 (
Task:
 Workshop/ Seminar
)




 (
After
) (
Before
) (
During
)

 (
Engage in 
workshop
 – eye contact, active listening
, 
questioning
, responsive actions
) (
Record responses and revisit for meaning
) (
Consider questions – draft, ensure open-ended
)


 (
Ask follow up questions if necessary
) (
Anticipate adapting to 
audience
 – flow and positive energy
, additional supports
) (
Determine 
own and audience 
areas of knowledge/ expertise of person 
)


 (
Determine audience and purpose
 – be very clear – refine topic
) (
Share
) (
Consider enunciation and pace
)


 (
Confer with other regarding questions, etc
.
 ,
 ensure all parts are ready and in working order
) (
Invite feedback and set goals
) (
Collect and focus ideas and information to be 
conveyed
 – consider order
)


 (
Consider register and tone
, language choice, space, visual needs, handouts, etc.
) (
Consider physical space if in-person or technology, etc. if virtual
)


 (
Invite additional questions from audience - respond
) (
Collect information about 
audience, topic, how to share information effectively
)



Knows                                                                                                                                                                           Enduring Understandings   
 (
How to ask various types of questions
 and present various types of information
Where to go for background information
Vocabulary – register, tone, enunciation, pace, flow
Audience and purpose for interview
 – investigate, pre-assess
How to use technology when appropriate
, other visual, auditory and written aids
Ways to record responses and how to translate into a meaningful product suitable for the purpose
)
 (
That a good 
workshop
 means being prepared
That researching background information is essential to formulating good questions
 and providing strong messages
That open-ended questions 
and participation 
make the 
workshop
 more interesting
That listening is very important in a
 workshop
That an good 
workshop
 is about establishing a relationship
)





Dos     											Essential Questions    
 (
Determine purpose and audience
Choose a 
topic based on the audience and purpose
Background research
Formulate questions
 and prepare information (oral, written, representations)
Revise to ensure open-
ended
Practice and seek feedback
Conduct interview
Record responses and use
Follow up if necessary
) (
How do I prepare for a
 workshop
?
Why is background information so important?
How can I make open-ended questions
 and invite participation
? Why is this important?
Why is listening so important? How can I listen well?
How can I establish and maintain a relationship with the 
people in my workshop
?
)








                                                                                                                                                                  
Outcomes
 (
CC3
0.3
) (
CR 3
0.1
)

 
 (
CC 3
0.4
) (
CR 3
0.3
)

 (
CR and CC 
30.2
) (
CR 3
0.4
)

 (
AR 30.1
 
AR 30.2
) (
CC 3
0.1
)


























