop questions and strategies to elicit discussions and to ensure 



 

 

 

 

that all topics are covered in the time given.  In that regard, it is important that the facilitators 

agree ahead of time on time allocations for each topic to be discussed, ensuring enough time to 

cover all topics listed. 

 PowerPoint Presentation:  Is technical assistance available on-site for the facilitators? 

ICSC will load your PowerPoint materials (if timely submitted) onto the laptop provided in your 

session room.  The Workshop and facilitator names will appear on a title slide, prepared by 

ICSC, which will be projected onto the screen while attendees file into the room.  We 

recommend that you come to the Conference with a copy of your PowerPoint presentation on a 

USB drive in the event of any technical difficulties or errors.  An on-site AV vendor will be 

available to assist you for 10 minutes before your Workshop is scheduled to begin. 

 Attendee Participation:  How much attendee participation should there be for this 

Workshop? 

The Workshop format is intended to be 75% - 85% attendee participation, with the facilitators 

providing the general backdrop of the topic.  Often times it is helpful to invite persons to the 

Workshop that you can call upon (or that you know will feel comfortable sharing their 

experiences/best practices) to get a discussion going on a topic.  It will be incumbent on the 

coordinator and the facilitators to make sure that the discussion generally stays on topic and is re-

directed to the outline materials after an appropriate discussion is concluded on the 

question/issue.  We also encourage you to be available after the Workshop for any additional 

one-on-one questions or discussion outside of the conference room and to advise attendees of 

this additional discussion format at the beginning of the Workshop. 

 Role of Coordinator: 

Your coordinator is responsible for making sure that each facilitator makes their required 

submissions in a timely fashion to enable the coordinator to timely submit materials to the 

individuals listed in Exhibit A.  The coordinator is also responsible for integrating the long set of 

materials into a cohesive set of materials.  A couple of weeks before the Conference, the 

coordinator will schedule a practice session with you and the other facilitator(s) on the 

Workshop.  The coordinator may also schedule a practice session at the Conference.  The 

purpose of these practice sessions is to make sure that all facilitators are in agreement as to time 

allocations for topics and how to best facilitate interaction with the attendees.  During the 

Workshop, the coordinator is responsible for keeping track of the time and making sure the time 

being spent on each topic is not generally exceeding its allotted time.  If a topic is going over its 

time allocation, the coordinator may ask the facilitator or attendee to conclude their comment 

and then introduce the next topic.  During the Workshop, the coordinator may ask questions of 

the attendees or other facilitators.  You should also look for opportunities to ask questions of the 

attendees.  A lively and interactive session makes for a more enjoyable presentation. 

 

 

 

 



 

 

 

 

 

 

BEST PRACTICES FOR WORKSHOP SESSIONS 

 

 

Workshops are intended to be interactive sessions, and the goal of all aspects of the workshop is 

to encourage discussion among attendees.  To begin with, the size and format of the workshop 

room are designed to foster this environment.  Rooms will typically have seating with a “U” or 

“V” shape so attendees face each other, with a small table (with no seats) for the name plate and 

computer of the speakers.   

 

Based on feedback we have received throughout the years from attendees, we have developed 

the following “Best Practices” advice for developing and conducting your workshop 

presentation. 

 

 Workshops are not lectures, but discussion groups.  Facilitators should briefly discuss a topic, 

lend expertise to the topic, and direct the conversation in a manner that follows the material 

outline, but the overall goal is to foster attendee participation and interaction.  

 

 Speakers should walk around the room with portable microphones and make as much eye contact 

with the group as possible, but should position themselves to avoid having their backs to 

attendees.  Microphones will be required – room acoustics make even very strong voices that 

typically project difficult to hear. 

 

 Repeating the questions or comments of attendees is critical.  Particularly in an interactive 

session, if attendees cannot hear questions and comments, a large part of the session is lost.   

Therefore, the role of the speaker to ensure these comments and questions are heard is an integral 

part of the success of the session. 

 

 When presenting a topic, speakers should prepare specific questions or simple scenarios to ignite 

audience participation rather than making statements.   Statements can just as easily be presented 

as questions so long as speakers remain cognizant of this preference.  Often, once the first 

audience comment is made, additional participants join the conversation, but preparing multiple 

questions to foster discussion is a critical first step.   

 

 Continuous interaction between speakers is also an important element in a workshop setting.  A 

“debate” between the speakers will often encourage others to join the discussion.  Dividing time 

or topics between speakers is generally not as effective as continuous interaction.  Avoid having 

one speaker dominate the discussion.     

 

  Workshop leaders in the past have been successful in igniting audience participation in a 

number of means.  Some have begun the workshop with trivia questions and tossed out candy as 

prizes.  Some have recruited friends or colleagues to be planted in the audience in the discussion.  

Others will see someone they know in the audience and start talking about them.  In recent years, 

some of the more innovative workshop leaders have incorporated technology into their sessions 

to allow for interactive feedback through use of the participants’ cell phones. 



 

 

 

 

 

 A PowerPoint presentation is a required part of the workshop.  The visual aid can be useful in 

prompting interaction with the audience.  It is important to keep in mind, however, that the 

PowerPoint is not an essay and is not intended to be read by speakers in lecture format. 


