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Workshop Panels
PROJECT COMPASS:  Libraries lead the workforce for the 21st Century


The purpose of the workshop’s panel discussion is twofold:

· Introduce workshop participants to agencies in their communities  and increase their knowledge of community resources;

· Improve the panelist’s awareness of library resources, services and programs and provide opportunities for partnership development. 

Tips for Successful Panel Discussion

1. Choose your panelist carefully.  Ask for suggestions from your local library and/or community agencies.  Select panelists that can speak to your selected topic:  unemployment, small business, and/or financial literacy.

2. After the panelist has agreed to participate, follow up with a confirmation email.  The email should include time, place, date and a list of the questions.  Two days before the event send another confirmation verifying time and place.  

3. Make it clear to your panelist what you want the audience to take away.  Develop 3 – 4 questions for them to address in their presentation.  

Sample questions:

Provide a brief overview of how your agency supports individuals in their job search.             What type of partnerships do you have with other community agencies?                                      For what services should libraries refer individuals to your agency?        

4. Give the panelist time limits and stick to them.  (suggestion:  5 minutes)  It is the trainer’s responsibility to manage time.  Tell the panelist you will give them a one minute warning.  

5.  During the panel introduce each panelist with a short bio.  Tell the audience that questions will follow after all panelists have presented their information.  

6. For the Question & Answer session, be prepared to ask a question to get the discussion started.  It is the trainer’s responsibility to manage the Q & A, making sure no one monopolizes the conversation. 

7. When the panel is over thank the panelist.  Sometime participants like to chat individually with panelists – you might build in some time for this.                                                 
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