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Breakout Education Schedule

Á9:45 am - 12:00 pm: Opening General Session

Á2:00 pm - 3:00 pm

Á3:15 pm - 4:15 pm

Á10:15 am ï11:15 am

Á11:30 am ï12:30 pm

Á2:30 pm ï3:30 pm

Á3:45 pm ï5:15 pm: General Session

Á9:30 am ï10:30 am

Á10:45 am ï11:45 am

Wednesday, 23 October

Thursday, 24 October

Friday, 25 October



Event Space



Breakout - Wednesday

Room Room 

Set

Approx. 

Capacity

Chesapeake 

4-6

Theater 190

Chesapeake 

7-9

Theater 135

Maryland A Rounds 300

Maryland C Rounds 300



Breakouts ï Thursday/Friday

Room Room Set Approx. 

Capacity

Potomac 

A

Classroom 250

Potomac 

B

Classroom 250

Potomac 

C

Classroom 250

Potomac 

D

Classroom 250

Potomac 

1-3

Theater 165

Potomac 

4-6

Theater 165

National 

Harbor   

2-3

Classroom 250



Breakouts ï Thursday/Friday

Room Room Set Approx. 

Capacity

Potomac 

A

Classroom 250

Potomac 

B

Classroom 250

Potomac 

C

Classroom 250

Potomac 

D

Classroom 250

Potomac 

1-3

Theater 165

Potomac 

4-6

Theater 165

National 

Harbor   

2-3

Classroom 250



Breakout AV

Å1 Podium

Å1 Front table with chairs

Å4 Total microphones
Å1 On the podium

Å3 Handheld wireless

Å1 Microphone stand ï to be used as needed

ÅLarge screen and projector

Å1 Laptop
ÅLaptops will be connected to the general 

hotel WiFi



Presenting

ÅRoom laptops will not have slide decks pre-loaded
ÅSpeakers should bring a copy of their 

presentation on a USB drive
ÅSave to a USB drive before travelling to avoid 

restrictions with downloading/saving your 
deck to an external device
ÅSpeakers may present from their own device 

instead if preferred. Connect to the projector 
via HDMI cable

ÅPanels are welcome to sit at the front table or move 
the chairs as needed
ÅYou may also use the microphone stand with one of the 

mics within the audience area for questions from the 
audience.



Session Recordings

ÅAll GWS sessions will be recorded and made available to premium 
Learning Center subscribers.
ÅIf you have a concern or wish to not be recorded, please let us know as soon as 

possible. Requests to not be recorded must be confirmed by the GWS team ahead of the 
event

ÅThe recording will include audio and screen share only, no video of the speaker(s)

ÅSessions without a slide deck will share a title slide on the projection screen. Staff 
will have title slides only pre-loaded onto the room laptops for such occasions.

https://www.talenteverywhere.org/Education/Learning-Portal


Learning Materials

All sessions should provide attendees with some sort of takeaway 
learning material for attendees.

Learning Material Ideas:

ÅPresentation slide deck

ÅSession summary of and/or discussion insights

ÅWorkbook

Learning materials uploaded to submission portal ï instructions 
available on the Speaker Resource page

https://www.gws2024.org/Schedule/Speaker-Resources


Speaker
Checklist



Before Arriving On-site

ÅRegister

ÅBook accommodations

ÅUpload learning materials to submission portal

ÅSave copy of slide deck on a USB drive

ÅReview all session information

ÅPromote your involvement at GWS



On-site

ÅCheck-in at the Registration desk to pickup badge

ÅFamiliarize yourself with the space and locate your session room(s)

ÅPresent your session(s)
ÅArrive 10mins early to set-up and test the microphones

ÅStart on time

ÅSpeakers will introduce themselves and their session

ÅEnd on time ï may ask an audience member to assist with watching the 
time

ÅEncourage attendees to complete the session evaluation



Complete the

Session Evaluation!
Your feedback is important.

Be sure to complete an evaluation for 
each session you attend.

Go to the Session page in the mobile 
app and click on the Session 

Evaluation link in the Resources 
section.



Resources


