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Handy Tips for Organizing

A Speakers Bureau
Why a Speakers Bureau?

A speakers bureau is a collection of people who are trained, willing, and able to speak about a particular topic to local groups.  Instead of just relying on one or two people to be the “face” of your Campaign, it is helpful to have 8 or 10 people who can be out there talking about microbicides and local advocacy for a number of reasons: 

1. You can cover more territory if you have a lot of people involved.

2. You can demonstrate that there are a diverse set of people involved in microbicides advocacy at a local level. 

3. No one person will be over-committed or overworked – It is just nicer to share the work. 

4. Each person brings a new network of groups and a new perspective to the Campaign.

Before a Speakers Bureau Training

1. Invite people, and most importantly, ask people to RSVP if they are coming. 

2. Send reminders one week before, and one day before.  You can also consider calling people to make sure they will be there.  People are busy, but if they hear from you personally, there is a much higher chance that they will make the time to attend the training. 

3. Prepare your handouts: print out the presentation including the script!  It is very important that you print the script (go to the print dialogue, and under “print what”, choose Notes Pages). You might also want to copy a few Global Campaign fact sheets. 

4. Email the presentation you will use for the training and ask people to read through it BEFORE arriving.

5. Invite another colleague to be a co-trainer, or as a support person to deal with logistics during the trainer.

6. Order any refreshments. Since it is helpful to allow 2-3 hours (or more) for a training, it is a good idea to provide a snack or light meal appropriate for the time of day (e.g., muffins and juice, pizza, etc.)

7. Print out the Yes! I want to get involved and tell others about microbicides handout.

During the Training

1. Plan in sufficient time to double check your presentation arrangements and to use back-up measures, if necessary.  If you plan to use PowerPoint, for example, check its functioning when you arrive and bring a back-up (such as acetate overheads) to use if it doesn’t work.  

2. Circulate the speakers bureau handouts to collect participants’ contact information and their suggestions for additional presentations. 

3. Carve out some time during the training to brainstorm ideas for presentations. 

We have tried a few different models for these trainings:

Feel free to experiment with these or try a hybrid version.  Please let us know if you have additional ideas! 

1. Everybody is involved in presenting:  

( A little slower.  People pay more attention when they are involved in the presenting. 

(  Works well for groups under 10

· Distribute the printed script version of the presentation. 

· Each person in the group takes a turn reading the script out loud – or in other words, a different person presents each slide.

· After each slide, pause and have group members ask questions about that particular slide or topic. 

· People can take stabs at the answers with the trainer helping facilitate and answer questions. 

· Keep an eye on the clock.  The first few slides usually take a lot of time.  At some point, the trainer may have to present the slides in a more abbreviated fashion in order to get through the presentation. 

2. Trainers do the presenting: 
( Quicker, but less participatory.  Works well with a big group. 

· Distribute the script version of the presentation. 

· The trainer can stand at the front of the room and do the presentation – either by reading from the slides, or using her own words. 

· After each slide, pause and have participants ask questions. 

· People can take stabs at the answers with the trainer helping facilitate and answer questions. 

· Keep an eye on the clock.  It is important to get to the end of the presentation – even if in an abbreviated fashion. 
3. Teleconference: 
( Only recommended if your participants are not in the same town or region.

· Distribute the script version of the presentation by email. 

· Ask each participant to follow along on their screen or on a hard copy version. 

· It takes a skilled facilitator to encourage questions and discussion when you are not in the same room!  It is certainly feasible, but challenging. Global Campaign staff can assist with teleconference trainings.  Talk with your regional coordinator about this option!

The best trainings involve LOTS of questions from the participants.

Talking through questions is an essential part of the adult learning process, so be sure to:

1. Encourage questions!  It is the trainer’s responsibility to foster an environment in which people feel comfortable to ask questions.  The trainer can call on people and ask them for questions explicitly.

2. Leave enough time for questions and discussion.

3. If you are not 100% sure of the facts, do NOT make up an answer!  Please just say “I don’t know but let me find out and get back to you”.  

Immediately After the Training

1. Send an email to the participants (and guest trainers) to thank them for their participation.  Encourage them to follow up within the FIRST MONTH in their commitments.  

2. Within a few weeks of the training, we also suggest following up by phone. 

3. E-mail or call your Regional Coordinator to report on how it went.  

4. Be sure to list your speakers bureau training in your Quarterly report – indicate how many people attended you’re the speakers bureau, what they were interested in, what questions came up, and even suggestions for changing , etc.

Maintaining the Speakers Bureau

1. Be sure to follow up with participants regularly to make sure people are out there generating and doing presentations. 

2. When people do presentations, try to follow up with them afterwards to see how they went.  Also praise people in meetings and on your listserv so they get credit for their efforts and that other people might be motivated to participate as well. 

3. Consider hosting a refresher training within 6-12 months, doing practice sessions in groups, or tag-teaming / accompanying newer members of your speakers bureau for their initial presentations.
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Please also consider using the film, In Women’s Hands to accompany your talk!  The 11 minute or 26 minute version that can add strong imagery and background to your talk.
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