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EAIE Guest speaker policy 
 

Introduction 

In addition to the two trainers for each course, a third person may assume the role of guest 

speaker to further enrich the experience for participants. When considering a guest speaker, 

please keep in mind the balance between the added value of a speaker versus the entire length 

of the course, and the financial effort made to accommodate this person versus the return on 

investment. 

 

Inclusion criteria  

When determining whether a course needs a guest speaker or not, the following criteria should 

be examined: 

 

Course subject 

Due to the particularity of the subject of the course, is there a need for the opinion of a field 

specialist who would offer deep insights into the subject matter? Insights which the trainers do 

not know and/or cannot convey themselves? 

 

Course content and length 

How is the content of the course structured? What is the volume of content which will be 

presented? Does this volume and the structure of the content itself allow for additional content to 

be included without overcrowding or steering participants away from the main learning objectives 

of the course?  Is the course long enough to allow for an additional person to be included in the 

programme and present additional information? Will any other essential information be left out 

due to lack of time? 

 

Delivery method 

Please consider all methods of delivery for the guest speaker’s presentation. Is it necessary to 

have the guest speaker present onsite in the training course or can knowledge be shared by 

using delivery methods other than a face-to-face presentation?  

 

Expertise of trainers / guest speaker 

Will the guest speaker provide a unique point of view due to the particularities of his/her local 

expertise, or geographical location? Or do the trainers themselves already hold the necessary 

expertise to train on this topic? What is the added value of the guest speaker? 

 

Costs 

What are the costs involved in adding a third person to the training staff for one course? Do 

these costs balance out the benefits? Is the guest speaker local or from another geographical 

location?  
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Role of a guest speaker 

When a training course is accepted, the fundamental assumption is that the two trainers are 

highly qualified to train on the subject matter of their course, and possess all necessary 

information and skills to deliver excellent quality to the course participants. 

 

Therefore, the purpose of a guest speaker should be to provide exceptional and/or unique 

additional insight into a key course topic, of which the participants could not otherwise know. In 

other words, the course would be incomplete without the input of the guest speaker. 

 

The unique character of this participation would be based on either the specific/local character of 

the information provided by the guest speaker or, otherwise, the specialised knowledge that the 

guest speaker possesses obtained through own research or personal experiences.  

 

In this role, a guest speaker can take a maximum of three hours (one afternoon of an EAIE 

Academy training course) to present this information to participants. The guest speaker does not 

act as a third trainer in the course, but rather supplements the information presented in the 

course. 

 

Responsibilities of a guest speaker 

The guest speaker shares the responsibilities of a course trainer for the duration of his or her 

involvement in the training course, and is expected to operate within the following framework: 

 

Preparation 

The guest speaker is not involved in the curriculum development of the training course but is 

only responsible for the preparation of his or her own presentation in consultation with the 

course trainers. The guest speaker is expected to prepare the presentation within the agreed 

timelines and provide the EAIE Office with the materials which will be used during the course, 

such as handouts and PowerPoint presentations (if applicable). 

 

Detailed guidelines regarding preparation and delivery shall be made available to the guest 

speaker by the EAIE Office in due time. 

 

Delivery 

The guest speaker is expected to be present in the (online) course room for the entire duration 

of the module he or she is leading. The delivery should follow the EAIE principles of interactivity 

and intercultural sensitivity. 

 

Evaluation 

Both the module and the guest speaker will be evaluated as part of the EAIE Academy course 

evaluation process, as established by the PDC. The guest speaker will provide feedback to the 

EAIE Office in the same way as a trainer does following the delivery of an Academy course. 
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Practical arrangements 

The guest speaker must sign a speaker agreement for the course delivery with the EAIE and 

can expect to receive timely instructions from the EAIE Office on practical matters. The EAIE will 

pay the guest speaker a fee of €100 per hour, with a maximum of €300. 

In addition, the EAIE will cover costs for travel and accommodation. An expense claim form for 

reimbursement can be downloaded from the Training Resource Page, and should be returned 

within four weeks of the training activity. Please note that reimbursements are on the basis of 

original receipts only. A daily allowance is not applicable.  

Please be aware that the EAIE will only cover the following costs:  

• Accommodation of reasonable price for the duration of the training activity, including one 

night prior to the activity;  

• If travelling by car, the EAIE will cover €0.19 per kilometre;  

• Travel costs based on one reasonable economy flight or second-class rail fare;  

• Second-class public transport or airport shuttle if public transport is not available;  

• Reimbursement of meals on receipt in cases when official meals have not been arranged 

(ie dinners and lunches provided).  

The EAIE will not reimburse additional costs that are not line with these conditions. 
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