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Chapter 1 
Course arrangements 
 
1. Course materials 

 
Participants will receive course materials electronically both before (such as reading materials) and 
immediately after (such as the PPT presentation) by e-mail. Evaluators will also receive an 
electronic copy of all presentations and handouts. Therefore, it is imperative that the EAIE Office 
receives final versions of all the course materials at least four days prior to the Academy.  

 
The EAIE Office has developed certain templates to ensure quality of the course materials as well 
as strengthen the brand of the EAIE and the event products. All course materials must include 
the EAIE’s Academy branding. The EAIE Office will provide trainers with the relevant templates 
to make their presentations and handouts.  

 
Please note: the addition of promotional literature in the course material is strictly prohibited. 
Should your institution wish to have promotional presence at the Academy, please contact the 
EAIE Office. 
 
Pre-course preparation and assignment 
A pre-course preparation and assignment is optional if trainers wish to get more information 
beforehand from participants who have signed up for the course. The pre-course preparation and 
assignment can help trainers to gain good insight into the knowledge level of participants.  
The EAIE Office will provide the trainers with a template including a number of standard questions 
and sections to be adapted for each course.  
The EAIE Office will send pre-course preparation and assignment forms to participants five weeks 
prior to the Academy, and will provide trainers with the input two weeks before the course starts.  

 
Handouts 
As aforementioned, participants will receive all course materials electronically both before as well 
as after the training course. Nevertheless, if you would still like to use printed handouts for certain 
activities, then please use the EAIE templates for this. The Office will provide you two generic 
Word files: 1) a Cover Page and 2) an A4 Content page. When preparing handouts, please take 
into account the following questions: 
 
1. Which reading materials should participants receive before the course starts? Is it sufficient to 

send these documents by e-mail before the course, or are they needed as handouts during the 
course?  

 
2. Which handouts are an integral part of your materials and therefore need to be printed and 

made available to participants during the course? 
 
3. Which handouts should participants receive after the course is finished? Is it sufficient to 

send these documents electronically or do they need to be printed? 
 
Please note: when you provide the EAIE Office with the course materials please clearly indicate 
which materials can be sent by e-mail and which materials should be printed. The Office will make 
sure to bring along the printed handouts to the venue.  
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PowerPoint presentation 
The EAIE Office will provide a generic PowerPoint template for you to use with your presentation. 
Presentations should support the speaker rather than be the main focal point. Please remember to:  

 Keep it simple 

 Use more images than text 

 Introduce one thing at a time 

 Create a clear and comprehensive layout 

 Avoid clip-art/word-art clichés and multiple fonts 

 Leave white space, and do not write outside of the slide 

 Avoid large chunks of texts and do not simply read from the screen 
 

The PowerPoint template will contain both an introductory slide as well as an ending slide featuring 
other EAIE activities (conference, webinars, membership etc). As an EAIE trainer, you are kindly 
requested to briefly mention these activities at the end of your course in order to raise interest in all 
our initiatives throughout the year.  
 

2. Equipment 
 

All main course rooms will include the following standard equipment: 
 Computer 
 Beamer with screen 
 Flipchart 
 Wi-Fi access 

 
The EAIE Office will provide you with information on the computer specifications (eg compatibility 
of PowerPoint). Should you require any additional equipment please inform the EAIE Office at least 
five weeks before the Academy. 
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3. Room set-up 
 

For each course, trainers can choose from among the following formats:   
 
 

 
 
 
Please note that not all set-ups might be possible; it will depend on the group size and the 
availability of rooms. If you require any break-out rooms, please inform the EAIE Office. We will 
try our utmost to arrange for break-out rooms. However, due to space limitations this might not 
be possible at all times.  
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Chapter 2 
Quality assurance and Evaluation 
 
The EAIE currently uses the following tools to monitor the quality of its training courses: 
 

1. Participants 
 

A pre-course preparation and assignment could be sent to all course participants before the start of 
the course.  
Online evaluation forms for individual participants (each course must be evaluated individually by 
participants of that course). 
 

2. Trainers 
 

Trainers are asked to provide their feedback on the Academy experience through an online survey. 

 
3. PDC 

 
Professional Development Committee (PDC) members (evaluators) will attend your course to 
evaluate the trainers’ performance, quality of the presentations and handouts. The PDC member 
will be discrete and will not interfere in any way with the proceedings. Furthermore, the evaluator 
will contact the trainers in advance to discuss how the evaluation should proceed: either by acting 
as a ‘fly on the wall’ or by taking a more active approach. They will also ask trainers beforehand 
how feedback can be provided: either orally, directly after each day of training, or in written form 
afterwards.    
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Chapter 3 
Participants’ attendance  
 
To ensure good quality training and a productive and inspiring atmosphere in the course room, the 
EAIE has included the following paragraph in its Terms and Conditions: 
   
 “The EAIE reserves the right to expel a Participant from further participation in an Event should the 
EAIE, at its sole discretion, deem the Participant’s behaviour inappropriate, disruptive or offensive 
to other Participants, Contributors or the employees of the EAIE in any way whatsoever. No refund 
of the participation fee will be given to a Participant should they be expelled from an Event.” 
 
The possibility of expelling a participant from a course should be seen as a last resort. For the 
Academy it should be done in cooperation with the EAIE Office staff onsite and a PDC member (if 
present).  

All participants attending the complete course programme will receive a course certificate. 
Participants missing part of the course or choosing not to attend part of the course will not receive 
a certificate. 
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Chapter 4 
Marketing and social media 

 
1. Marketing 

 
The EAIE Office establishes an overall marketing plan for the EAIE Academy. The trainers are 
invited to provide suggestions for further promotion of their course, identify additional distribution 
channels, etc.  
 
The implementation of the marketing plan and the production of overall marketing materials lie 
within the responsibility of the EAIE Office. The trainers, however, are welcome to promote the 
EAIE Academy within their own networks. To avoid overlap and to keep an overview of all 
marketing activities, we ask that you please inform the EAIE Office about any promotional ideas 
beforehand. If needed, the EAIE Office can provide a media kit to third parties.  
 
In addition, trainers are kindly requested to briefly mention other EAIE activities, as mentioned in 
the introductory and ending slide of the PPT template, at the end of their course in order to raise 
interest in all our initiatives throughout the year.  
 

2. Social media 
 

If you have accounts on the social media platforms mentioned below, you are encouraged to: 

 Initiate discussions in the Academy LinkedIn group before and after the Academy takes place. 

 Retweet #EAIEAcademy hashtags. 

 Comment on Academy posts on LinkedIn and Facebook. 

 Provide the EAIE Office with ten slides of your course to be used as teasers. 

 Provide the EAIE Office with teaser articles for the blog so that your courses can be promoted 
more effectively. 

 Once you have written a blog article you are encouraged to post it on your social media 
channels. 
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Chapter 5 
Cancellation 
 

1. Cancellation or unavailability of a trainer 
 

In the case of a trainer or guest speaker not being able to conduct a course, a replacement has to 
be found through a joint effort by the trainers (or guest speaker) and the EAIE Office. Trainers from 
the same course should be able to step in for each other and take over if required. It is the role and 
responsibility of the trainers to take the necessary measures in case of a last minute cancellation of 
the other trainer (eg due to illness, etc.), by either involving a last-minute replacement or by 
adapting the programme and having the other trainer(s) cover the missing parts. The course 
materials should be made available to the replacement trainer.  
 

2. Cancellation of a course  
 

A course may be cancelled if the number of registrations is so low that the quality cannot be 
guaranteed. The minimum number of participants needed to go ahead with a course is eight. The 
EAIE Office will work proactively with the trainers and PDC to avoid cancellation. The Executive 
Director of the EAIE, however, has authority to make a final decision regarding a course 
cancellation.  
 
In case of the course cancellation or unavailability of a trainer, part of the remuneration allocated 
for course preparation can be reimbursed, but only if the trainer makes course materials available 
to the replacement trainer.  
 
Due to the possibility of a course cancellation, trainers and guest speakers should not make any 
travel arrangements until the course is confirmed by the EAIE Office. 
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Chapter 6 
Travel and Accommodation 
In addition to the trainer/speaker fee, the EAIE will cover costs for accommodation, meals and the 
travel expenses for trainers and guest speakers.  
 
The EAIE Office will provide an expense claim form for the reimbursement, and this should be 
returned within four weeks of the training event. Please note that reimbursements are on the 
basis of original receipts only. Furthermore, only travel costs based on reasonable economy 
flights and/or or second-class rail fare will be reimbursed. 

 
1. Travel  

 
Flights 
Trainers/guest speakers are responsible for booking their own flights. However, we recommend 
that you wait until the EAIE Office informs you that your course will go ahead (six weeks prior to 
the Academy).  

 
Transfers  
Trainers/guest speakers are responsible for traveling to and from the venue themselves. They can 
either travel by car or use second-class public transport or airport shuttle if public transport is not 
available. If travelling by car, the EAIE will cover €0.19 per kilometer.  
 

2. Accommodation  
 

Accommodation for trainers/guest speakers for the duration of the training event, including one 
night prior to the event, will be booked by the EAIE Office. The EAIE Office will send trainers/guest 
speakers a hotel booking form, which they have to return five weeks prior to the event. 

 

3. Additional expenses 
 
In cases where trainers/guest speakers have good reasons not to be able to attend official meals 
provided (ie lunches, dinners, receptions), or catering has not been arranged, the EAIE will 
reimburse meals/drinks on the condition that these do not exceed reasonable pricing based on 
local standards. Trainers/guest speakers must inform the EAIE Office beforehand if they are 
unable to attend official meals.  
 
The EAIE will not reimburse additional costs that are not line with these conditions.   
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Chapter 7 
Overview of important deadlines  
 
1. Course arrangements 

 

Date Activity 

5 weeks before Deadline to send your room set-up and equipment requirements, break-out 
room requests, and pre-course preparation and assignment (if applicable). 

4 weeks before Deadline to send the EAIE Office required information/materials participants 
should complete before the course. 

3 weeks before The EAIE Office will send final list of participants. 

2 weeks before Deadline to send handouts to be printed to the EAIE Office.  
Electronic copies of all course presentations and handouts should be sent to 
the EAIE Office 4 days before the Academy in order to make them 
available for participants after your course ends. 

 

Please note: Six weeks before the Academy starts, the EAIE Office will inform you if your course 
will go ahead or if it has to be cancelled due to a lack of registrations. 
 
 

2. Logistical arrangements 

 
Date Activity 

5 weeks before Deadline to send hotel form. 

2 weeks to 1 month 
after the Academy  

Submit expense claim and original receipts to EAIE Office. 

 
 
Please note: An overview with specified dates will be sent to you after the EAIE Office has 
received the signed agreement.  
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Chapter 8 
What to expect onsite  

 
1. Registration 

 
Like all other participants, onsite at the registration desk you will receive a name badge and an 
Academy bag that includes the following: 

 Academy booklet 

 Notepad 

 Pen 
 

2. Classroom supplies 
 

In the classroom the following equipment and paperwork will be provided for you: 
 
Office supplies: 

 Presentation remote/Laser pointer 

 Flipchart markers 

 Tape 

 Scissors 
 
Paperwork 

 Printed handouts (only if previously requested) 

 List of participants 

 Course certificates* 
 

* Only participants who have completed the full course programme are entitled to receive a course 
certificate. 
 

3. Internet access/technical support 
 

A computer with a wired Internet connection and a beamer with a screen will be available in the 
classroom for your presentation. Next to this, Wi-Fi will be available for participants. The access 
code can be found in the Academy booklet. AV support will be available onsite to help you with any 
technical questions you may have. In the event that you experience difficulties with AV equipment 
and/or support onsite, please inform EAIE staff about this so they can help resolve the problem as 
soon as possible. Please bear in mind that the quality/speed of the Internet connection will differ 
from country to country.  

 
4. Catering 

 
Catering for coffee and lunch breaks will be available for both participants and trainers. The 
following schedule will apply: 

 Morning coffee break from 10:30 to 11:00 

 Lunch break from 12:30 to 13:30 

 Afternoon coffee break from 15:00 to 15:30 
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5. Evaluation  
 

Participants 
Prior to the end of the course, all participants will receive a digital evaluation form by e-mail. Please 
keep a five minute time slot open at the end of your course programme, for filling in this evaluation 
form. Participants are kindly requested to fill in the form before leaving.   
 
Trainers 
As mentioned in Chapter 2 of this manual, a PDC member may attend your course as an 
evaluator. He/she will contact you in advance to inform you about this and make joint 
arrangements on how feedback is going to be provided. If you would like to have a meeting directly 
after the course has finished, please don’t forget to schedule in some extra time for this in your 
own agenda.  
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