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NJLA Statement on Professional 
Development 

 
NJLA Statement on Professional Development 

 
"The library is a growing organism"  ~S.R. Ranganathan 

 
The finest libraries are learning organizations that support and encourage opportunities for staff to grow 
and develop. The changing and increasing expectations of patrons require a library staff that continues 
to be competent, current and customer-focused. This can only be achieved through professional 
development, which is critical to revitalizing the skills and energies of librarians as they work with 
colleagues and patrons.  
 
Professional development is an ongoing process that comprises the sum total of formal and informal 
learning experiences throughout one's career. It may include a wide variety of activities that enhance 
professional performance and personal growth, including:  

• attending workshops, classes and conferences;  

• actively participating in professional organizations;  

• presenting workshops and programs at conferences;  

• contributing articles and reviews to the professional literature;  

• reading professional and other pertinent literature to stay current;  

• communicating with or visiting other libraries and librarians;  

• and pursuing ancillary studies that strengthen our skills as librarians.  

 
The New Jersey Library Association recommends that all librarians be proactive in planning and 
pursuing their own path of professional development. The Association also encourages library boards 
and administrators to provide funding and programs that will allow librarians in New Jersey to have 
continued growth throughout their careers so that our libraries remain institutions of excellence.  
 
Submitted by the NJLA Professional Development Committee & Approved by Executive Board, January 2002  
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Introduction 
It is the policy of NJLA to encourage workshop presentations sponsored by Sections, Committees and 
Roundtables. Workshops are educational opportunities for librarians and also provide a source of revenue for 
the Association.  NJLA workshops can be co-sponsored by two or more Sections, Committees or 
Roundtables. This is an excellent way to increase attendance and to share workshop responsibilities.   

This publication is designed to provide NJLA members with a comprehensive guide to all the information they 
might potentially need to plan, promote and conduct a successful professional workshop in New Jersey.  It 
also includes forms and procedures necessary to the NJLA business office.  This manual has been designed 
with the novice workshop organizer in mind.  Members with more experience in organizing workshops will 
not need all the information contained herein, but there are tips, ideas and suggestions in every section that 
they can use.  There is something for everyone. This publication provides guidance for NJLA Workshops.  
Program proposal forms and instructions for the NJLA Spring Conference will be posted on the NJLA 
website every fall. 

Message from the Executive Director 
The work of our Sections, Committees and Roundtables is the foundation of NJLA.  Programs throughout 
the year permit NJLA to be a visible and vibrant organization.  The expertise of our members working in 
specific areas allows NJLA to continue its unique role as the “Voice of New Jersey Libraries and Librarians.”  
Providing quality continuing education opportunities is a vital role for NJLA.  Quality programming permits 
our members to: 

• explore new trends in library service 
• share best practices and experiences 
• offer assistance to our colleagues 
• respond to critical issues within the profession 

 
I commend the NJLA Professional Development Committee for creating this wonderful Workshop Planning 
document.  It is an outstanding publication that will assist our members in providing excellent continuing 
education programs. 

Pat Tumulty, NJLA Executive Director 
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Content 
Fill out the NJLA Workshop Worksheet (Pages 15 - 16) once the basic topic and workshop format have been 
decided. The Workshop Worksheet also assists with estimating costs and setting registration fees.  This must be 
submitted to the NJLA office for approval before you can confirm any other workshop arrangements.   

Select Topic   
Your first consideration in topic selection is “Does it relate to the goals and objectives of NJLA’s current 
Strategic Plan?”  Your second consideration is “Has it been done before in New Jersey?”  A workshop 
should provide fresh ideas and current topics.  In addition, the NJLA Professional Development Committee 
has developed core competencies for librarians in a variety of areas.  The Strategic Plan and Core Competencies for 
Librarians can be found at http://www.njla.org.  These considerations, publications and other needs 
assessment tools should be used to develop NJLA workshops.  

What comes first, the chicken or the egg - the speaker or the topic?    It doesn’t matter. Your reasons for 
presenting a particular workshop should be compelling and clear.  The subject needs to be informative, topical, 
practical and above all applicable to the membership’s current continuing education needs. 

Select Speaker(s)   
You can find a speaker in a number of ways:   

• Personal witness/experience 

• Word of mouth or reputation 

• Reading professional literature   

• Speaker advertising 

• Solicited or unsolicited workshop proposals   

Unless you have previous, personal workshop experience with a speaker, a speaker’s qualifications should be 
thoroughly checked.  Not all experts can present a workshop and not all presenters have the expertise you 
need.   Investigate even those you have seen in person.  The actual workshop is only one aspect of a presenter.  
You need to know the speaker’s communication and negotiation styles. Are they easy to make travel 
arrangements with?  Are they willing to adapt to your needs?  Speak with more than one previous client.  Talk 
to both the workshop organizer and at least two participants who attended the program.   

Here is a list for you to consider and use when speaking with a potential workshop presenter: 

• Discuss the proposed workshop topic 
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• Inquire about speaking fee and other expenses 

• Request a resume or vitae that includes references 

• Ask for copies of evaluations from a recent workshop on your topic 

• Ask the speaker for a workshop proposal/description that includes: 

1. An audience statement 

2. Workshop goals and objectives.  The objectives must be measurable and finish the 
statement “By the end of this program, participants will be able to…” 

3. Topics covered (with time estimates for each) 

4. Types of learning activities 

5. Kinds of training aides used and types of equipment needed 

NJLA policy does not permit payment or reimbursement to NJLA members or to New Jersey 
librarians for presenting a program or workshop. 

Plan Length of Workshop 
The subject material to be covered and types of activities used will usually dictate the length of a workshop.  
Plan time (half hour) for registration and morning coffee.  Other factors for starting and stopping times are 
attendee travel time, traffic and hours the hosting library is open. Keep in mind that you will always have some 
participants that say a half-day is too short and others that a whole day is too long.  Generally a half-day 
program should be 2-3 hours long and include a break.  A whole day should be 5-6 hours long, including two 
breaks and lunch.   It is suggested that daylong programs end by 3:30 pm. 

Plan Date 

Check your date as soon as possible with the NJLA office.  The NJLA office keeps a master calendar of 
the association’s activities and there is a Calendar listing events on the NJLA web site.  NJLA does not 
like to have two major programs during the same week.  To further avoid other date conflicts that may 
affect attendance, you may want to check the continuing education calendar of the Regional Library 
Cooperative office for the area where you intend to host the workshop.  Be sure to consider major 
government and religious holidays and dates of professional conferences, such as ALA.  Also select a 
snow date, if you are holding a program between December and March.  Give yourself enough time to 
plan and execute your arrangements, and market the program.  Preparing a workshop takes more time 
than you realize.  Three or four months are usually the minimum amount of time you will need. 
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Pick a Workshop Title 
Pick a title that is eye catching and interesting. It should connect the audience to the topic and capture 
attention.   Develop at least three possibilities, get feedback and then make a final decision.  

Evaluation Planning 
Every continuing education activity should have an evaluation component.  The success of a workshop is 
measured in how much “transfer of training” has taken place.  A template for an evaluation form can be found 
at the end of this publication. 

Workshop Activities 
Every workshop should incorporate a variety of learning activities that take into consideration basic adult 
learning principles (see below) and different types of participant learning styles.  Many experienced and 
effective presenters will include icebreakers, handouts, small group activities and business games, and use a 
variety of training methods (group discussion, role-play, case studies…).  They will select what works for their 
subject and program length. Be sure to discuss these with your speaker in advance.  You can then be prepared 
to assist and make sure the right training equipment and materials are available.  As program hosts, consider 
incorporating some fun into the day. Use music before the program, at breaks and afterwards.  Have some 
door prizes.   
 
Some Basic Adult Learning Principles: 
 

1. Concentrate on “Real World “ situations 
 

2. Emphasize how learning can be applied 
 

3. Allow debate and challenge of ideas 
 

4. Treat learners like adults 
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Logistics 

Registration 
• Based on workshop content and size of meeting room, set the maximum number of 

registrations. 
 

• Include a registration form and instructions on the flyer. 
 

• All registration forms are to be sent to the NJLA office.  NJLA staff will provide you with a 
list of participants who have pre-registered.  NJLA staff will also indicate if anyone is going 
to give you a check at the meeting.  

 
• Bring several copies of the flyer/registration form to the workshop to use as receipts.  

 
A checklist of what you need to bring on the day of the workshop is included in this publication. 

Location 

Pick a location and verify date and time with the hosting library. It is very important to visit the site in-
person.   

 
Host Library Meeting Room Criteria: 

 
• Correct type of room:  auditorium, traditional classroom, electronic classroom 
• Reliable Internet connection that you have tested yourself, if applicable 
• Correct software (including correct version) available, if applicable 
• Sufficient size room to comfortably hold participants and catering 
• Availability of a podium and microphone 
• Enough room for luncheon food setup – ideally another room 
• Sufficient tables for participants, presenters, equipment and food 
• Comfortable seating 
• Good lighting 
• Easy access from a major highways or major roads 
• Ample parking 
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Host Library Responsibilities: 

 
• Provides meeting room, tables and chairs 
• Appoints a staff liaison to NJLA sponsoring Section or Committee 
• Arranges for early entrance of NJLA representative, speakers and morning caterer 
• Sets up room according to provided specifications 
• Makes sure meeting room is clean and ready for use 
• Provides setup of any requested host library equipment 
• Provides adequate trash cans 

Presenters 
Once you have decided on a speaker, negotiated his/her fee and travel reimbursement (if applicable), and 
received NJLA approval for your program, you need to do the following: 
 

• Discuss with presenter(s) the details of the program, meeting room arrangement and equipment 
needs. 

• Decide who will make travel arrangements, including airline and hotel reservations. 
• As soon as possible, send speaker a confirmation letter, along with an official NJLA Letter of 

Agreement form. The letters must include all program and travel logistical details.  When it is 
ready, send the speaker a copy of the program flyer.  Reconfirm all arrangements with speaker 
one week before program.   

• Make sure you have exchanged work and home contact information. 

Catering 
Do not underestimate the importance of food and drink to workshop participants!  The quality and sufficient quantity 
or lack there of can make or break a workshop.  Find a good, reliable, proven caterer and arrange for 
refreshments.  Here are some things to consider when choosing a menu: 
 

• Coffee arrangements should include decaffeinated coffee and hot water for tea.  
• Include bottled water, diet and caffeine free soda in the beverage list.  If you have a daylong 

program, arrange for fresh coffee in the afternoon with additional bottled water.   
• If you are providing lunch, be sure to include a vegetarian food selection (i.e., grilled vegetable 

sandwiches, salads without fish or meat). Include fresh fruit in the dessert course.   
 
Even the best caterer will often not provide enough cups, napkins or milk for coffee.  You may wish to 
bring some backup supplies, just in case. 
 
You need to consult with the NJLA office about how to arrange payment for catering.  They will take 
you through the process and give you the details.  NJLA has established relationships with several 
caterers.  A list of these and other caterers is located at the end of this publication. 
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Meeting Site 
Confirm with the host site the number of people, chair and table setup and room arrangement (don’t 
forget catering setup), trash removal and time you can get into the building (for morning workshops).  
Get home phone number of library contact person, as well as a number in the building that will be 
answered even if library is not yet open. 

Training Aids & Equipment 
Arrange for any training aids speakers may need (flipchart easel, pads, markers, paper tape, overhead 
projector, projection screen, VCR, TV, microphone, podium, podium light, laptop, data projector, 
extension cords, surge protectors, duct tape, etc.) 

Handouts  
Handouts are usually prepared and reproduced by members of the sponsoring committee.  If 
professional printing is required, the cost needs to be factored into the expenses on the Workshop 
Worksheet.   The following is a handout “to do” list: 
 

• Prepare agenda sheet. 

• Prepare speaker biography and contact information sheet (nice touch, but not required). 

• Prepare continuing education certificates.  (for school media specialists) 

• Prepare and include an evaluation form. 

• Set deadline for receiving presenter’s handouts. 

• Set deadline for duplicating handouts. 

• Produce extra copies of everything. 
 

• Assemble handouts, folders, etc.  Use a variety of bright colors. 

Nametags 

Nametags that include the first and last name of the participant, along with their library affiliation, are a 
warm and welcome touch.  It helps the speaker interact with the audience and aids with networking.  
Plan for the printing of nametags for participants and speakers.  The NJLA office does not provide 
nametags.   Get the registration list from the NJLA office and arrange for nametags to be printed by a 
member of the sponsoring committee.   It is suggested that a LARGE SANS SERIF FONT such as 
Arial be used and the first name made as large as possible. 
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Breakout Sessions 
If your workshop will use breakout sessions, you will need to consider their logistics.  You will need to 
arrange for any equipment or materials necessary (flipchart easels and pads, tape for posting filled sheets, 
markers, pens, etc.).  Each breakout session will need a Facilitator and a Recorder.  They will need 
printed instructions and details on the breakout session’s purpose and goals. 

Action Plan 
Once you have decided on the workshop topic, selected the presenter(s), selected the place, date and time, you 
may wish to draw up an Action Plan.  There are a lot of details that go into hosting a successful workshop.  A 
well-crafted Action Plan, used in conjunction with a timeline (a Timeline Checklist is included in this manual), will 
make sure you leave out no details.  The assignments and duties will be divided up among your committee 
members.  You will need to keep track of the tasks and the status of the assignments:  what, who, when, and 
any notes or feedback you receive.  This can be drawn up simply on paper with columns and headings.  (An 
Action Plan template is included this manual.)  Keep the plan in the notebook or folder that contains all the 
information you are using to plan your workshop. 
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Promotion 
Your program is an opportunity to promote your section or committee, involve new people in your group and 
make people aware of the good work that your are doing.  It also promotes and represents NJLA.  Be sure to 
announce other programs, mention plans for sponsored programs at the annual conference and distribute 
flyers with your next meeting date. Likewise, at sponsored programs at the annual conference you should 
announce other workshops and meetings. 

Branding 
Brand everything with the NJLA logo.  The NJLA logo needs to be used on all materials associated with the workshop.  
An NJLA logo that can be downloaded in a variety of formats or fonts will be available in the NJLA website.  

Flyers 
 

• Send workshop information to NJLA for inclusion in calendar, web site and for posting on 
listserv.  You can also request other organizations, such as EMAnj, SLA and the Regional Library 
Cooperatives, to post the information.    

 
• Create the flyer.  (A Flyer Template is included in this manual.)   

 
- Include title, where, when, what and the NJLA logo.   
- Include beginning and ending times and the day of the week with the date (Monday, November 

18, 2002).  
- Give details including what audience the program is aimed at and what participants will learn.   
- Give details on how to register, the registration fees and the deadline.  
- Include a Registration form and ask for work and home telephone numbers. 
- Have all checks or purchase orders made payable to “NJLA” and send to the NJLA office 

(Box 1534, Trenton, NJ 08607).   
- Give a contact name and phone number for answering participants’ questions about 

workshop content.  
- Include directions and/or map to the meeting site and instructions of what to do in case the 

meeting is canceled or postponed because of weather.  
 

• Send finished flyer to NJLA office.   
 

• Put in sponsoring section’s newsletter, if available.   
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Signage  
 
Signs, signs, signs!  Identify the program with a welcoming sign on the entrance to the library.  Include the 
NJLA logo for easy identification.  Note the room and use additional signs with arrows, if needed.  These can 
be easily created using Microsoft PowerPoint or Publisher. 
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WORKSHOP WORKSHEET   
(Must be submitted to NJLA office for approval.)  

I.  Basic Information  
A. Sponsoring Group:  

B. Contact Name and Phone Number:      

C. Topic:    

D. Location:     

E. Date:      

F. Snow Date (if applicable):     

G. Time:     

H. Target Audience:     

I. Expected Attendance:    

J. Registration Limit:       

II. Costs          
A. Publicity and Mailing 

• Flyers-design and printing (if not done by committee)     _____ 

• Mailing – flyers may be included in the NJLA Newsletter     _____ 

B. Speakers 

• Honorariums, if necessary (NJLA members are NOT reimbursed)   _____ 

• Travel, lodging, meals         _____ 
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C. Food and Beverage Service 

• Morning coffee and refreshments (per person x attendance expected)      _____ 

• Lunch (per person x attendance expected)      _____ 

D.  Program Expenses 

• Printed agenda/handouts        _____ 

• Registration materials         _____ 

• AV/computer rental         _____ 

E.  Other- including contingencies                     _____ 

 

           TOTAL COST _____ 

III. Registration Fee Formulas 
Member fee = total costs/expected minimum attendance + $5       _____ 

Non-member fee = member fee + 50%        _____ 

NJLA student member = 50% of the member fee        _____ 

Student not a member of NJLA = 50% of the non-member fee     _____ 

Note:  All workshop costs are paid by NJLA.  Promptly send bills to the NJLA office for 
payment.  Please include receipts.  Profits accrue to NJLA.  If registrations do not cover 
costs, the program should be canceled. This should be discussed with Executive Director. 

IV. Association Assistant and Approval 
A. Check with the Executive Director well in advance to make sure your date and place are available 

and appropriate. 

B. Send a copy of your cost calculations to the Executive Director for approval before making up flyers. 

C. Keep a record of expenses/receipts and send a copy of the final record to the Executive Director. 
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CHECKLISTS, TEMPLATES AND OTHER 
HELP 

Timeline Checklist 
 

8 Weeks before Program 

 Distribute flyers 

 Post on NJLA listserv  

 Distribute assignments to committee members 

 Arrange for short speech of welcome from host library director or other representative 

4 Weeks before Program 

 Order refreshments 

 Speak with presenter(s) and review final details 

 Ask presenter(s) for introduction/biographical information 

 Begin preparation of handouts and packets for participants 

 Confirm all arrangements with host library 

 Confirm all equipment arrangements 

 Confirm all equipment is in working order 

 Confirm Internet access, if applicable 

2 Weeks before Program 

 Check registration total  

 Cancel program, if minimum registration is not reached 
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 Remind everyone of his/her assignments 

 Check that all handouts have been received and duplicated 

 NJLA office prepares Registration List  

 Send list of participants and what library they are from to the presenter 

 

1 Week before Program 

 Give final count to caterer 

  Print nametags

 Complete all information packets 

 Receive and arrange all registration material  

 Make final confirmation with presenter 
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Day of Workshop Checklist 
 

 Arrive at host library at least one hour before workshop begins 

 Make sure room and equipment arrangements are in order 

 Make sure morning caterer arrives and coffee is ready 

 Set up signs 

 Set up registration table 

 Keep tally of participants and any no-shows 

 Start the program on time 

 Welcome participants and promote your Section or Committee 

 Introduce any special guest(s) 

 Introduce presenter(s) (see “How to…” section below) 

 Distribute information packets 
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After the Workshop Checklist 
 

 Total attendance and return registration information to NJLA office  

 Mail any checks you receive to the NJLA office immediately after the meeting.  NJLA staff 

will follow-up with anyone who has not paid 

 Give immediate feedback to presenter(s) 

 Collect and analyze evaluations. 

 Send copies of evaluations to presenter(s) 

 Send thank you letters to presenter(s) and to hosting library 

 Write up a report of program and send copies to appropriate people 

 Send copies of flyer, handouts, etc. to NJLA office “Attention: Archivist” 
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Materials and Equipment Checklist  
 

 Cell Phone 

 Class list 

 Printed nametags 

 Extra blank name tags 

 Pens, pencils, markers, paper 

 Evaluation forms 

 Catering contact information 

 Trainer contact information 

 Handouts, registration materials, etc. 

 Equipment and other training aides (as appropriate): 
 

 
 flipchart easel(s)  __________ 
 flipchart pads  __________ 
 flipchart markers  __________ 
 craft supplies   __________ 
 overhead projector  
 data projector  
 projection screen  
 laptop  
 ethernet/network card  
 surge protector strip  
 electrical extension cord  
 long monitor cord  
 duct tape  
 paper tape  
 TV/VCR  
 microphone  
 podium  
 podium light  
 scissors  
 long network or telephone cords  
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Action Plan Template 

Tasks/Assignments Who Date Due Comments 
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Flyer Template 
 

 

New Jersey Library Association 

Those Dark Hiding 
Places: 

 The Invisible Web 
Revealed

Back by popular demand from 
presenter Robert J. Lackie of 

 

Learn how to access the Web’s hidden content!  
 
Many popular search engines boast about their ability to index information on the Internet, but more and 

more of the Web is not accessible to their software spiders and crawlers.  Learn about the directories, 
searchable sites, free Web databases, and the many specialized search engines you can use to reveal the  

secrets of those dark hiding places. 

DATE:   Thursday, April 24, 2003 
 

TIME: 1:30 p.m.- 4:30 p.m. 
  (Sign-in & coffee at 1:00 p.m.) 
 
PLACE: Morris County Library, 
  Meeting Room  
 

COST: Members:  $15.00 
  Nonmembers: $22.50 
  Students:  $7.50 
 
MAXIMUM REGISTRATION:    50 

REGISTRATION INFORMATION: 
  R E G I S T R A T I O N  D E A D L I N E :  T H U R S D A Y ,  A P R I L  1 0 ,  2 0 0 3  

Complete the registration form on the back of this flier and send it to NJLA.   

  In case of inclement weather,… 
(fill in your arrangements) 
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LETTER OF AGREEMENT 
BETWEEN 

THE NEW JERSEY LIBRARY ASSOCIATION 
AND 

(Presenter/Instructor’s Name) 
 
This is an agreement between the NEW JERSEY LIBRARY ASSOCIATION, with offices at Box 1534, 
Trenton, NJ  08607, hereinafter referred to as NJLA, and (NAME AND ADDRESS OF INSTRUCTOR). 
 
This Letter of Agreement covers the activities associated with (NAME), program entitled, (TITLE) scheduled 
for (DATE) at (MEETING LOCATION). 
 
Please provide the following information: 
 
Name: 
Street Address: 
City, State, Zip Code: 
Day Phone: 
Evening Phone: 
Cell Phone: 
Social Security Number (Tax Purposes): 
 
In Case of Emergency, the Name and Phone Number of whom you want notified: 
 
 
Now, therefore, NJLA and (NAME) agree as follows: 
 
(NAME) will: 
  

1. Prepare and present a (AMOUNT OF TIME) presentation on (TITLE) at the above date and remain 
for questions and answers.  The program begins at (TIME) and the presentation concludes at (TIME).  

2. Submit an outline of the presentation to (PROGRAM ORGANIZER OR EXECUTIVE DIRECTOR) 
at NJLA by (DEADLINE DATE) for review.   

3. Make revisions to the presentation if recommended by NJLA staff.   
4. Meet the following educational outcomes: 

•  
•  
•  

5. Approve a draft of any promotional literature or information. 
6. Presentation materials to be copied must be received at NJLA no later than two weeks prior to the 

presentation.  
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7. Provide NJLA staff with any audio-visual, software and technology needs, and other special 
requirements, for the presentation, at least three weeks prior to the presentation. 

 
NJLA will: 
 
1. Pay (NAME) a fee of (AMOUNT) for the workshop. 
2. Pay (NAME) (AMOUNT) for travel expenses and mileage. 
3. Manage attendee registrations and confirmations for the presentation. 
4. Provide a list of registrants to (NAME) one week prior to the presentation. 
5. Be responsible for the creation of nametags for attendees. 
6. Provide any copying necessary for material used in the presentations.  The materials to be copied must be 

received at NJLA no later than two weeks prior to the presentation. 
7. Work with speaker to determine and implement any appropriate audio-visual, software and technology 

needs, and other special requirements, for the presentation. 
8. Provide travel directions to the facility for the speaker and attendees. 
9. Have staff present during the presentation including introductions, breaks, and the conclusion of the 

presentation. 
10. Create and provide evaluation forms to obtain feedback, evaluations and suggestions from presentation 

attendees.  Will provide (NAME) with copies of the evaluation forms and/or a tabulation of the 
evaluations within 30 days after the presentation. 

 
NJLA and (NAME) also agree as follows: 
 
1. If, one week before the date of the presentation, less than (AMOUNT) people have registered for the 

session, NJLA will consider cancellation of the program.  If the program is canceled, (NAME) will be 
notified and the payment for the session will be canceled. 

2. Any changes in this Letter of Agreement between NJLA and (NAME) must be agreed to in writing by 
both parties. 

NJLA policy does not permit payment or reimbursement to NJLA members or to New Jersey 
librarians for presenting a program or workshop. 

 
 
             
Pat Tumulty, Executive Director     Date 
New Jersey Library Association 

 
             
(Name)         Date 

(Position and business name) 
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NJLA Program Evaluation Form  

Workshop Name:  

Instructor:  

Meeting Location:  

Program Date:  
 
Please respond by circling the applicable number below (left to right): 
 

  

  
1. The program met my expectations as described in the  

 flyer. 
  

2. The time allotted for the program was adequate for me. 
  

3. Program objectives were explained clearly and concisely.  
  

4. The presentation was well paced and understandable. 
  

5. The instructor exhibited a comprehensive knowledge of  
 the subject. 
  

6. Questions were encouraged, and were answered fully. 
  

7. The meeting facilities were adequate and comfortable. 
  

8. All equipment worked properly. 
  

9. Comments and suggestions: 
  

  

  

10. What topics would you suggest for future NJLA workshops? 

  

  

 
11.  Circle type of library you work in:       Academic        Public        Corpor

 
PLEASE RETURN YOUR EVALUATION FORM BEFOR
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Disagree 
Strongly 

 
Disagree 

 
Agree 

Agree 
Strongly 

    
    
1 2 3 4 
    
1 2 3 4 
    
1 2 3 4 
    
1 2 3 4 
    
    
1 2 3 4 
    
1 2 3 4 
    
1 2 3 4 
    
1 2 3 4 
    

ate/Special         School         Institutional 
 

E LEAVING -- Thank you! 



 

List of Troubleshooting Tips 
What can go wrong? Anything can and something usually does.   You can handle it, especially if you are 
well prepared and organized. 
 
Problems usually fall into one of three categories and you should try and make some backup plans 
for the following: 

People problems – presenter delayed, sick or no show; key member of committee is delayed, sick or no show; 
hostile audience member; health emergencies.  

Technology problems - equipment breaks down or not available as promised; Internet connection doesn’t 
work; electrical outlets are far away and there are no extension cords; software version conflicts; lighting is bad. 

Logistical problems – bad weather; no caterer; insufficient tables/chairs or no table/chairs provided; handouts 
are missing.    

Tips: 
 

 BE FLEXIBLE!   
 

 Don’t panic and you will find an alternative way of handling any problem. Almost any logistical 
problem can be solved with a phone and a credit card.   

 
 If the workshop requires Internet access, you must visit and test all connections with the 

equipment that will be used that day.  Do not rely on second or third party assurances that your equipment 
will be compatible with another network. Test all equipment (your own or the site’s) and connections at 
the meeting site at least two days before workshop.    

 
 Never trust a promised Internet connection in a hotel.  The promises will have been made with 

the best of intentions, but hotels are in the lodging and food business, not the technology 
business.  Few hotels have a computer technician on staff designated to assist with the programs 
or meetings that they are hosting. 

 
 Be sure your speaker(s) have backup plans for anything that requires computer/Internet technology or 

special equipment.  Technology can blow at any seam. 
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How to Introduce a Speaker 
 

Start the program on time.  Keep the welcome to the group, announcements and introduction of any special 
guests short. Keep the focus on the speaker and workshop content.  The introduction of the speaker needs to 
be short and to the point. 

You will have already determined the need for this program and requested and received a curriculum vitae or 
other biographical material from your speaker.  Now you need to write the introduction.   

Use the following three simple steps and you cannot fail to deliver a short, effective introduction: 

Step One: You must sell the audience initially on the fact that the subject is of utmost importance.   

Step Two: The subject is of great and particular importance to this audience. 

Step Three: The speaker is especially qualified to speak on the subject.  

Stay at the podium, your place on stage or at the front of the room until the speaker comes up to speak. 

Deliver an introduction that covers these three points in a clear voice and enthusiastic manner, and the speaker 
and audience will be eternally grateful to you. 
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List of Caterers 

 

The following list of caterers is supplied to you for your convenience.  It is a partial list of some of the 
catering businesses in New Jersey and does not constitute an official NJLA endorsement.  Remember to 
consult the NJLA office for billing and payment procedures. 
 
North    
 First Avenue Deli  Cutting Board Caterers 
 36 1st Ave.  349 Route Nine South 
 Denville, NJ 07834  Ashley Plaza 
 (973) 627-1776, Fax 973 627-3773  Manalapan, NJ 07726  
    (732) 536-1400, Fax (732) 536-2007  
 House Party, Inc.   
 3535 US Highway 46  Heavenly Ham 
 Parsippany, NJ 07054   Galleria Shopping Center 
 (973) 538-6560, Fax 973 263-6133  Route Nine North,  
   Manalapan, NJ  07726  
 Market Basket  (732) 303-6377, Fax (732) 303-6340 
 813 Franklin Lakes Rd.  (And other locations around the state) 
 Franklin Lakes, NJ 07417  www.heavenlyham.com   
 (201) 891-2000, Fax (201) 891-7124    
 1-(888) 4MB-FOOD  Twin Oaks Caterers 
 www.marketbasket.com  287 Old Bridge Turnpike  
   East Brunswick, NJ 08816  
 T&L Catering   (732) 238-4600 
 85 West Main Street  www.twinoakscaterers.com 
 Rahway, New Jersey 07065   
 (732) 381-1119, 1-(800) 953-1189 South  
 www.tlcatering.com   Alexa's Kitchen 
   722 Mantua Pike (Rt. 45) 
Central   Woodbury Hts, NJ 08097 
 Cranbury Gourmet  (856) 845-6800 
 8 Public Rd.   
 Monroe Township, NJ 08831  Elite Catering 
 (609) 655-0134  Preston Avenue 
   Voorhees, NJ 08043 
 Creative Caterers  (856) 216-0004, Fax (856) 216-7595 
 Middlebrook Plaza  elitecatering@comcast.net 
 1502 Highway 35  www.elitecateringcoliseum.com 
 Ocean, NJ 07712   
 (732) 775-8484, Fax (732) 493-8411   
 info@creativecaterersonline.com   
 www.creativecaterersonline.com   

 

NJLA Workshop Planning 29

http://www.heavenlyham.com/
http://www.marketbasket.com/
http://www.twinoakscaterers.com/
http://www.tlcatering.com/
mailto:elitecatering@comcast.net
http://www.elitecateringcoliseum.com/
mailto:info@creativecaterersonline.com
http://www.creativecaterersonline.com/
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Locations for Programs 
 

The libraries listed below have previously hosted NJLA programs and may be possible locations for 
future programs or workshops.  Call libraries directly to inquire about the size of meeting rooms and 
availability.  
 
East Brunswick Public Library 
2 Jean Walling Civic Center 
East Brunswick, NJ 08816 
(732) 390-6950 
 
Monmouth County Library  
Headquarters Library  
125 Symmes Drive  
Manalapan, NJ 07726 
(732) 431-7242 
 
Monroe Township Public Library (Middlesex County) 
4 Municipal Plaza  
Monroe Township, NJ 08831 
(732) 521-5000 
 
Old Bridge Public Library 
Main Library  
1 Old Bridge Plaza 
Old Bridge, NJ 08857 
(732) 721-5600 
 
Somerset County Library 
Bridgewater Library 
Somerset County Library Headquarters  
1 Vogt Drive  
Bridgewater, NJ 08807  
(908) 526-4016 
 
Woodbridge Public Library 
Main Library 
George Frederick Plaza 
Woodbridge, NJ 07095 
(732) 634-4450 ext. 246 
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