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EAIE Webinar policy  
 
1. Roles and responsibilities of all stakeholders 
 

1.1 Professional Development Committee 
The Professional Development Committee (PDC) is responsible for the overall composition of the 
Association’s Professional Development Programme including strategic planning, innovation and 
quality assurance. All activities run under the EAIE brand must have prior approval from the PDC.  
 
1.2 Expert Communities 
The PDC relies on the knowledge and expertise within the EAIE’s Expert Communities and works 
in close cooperation with these groups on the development, delivery and quality assurance of the 
EAIE’s training activities.  
 
1.3 EAIE Office 
The EAIE Office manages all aspects of the programme and is the main contact for all 
stakeholders. The EAIE Office prepares and implements the policy decided by the PDC.  
 
1.4 Contributors  
Each webinar is developed and delivered by a team of two presenters1. Together, they are 
responsible for the development and delivery of the online presentation. The presenters work in 
close cooperation with the EAIE Office and may appoint one main contact. However, all sessions 
need to be attended by both presenters to make sure the webinar is delivered smoothly on the 
day.  
 

2. Agreements and fees 
Each presenter must sign a webinar agreement with the EAIE once their webinar has been 
approved. This agreement will stipulate the responsibilities and obligations of the EAIE and the 
presenters, as well as the fees. The agreements are in accordance with the EAIE Code of conduct 
as well as Terms & Conditions.  
 
2.1 Fees 

Presenters will receive remuneration of €200 per webinar (€100 for development and €100 for 
delivery). 
 
 

3. Cancellation 
 

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

                                                   
1 Proposals for individual presentations will be taken into consideration, however are subject to a high level 
of expertise, proven online presentation skills, and subject matter relevance.  
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3.2. Cancellation of a webinar  
A webinar may be cancelled if the number of registrations is so low that the quality cannot be 
guaranteed. The EAIE Office will work proactively in order to avoid the cancellation but reserves 
its right to cancel a webinar up to 48 hours in advance. 
 
In case of an event cancellation or unavailability of a presenter, part of the remuneration allocated 
for webinar preparation can be reimbursed, but only if the presenter makes his or her course 
materials available to the EAIE and the replacement presenter.  
 

4. Marketing and branding 
 
4.1 Webinar materials 
The EAIE Office has developed certain templates to strengthen the brand of the EAIE and the 
event products, which can be downloaded from the Trainer Resource Page. All materials used 
should include the EAIE’s branding.  
 
The addition of promotional literature about your institution in the webinar material is strictly 
prohibited. Should your organisation wish to have promotional presence at the course, please 
contact the EAIE Office. 
 
4.2 Marketing 
The EAIE Office establishes an overall marketing plan for the EAIE Webinars. The presenters are 
invited to provide suggestions for further promotion of their webinar and 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 presenters, however, are 
welcome to promote the EAIE Webinars within their own networks. To avoid overlap and to keep 
an overview of all marketing activities, it is mandatory to inform the EAIE Office about any 
promotional ideas beforehand. If needed, the EAIE Office can provide a media kit to third parties.  
 
4.3 Social media 
If you have accounts on the social media platforms mentioned below, you are encouraged to:  

 Initiate discussions in the EAIE LinkedIn group after the webinar takes place.  

 Retweet the webinar hashtags.  

 Comment on webinar related posts on LinkedIn and Facebook.  

 Provide the EAIE Office with teaser articles for the blog so that your webinar can be 

promoted more effectively.  

 Once you have written a blog article, post it on your social media channel. 

5. Quality assurance and evaluation   
The PDC is responsible for the quality assurance of all professional development activities. The 
EAIE currently uses the following tools to monitor the quality of its events:  
 The webinar proposal will be reviewed and approved by the PDC before the live webinar takes 

place. 

 Presenters should attend an online preparation session before their first live webinar.  

 A practice session will be held with the presenters and host before each live webinar.  

 A survey will be sent to participants after each webinar. The survey will measure the perceived 
quality of the webinar. 

 Presenters will be able to give their feedback on the webinar experience through an online 
survey. 
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