
 

 
 

Workshop Best Practices & Guidelines 
 

Thank you for being part of the Connecticut Land Conservation Conference, the state’s 
largest annual gathering of land conservationists. Each year, hundreds of participants, 
including land trust staff and board members, municipal leaders, state and federal 
agency representatives, community advocates, and students, come together to learn, 
share, and connect. 
 
Your workshop is an important contribution to this event, and we want to ensure it is 
both engaging and effective. The following best practices will help you plan and 
deliver a meaningful workshop.  
 
Important Dates and Deadlines 
 
January 15, 2027: Finalize any changes to the workshop summary and list of 
co-presenters to be included in the conference program (to be handed out to all 
attendees). Submit bios and headshots for the conference website. 
March 17, 2027: Resources due for posting on CLCC website before the conference. 
Any resources sent after this date will be posted online after the conference. 
March 20, 2027: Connecticut Land Conservation Conference  
 
Getting Started: Planning Your Workshop 
 

●​ Build from Your Summary​
The workshop summary you provided will guide attendees in choosing which 
workshops to attend. Use that summary as the foundation for your workshop 
plan, ensuring that your presentation delivers on what attendees expect. 

 
●​ Focus Your Content​

Attendees appreciate workshops that go deeper into fewer topics rather than 
skimming across too many. Think about the 1–3 key takeaways you want people 
to leave with, and design your workshop around those. 

 
●​ Be Realistic with Time​

Conference workshops are either 45-minutes or 75-minutes long. Avoid 
overloading your agenda and leave time for interaction and discussion. Many 

 

https://ctconservation.org/conference/


 

attendees value opportunities to ask questions, share their own experiences, 
and connect with peers. Please be respectful of time. 

 
Structuring Your Workshop 
 

●​ Start Your Workshop with Your Summary and Participant Goals​
Begin your workshop by briefly restating the summary. This reminds participants 
what the workshop will cover and sets clear expectations. Then, ask attendees 
what they hope to gain from the workshop. If there are specific requests you can 
address within your plan, weave them in; if not, acknowledge that openly so 
participants understand the scope of your workshop. 

 
●​ End Your Workshop with Key Takeaways​

Close by circling back to your workshop summary and highlighting the most 
important points attendees should leave with. Encourage them to reflect on how 
they can apply what they’ve learned in their own organizations or communities. 
If time is short or questions remain, direct attendees to additional resources or 
invite them to connect with you afterward. 

 
Teaching Effectively 
 

●​ Make It Relevant​
Attendees learn best when they see how information applies directly to their 
work. Show how your workshop supports their efforts to conserve land, engage 
communities, manage organizations, or advocate for conservation. 

 
●​ Use Stories and Examples​

Real-world case studies, including successes, challenges, and lessons learned, 
resonate more than abstract concepts. 

 
●​ Encourage Interaction​

Consider group discussions, role plays, problem-solving exercises, or brief 
brainstorming activities. Even in large groups, short peer-to-peer conversations 
create connection and reinforce learning. 

 
Logistics & Materials 
 

●​ Room Setup & Technology​
All rooms are equipped with a projector, screen, laptop access, internet access, 



 

and some adapters. Please bring your own laptop. Tech support will be available 
for any issues that arise. If you require further tech assistance, please let Cristina 
know via email at conference@ctconservation.org ahead of the conference. 

 
●​ Internet Access & Zoom Access​

Conference internet is available. If using online content or video, download it in 
advance. Rooms are equipped with tools necessary for any Zoom access. Please 
make sure Zoom is available on your laptop prior to the conference. 

 
●​ Handouts & Resources​

Materials can be shared with participants online ahead of the conference. If you 
plan to provide handouts, please email them to conference@ctconservation.org 
no later than Wednesday, March 17, 2027, to guarantee that they will be posted 
on the website prior to the conference. Suggested resources include: 

○​ Case studies and sample documents 
○​ Checklists, timelines, and templates 
○​ Maps, charts, or diagrams 
○​ Reading lists or links to useful websites 

 
Presentation Tips 
 

●​ Keep slides clear, simple, and visually engaging. Use large, high-contrast fonts. 
Avoid overcrowding slides with text. 

●​ Face the audience and speak clearly; avoid reading directly from slides. 
●​ Build in time for questions and discussion. 
●​ Avoid acronyms unless explained. 
●​ Share additional resources at the end to support continued learning. 

 
Additional Resources 
 

●​ Accessible Presentations: Speaker Toolkit - This comprehensive guide outlines 
best practices for creating and delivering presentations that accommodate all 
learners and attendees, including those with disabilities. 

●​ Tips for a Memorable 5-Minute Research Presentation 
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