8th Annual Holistic Learning Conference – Breaking New Ground


Presenter Checklist
Before the Conference:

· Have you registered?

· Have you booked accommodations (and if necessary requested special needs)?

· Have you arranged transportation or car-pooling?

· Have you brought items required for arts night (including mounting accessories if applicable)?

· If you are using technology or media, review the lists below.

Technical Checklist:

· Do you have a laptop, an iPad? 

· Bring all dongles or projection connectors. These connectors are NOT all interchangeable.

· Do you have sound or other peripherals you need for your presentation?

· Bring any CDs, DVDs, small speakers, players or other computer peripherals 
you may need.

· Do you have special fonts, software, music, videos you are using?

· Ensure you load your laptop with these items and test functionality 
ahead of time.

Backup Suggestions:
· Save your presentation to a PDF in case of software problems. You can always show your slides without transitions.

· Any slides that are essential should be printed as handouts in case of projection problems. Participants can share copies if required.

· Upload music or videos (even the presentation) to the internet (e.g. Dropbox - http://www.dropbox.com/) before you leave and test online functionality on someone else’s computer. This allows you to borrow someone’s laptop at the conference if you have a computer problem and use at least some of your essential materials or media.

Day of Conference:

1. Register…. Pick up name badge and check final schedules and locations online or on poster board at the registration session.
http://www.holisticlearningconference.org/


2. Sign the media release form.


3. Sign up if you wish to volunteer helping presenters get ready to connect their laptop to the projector (Mac/PC) – experience welcomed.


4. Sign up if you wish to aid with video and photographic documentation throughout the conference.
