AFT Interactive Session Guidelines

Interactive Sessions have historically and traditionally been some of the most interesting, popular, stimulating and valuable parts of AFT meetings. The following guidelines have been established to help keep these sessions lively and rewarding: 

Audience Guidelines:

1. Before speaking, please stand, face the majority of the audience, and state your name and the company that you represent in a clear, distinct voice for all to hear. This is your “pass” to speak each time.

2. Please turn off all audible devices including mobile phones, pagers, PDA’s, etc.

3. Your input and enthusiasm are welcome, but speak only to the current topic or suggest to the Moderator that it is time to move to a different topic.

4. Topics for Interactive Sessions may be submitted verbally during the session or by communicating to the Program Chairman, session Moderator or AFT Executive Office in advance of the meeting. We invite audience participation in any way that is comfortable for the membership. 

5. Avoid any attempts to promote your company or its’ products or services. Not only is this unprofessional, it is absolutely “taboo” and will be met with great disdain. 

6. AFT Interactive Sessions are commonly the most beneficial and valuable programs presented at meetings. Many attendees have said these frank and open discussions alone are worth the meeting registration fee. The more you put into the sessions…the more you will take out. 

Moderator Guidelines:

1. Begin the session by introducing yourself and your company affiliation.

2. Explain the format and purpose of the Interactive Session and review the Audience Guidelines (see above), which will also be provided in the Conference Notebook. Inform the audience that the session is THEIRS; all topics for discussion will come from THEM and listed on a flip chart at the front of the room in the order received.

3. Make a special effort to invite new members and first-time attendees to join in and not be bashful. The more you give – the more you get.

4. Create a relaxed environment with a focus on the topics suggested.  Suggest that refilling coffee, getting snacks, standing to the side or back of the room are examples of a relaxed environment.  Conversely, side chats with your neighbor are disruptive.

5. Be sure to print the topics on the flip chart large enough to be read in the back of the room.  You may ask someone to scribe for you as you keep eye contact with the audience while soliciting additional topics.

6. Remind participants to stand and identify himself or herself prior to speaking each time.

7. Try to keep the session lively with acceptable humor.  If the session is after lunch, consider an audience stretch; if the room is hot suggest that they fan the person next to them.  The use of clever incentives to stimulate participation is encouraged, e.g., offering pieces of candy, pennies, etc. as a “reward” for good questions and/or responses.

8. Politely discourage anyone from dominating the conversation.  You can suggest that a dialog, which drags on among a few people, be continued after the session. If a topic is dominating the interactive session ask the attendees if they would like this to be covered in a future AFT meeting or as a special workshop.

9. Try to give everyone an opportunity to speak without letting a single topic dominate.

10. Some topics will be of greater interest than others. If you think this is true you may want to cover the topics in a different order or conduct a quick audience interest poll by a show of hands. Topics not covered will be held over to the next interactive session.

11. Avoid mixed metaphors.  If members throw banana peels, make lemonade.  Not everyone is equally adept at expressing themselves so do not take comments personally.

12. Thank everyone for their participation and remind them to list topics needing more attention or requiring a special interest workshop, on the meeting evaluation form.
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