Education Sessions Chair
The Education Sessions Chair is responsible for organizing the Convention’s general education sessions, break-out training sessions. This role is an important part of ensuring a successful Conference.  The educational sessions are one of the key features that attract members to attend the District Convention.   This position is best suited for an individual who is organized, has proven leadership skills and understands the needs and interests of the District clubs and members. They must have the ability to create objective criteria for sessions as part of the presenter application process to ensure the Convention offers presentations and educational sessions of the highest quality.
Education Sessions Chair will collaborate with the Program Quality Director (PQD), Convention Chair (CC), Key Note Speaker, Dignitary Guest (if presenting), Program Production Chair (PPD), Public Relations Chair (PRC) and Facilities Chair (FC).
Tasks – Duties include:  
· Create a presenter’s application (with input and approval of PQD and CC) to assist with the selection of speakers, education sessions and presentation topics 
· Select and coordinate educational presentations of highest quality and District club/member interest, consistent with the convention theme (work closely with PQD and CC).
· Confirm Key Note Speaker, topic and contact information with PQD (chosen and invited by PQD)
· Create a Speaker Information request form to confirm: Speaker name, bio, photo, presentation title and summary of what attendees can expect from the presentation.  Share speaker information with the CC, PPC and PRC.
· Provide FC with copies of selected Presenter’s Application Forms noting AV needs and room set up requests (FC will follow up with presenters to confirm any updates/changes to original requests)
· Create and print Evaluation forms for presentations (PQD or CC may have a template to use from previous Conventions).  Give forms to FC for distribution at event.
· Create and print certificates of appreciation for presenters and room monitors (with PQD and CC pre-approval for related costs).  Give certificates to FC for distribution at event.

Key Items to note:
Education Session and Presentations:
Refer to “Potential Education Sessions – Presentation List” provided by CC for topic ideas
Session Guidelines:
· Cover the many aspects of communication and leadership (e.g., speaking, listening, evaluation and motivation). 
· Focus on improving and strengthening clubs (e.g., the Distinguished Club Program, membership growth, outstanding club programming, public relations, Speechcraft)
· [bookmark: _GoBack]Consider topics that will interest and benefit our District members
· Consult with division and area directors to find Toastmasters who are willing and available to give presentations.
· Consider Convention Theme when selecting session topics 
Presenter’s Application Form:
To ensure quality presentations, create an application form to assist the selection process.  Form should include:  Speaker information (name and contact info); Club name and number; Designations earned (ex: CC or higher, any Leadership or other TM awards/designations earned); Background information (Non-TM related experience, designations, education, titles, awards, etc of intererest – to add validity to their role as a expert/presenter of the topic); Topic Title and short description summarizing what the attendees will learn/walk away with after attending their session; AV and room layout needs *Note: any last minute requests (less than one month prior to the start of the Convention) may result in additional charges assessed by the hotel and will likely be denied.  Please make this clear on the application form.

