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IMPORTANT INFORMATION FOR WORKSHOP HOSTS

Section 1: Workshop schedule: When and where is my workshop scheduled for and who will
support me on that day.

→ Workshop overview and scheduling
Please have a look at the tables below, find your workshop and identify the room assigned to you. The
legend below will then inform you of the student volunteer who will support you on that day. You will
read more about it in this guide shortly.

Workshop moment 1 - Thursday 19th May, 14:00-15:00
Workshop moment 2 - Thursday 19th May, 15:15-16:15
Workshop moment 3 - Friday 20th May, 10:30-11:30
Workshop moment 4  - Friday 20th May, 13:15-14:15





Student volunteer list assisting your workshop’s room and your session



→ How to get to your room
Once you have identified your room number and assigned assistant you will go together with them to
the selected room number. There is a complete set of maps available both online at our Venue
webpage and at the location. Each room is highlighted with a colour.

Click here to see the full schedule on our website!

Section 2 – Technical things: How do I technically run my workshop?

→ Necessary equipment

Bringing your own laptop represents the easiest way you can start the smart board in the assigned
workshop room via HDMI cable which will be provided on site.

Are you or any colleague leading the same workshop unable to bring your own laptop to connect? Do
not worry! You can bring a USB pen (i.e. USB drive) with your file/presentation or have it ready on a cloud
system (e.g. google drive, iCloud, dropbox, etc.). You will be able to access this by starting the smart
board directly as a PC via an NHL Stenden guest account that will be provided to you or a colleague of
yours leading the same workshop. We made sure that for every workshop at least one of the facilitators
will be provided with such a guest account at the registration moment at the beginning of the Summit
as only one account is needed to log in and run your workshop successfully.

Does it all sound too complicated and abstract at this stage? No worries again! We aim to provide
every workshop facilitator or small group of facilitators for the same workshop with one student
volunteer ready to support you. The student volunteers will make sure:

● you find the right allocated workshop room.
● you can start the smart board in the room and smoothly log in to the provided NHL Stenden

account if needed.
● your audience finds your workshop’s room.
● the first 15-20’ of the workshop (frontal moment, see next section) are recorded.

→ Wi-Fi accessibility
As normally in education institutions across Europe, NHL Stenden University of Applied Sciences relies
on the Eduroam connection. This means that for everyone who has access to this network in their home
institution and country, they will find themselves automatically connected to the venue’s WI-FI
connection.
However, we cannot expect everyone to have access to Eduroam. For those unable to automatically
connect to it, we will provide guest codes at the registration moment at the beginning of the Summit.

https://mentoringsummit.eu/venue/
https://mentoringsummit.eu/venue/
https://mentoringsummit.eu/schedule-2/


Section 3 – Workshop format and structure: What should my workshop entail?

→ Timing
Every workshop is expected to last one hour (60’). To ensure a smooth workshop session for the
audience attending in person, without forgetting about the online attendees, we have ideated and
would like to suggest a general format to run your workshop. The timing division of the 60 mins
available has been thought of three moments. First moment of 15-20’; second moment of 25-30’; and
final moment of 10’. What these three moments should allow the audience to experience and why the
format has been ideated as such should become clear in Format explanation below.

→ Format

▪ 15-20’: Frontal introduction - general presentation that will be recorded by the student
assisting you on the workshop day and will be then uploaded on our online cloud for online
attendees to watch.

▪ 25-30’: Interactive moment - the interactive part with the audience will take place with no
recording in process.

▪ 10’: Networking and closing - in this last moment we would like to encourage you to open
the space up for the audience to pair or group up with someone they have not yet had the
opportunity to connect with, get to know each other, and indeed explore the workshops’
topic together.

Section 4 – Emergency links and contact information

→ Emergency numbers

The emergency team of NHL Stenden has been informed about the visitors and the Summit in general.
In case of serious emergency happening at the location, please call the following numbers listed below
or refer to the European Emergency Line at 112 :

o For building R8, please call: +31 (0)58 244 1234
o For building R10, please call: +31 (0)58 251 2222

→ Important numbers

→ As workshop hosts and facilitators, please save the following contacts as these represent your
referees in the workshop delivery process.

Mattia Troiano +44 7510062279 (Whatsapp only)
m.troiano@mentoringeurope.eu

Szilvia Simon +31 610925655
s.simon@mentoringeurope.eu

For questions on the venue or difficulties in finding the spaces on site, please contact:
Aukje van der Veen +31 6 11 89 20 92

aukje.van.der.veen@nhlstenden.com

mailto:m.troiano@mentoringeurope.eu
mailto:s.simon@mentoringeurope.eu
mailto:aukje.van.der.veen@nhlstenden.com


For questions on your workshop, your assigned room, student assistant, or general enquiries
regarding this guide please contact our Team at summit2022@mentoringeurope.eu or Mattia

Troiano (he/him or they/them) at m.troiano@mentoringeurope.eu
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