Seminar Responsibilities
Location

· Find out from the principal or lead mentor where on campus the seminar will be held (usually it is the library, but we have also been in cafeterias or large rooms)
Day of Seminar
· Hosting interns may leave at 2:00 to set up the space. If someone needs to leave earlier to pick up food, let me know. 

· On the day of the seminar, take charge.
· Have everything set up and ready to go by 3:30-3:45.
· Call the cadre to order and intro the presenter at 4:00 sharp.

· Thank the presenter at the end of the presentation.

· Leave five minutes at the end of the seminar for evaluations.

· Clean up and put things back in order.

Flyer

· Create a flyer for your seminar.

· Send to me ONE WEEK prior to your seminar. Send as a PDF.

· Include the following information on your flyer: topic of the seminar, date, time, location, name of the presenter(s) and one or two sentences about him/her. You may add any other info if you wish. The website has examples of flyers from previous years.

· Make sure everyone in your campus group has an electronic copy of the flyer. You will need for your portfolio.

Presenter

· Contact the presenter several weeks before the seminar. Email me to get their contact info. Find out needs for screens, projectors, or any other equipment. Arrange to have the equipment ready to go for the presenter at your campus.
· Send address and time reminders to the speaker before the seminar
· Get information for a short introduction of the presenter.

· Day of seminar – introduce the presenter before the presentation and thank the speaker after the presentation.
Graphic Organizer

· Create a graphic organizer for the cadre to use for note-taking during the seminar. You can create a generic organizer (like a KWL or PMI chart or any other format you like) or you can contact the speaker and ask for a few key words or ideas that will be covered and make some sort of note-taking tool. Make enough copies for both cadres. 
· Have at least one fellow intern (not in your seminar group) scan a copy of her/his completed graphic organizer to you following the seminar. Each person in your seminar group needs an electronic copy of a completed graphic organizer. You will need this for your portfolio.

Evaluation

· Create a brief evaluation to be given after the seminar. You want to find out what your fellow interns learned, what they felt was helpful, etc. Make it brief and user friendly. Make enough copies for both cadres. 

· Allow five minutes at the end of the seminar for evaluation. Collect the evaluations at the end of the seminar. 

· Make sure everyone in the group has an electronic copy of the evaluation instrument. You will need this for your portfolio.

· You will need to arrange a way to share the set of evaluations. You will need to analyze the results for your portfolio. 
Snacks

· Ask local restaurants or grocery stores to donate items for refreshments. Use any connections you have or your school has (some schools partner with places like Chick Fil A, etc). Give the business the tax-exempt form (on the website) when you pick up the donations. In the past, refreshments have included things like chips and salsa or queso, bread sticks and sauce, salad, pizza, chicken nuggets or sandwiches, jugs of tea or lemonade,… we have had a variety -  whatever is fine!
· Get a mailing address from your donors for thank you notes.

After the seminar

· Write a thank you note to the presenter(s). Give it to me at the next seminar and I will deliver it. 

· Write a thank you note to the providers of your food donations. Put it in an addressed envelope and give it to me at the next seminar.

· Write a blog entry about your seminar. See previous blog entries for ideas. Send your blog entry to me no more than one week following the seminar. 

