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POLICY, CONTRACT, AND PROCEDURES FOR 
HOSTING A REDESIGN WORKSHOP, KEYNOTE 

PRESENTATION, AND/OR  
CONSULTATION SERVICE 

The NADE Accreditation Commission has established this policy for states, institutions, national organizations, and 
others hosting a Redesign Workshop, Keynote Presentation, and/or Consultation Service. 
 

1. The NADE Accreditation Commission offers multiple versions of its redesign workshops 
and consultation services. Fees are based on the number of participants and the service(s) 
desired. Please see “Fee Structure for Workshops and Consultations.” Services offered: 

A. Administrative Consultation Service 
B. Keynote Presentation 
C. Program Redesign Workshops, 3 hours (up to 25 participants) or 4 hours (26-50 

participants) 
D. Full–Day Workshop, 6-8 hours (up to 50 participants) 
E. Administrative Consultation or Keynote Presentation plus one of the workshops 

(see fee structure) 
F. Extended Consultation Services (see fee structure) 

 
2. The Administrative Consultation Service is intended for a core team of administrators 

and key personnel (such as chief academic officers, deans, department chairs, directors, 
or program coordinators, institutional research, and instructional technology experts). It 
includes an overview of several of the more prominent models of providing 
developmental coursework and learning support, a set of guiding principles for 
implementing large-scale change in program design, a collection of experientially 
validated practices for meeting redesign challenges and a blueprint for measuring 
expected outcomes. 
 

3. The Keynote will include current research and trends, major models of popular 
redesigns, and recommended principles and field-tested approaches for implementing 
program redesign. 

 
4. Workshops provide attendees with an opportunity to explore several of the more 

prominent models in order to determine which ones might best fit their institutional and 
student needs, including any mandated redesign(s). The presentation, discussion, and 
interactive activities will initiate the process of creating program design(s) focused on 
student success. The workshop includes principles for successfully implementing 
program changes; materials for applying best practices to inform program changes; and 
ways and means of evaluating program and student achievement. The additional hour 
scheduled for the large workshop is intended to assure all participants the time to fully 
engage in activities and discussion. The Full-Day Workshop provides additional time 
for participants to engage in planning with guidance from presenters. 
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5. Extended Consultation Services include (a) the Practical/Creative Consultation, 
available for those who seek additional guidance in creating a redesign focused on the 
unique attributes of the institution and its student populations, and (b) the 
Evaluative/Analytical Consultation, for those who seek additional guidance in 
determining what types of data to collect and assistance in assessment and evaluation. 
Either of these extended consultation options may involve multiple days, phone calls and 
meetings. Therefore, consultant fees are negotiated between the parties. 
 

6. Presenters are NADE members who are experts in redesign with extensive experience in 
the field. Presenters will provide (a) content expertise in choosing and guiding program 
design and delivery models, particularly those intended to accelerate successful 
completion of students needing learning assistance in core curriculum and gateway 
courses; (b) sound guidance in best practices for implementing change, including how to 
involve stakeholders; and (c) wide-ranging experience in assessing and evaluating 
program and student outcomes, including completion, persistence, and student learning. 

 
7. An administrative consultation, keynote, workshop, or package will be conducted for a 

flat fee based on the number of participants as well as travel expenses for presenters (See 
Fee Structure for Workshops and Consultations). The maximum registration may not 
exceed 50 for a workshop. At least 15 business days prior to date of the event, the host 
will confirm with the Professional Development Coordinator the number of registrants so 
that presenters may make final travel arrangements. 

 
8. Extended consultations are available and the fee will be determined through negotiation. 

 
9. The hosting entity will cover related expenses for all presenters, to include transportation, 

lodging, meals, and conference-fee waivers if applicable. In consultation with the 
presenter(s), the host will arrange for local transportation and hotel accommodations. 

 
10. The host entity must submit an application to provide a Redesign Workshop, Keynote, or 

Consultation Service by completing and returning the application to the Professional 
Development Coordinator. Submission of the application represents acceptance of these 
policies. 
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Fee Structure for Redesign Workshops, 
Keynote Presentation, and Consultations 

 
Type # of Participants Fee + Expenses 

for 
Time Frame 

Administrative Consultation Suggested # of 
participants: 1- 8 

$1,500 and 2 
presenters* 

Up to 3 hours

Keynote Presentation  $1,500 and 1 
presenter* 

30-50 
minutes 

Workshop (small) Up to 25 $3,000 and 2 
presenters* 

3 hours 

Workshop (large) 26-50 $5,000 and 3 
presenters*  

4 hours 

Full-day Workshop Up to 50 $6,000 plus 4 
presenters* 

6-8 hours 
total 

Packages:  
Administrative Consultation 
or Keynote plus Small 
Workshop  

See above $4,000 and 2 
presenters 

See above 

Administrative Consultation 
or Keynote plus Large 
Workshop  

See above $6,000 and 3 
presenters 

See above 

Administrative Consultation 
plus Full-day Workshop 

See above $7,000 and 4 
presenters 

See above 

Extended Consultation 
Services: 
a) Practical/Creative 
b) Evaluative/Analytical 

To be determined through negotiation 

*The hosting entity will cover related expenses for all presenters, to include transportation, lodging, meals, and 
conference-fee waivers if applicable. All other items in the Hosting a Redesign Workshop, Keynote Presentation, 
and/or Consultation Policy pertain. 
 

Created 6/2015 
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REDESIGN SERVICE(S) 
HOST APPLICATION AND CONTRACT 

 

Please read the procedures and fee structure before completing and submitting this 
application form. 
 
HOST ENTITY: __________________________________ 
 
Individual Services: 
 

___Administrative Consultation (only)  
 
___Keynote Presentation (only)  
 
___Program Redesign Workshop for up to 25 participants (3 hours) 
 
___Program Redesign Workshop for 26 to 50 participants (4 hours) 
 
___Program Redesign Full–Day Workshop for up to 50 participants (6-8 hours) 

 
Packaged Services: 
 

____ Administrative Consultation or Keynote plus workshop (up to 25 participants)   
 
____ Administrative Consultation or Keynote plus workshop (26-50 participants)   
 
____ Administrative Consultation plus Full–Day workshop (up to 50 participants)  

 
Extended Consultation Services: To be determined through negotiation.  
 

____ Practical/Creative Consultation 
 
____ Evaluative/Analytical Consultation 

 
ON-SITE HOST LIAISON NAME_________________________________________ 

On-Site Host Liaison Email Address: _______________________________________ 

On-Site Host Telephone and Fax: __________________________________________ 

On-Site Host Address: ____________________________________________________ 

_______________________________________________________________________ 
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 Consultation/Keynote/Workshop date preferences: (Please suggest more than one date if 

possible)  
_________________________________________________________________________ 
 

 Indicate who will be responsible for transporting presenters from airport to lodging and 
lodging to presentation and return. 

 
         Name: ______________________________________________________ 
 
 Cell Phone: ______________________________________________________ 

 
Hotel, Address and Phone Number: 
___________________________________________________________________ 
 

Closest Airport: _____________________________________________________ 
 

*Return application to: Jennifer Ferguson at jferguson@cazenovia.edu  
 

Submitting this application implies that the Host has read and agreed to the attached 
Policy for Hosting a Redesign Workshop, Keynote Presentation, and/or Consultation. 
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PROCEDURES	FOR	HOSTING	A	
REDESIGN	WORKSHOP,	KEYNOTE	PRESENTATION,	

AND/OR	CONSULTATION	SERVICE 
	
	
1. The	host	will	cover	related	expenses	for	all	presenters,	to	

include	transportation,	lodging,	meals,	and	conference‐fee	waivers	if	applicable.	In	
consultation	with	the	presenter(s),	the	host	will	arrange	for	local	transportation	and	
hotel	accommodations.	
	

2. For	workshops	and	consultations,	the	host	will	provide	beverage	and	food	services	
for	the	comfort	and	convenience	of	the	participants	and	the	presenters.	The	host	
pays	these	expenses.	
	

3. Meeting	rooms	and	equipment	(to	be	determined	with	the	Professional	
Development	Coordinator):	The	host	is	responsible	for	room	reservations	and	
equipment	as	noted	below	and	pays	for	these	expenses:	

a. An	accessible	meeting	room	available	to	the	presenters	at	least	30	minutes	
before	and	after	the	event.	

b. Audio‐visual	equipment	and	room	set‐up	as	follows:	
i. A	computer	and	projection	system	to	support	PC‐version	PowerPoint		
ii. Flip	chart	with	markers	
iii. Chairs	and	tables	for	participants	
iv. A	table	next	to	the	PowerPoint	set	up	for	presenters’	materials	
v. For	workshops,	a	table	by	the	room	entrance	for	participant	check‐in	

and	material	distribution	
	

4. When	the	Redesign	Workshop	or	Service	is	part	of	a	conference,	the	host	
organization	will	provide	a	conference	registration	fee	waiver	for	each	NADE	
workshop	presenter.	

	
5. The	host	is	responsible	for	promoting	the	event.	If	the	host	agrees,	the	event	date	

will	also	will	be	posted	on	the	NADE	Accreditation	Commission’s	web	site:	
http://nadeaccreditation.net/.	In	addition,	the	following	items	are	available	on	the	
web	site	to	assist	the	host	in	promoting	a	keynote	or	workshop:	a	50‐word	summary	
and	250‐word	description	suitable	for	a	conference	program,	a	registration	
template,	and	promotional	material.	

	
6. The	host	will	assign	a	liaison	to	assist	with	registration,	receiving	and	distributing	

materials,	processing	late	arrivals,	administering	evaluations,	and	other	tasks	as	
needed.	Presenters	will	supply	an	evaluation	form;	the	host	is	welcome	to	
administer	one	as	well.	

	
7. The	host	must	complete	and	submit	the	Redesign	Service(s)	Host	Application	and	

Contract	to	the	Professional	Development	Coordinator.	Submission	of	the	
application	represents	acceptance	of	these	procedures.	


