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2027 NEA ESP National Conference 
Request For Proposal (RFP) Guidance
 
 How to Write an ESP Conference Workshop Description

Introduction

The NEA is looking for dynamic workshops for its annual ESP National Conference, to be held at the Sheraton Grand Chicago Riverwalk in Chicago, IL, March 19 – 21, 2027. The theme for this year’s Conference is “From Resistance to Renaissance: Organizing to Win the Schools and Education All Students, Educators and Communities Deserve.”

The purpose of the Conference is to grow and strengthen the professional excellence of ESP members working in Pre-K through Higher Ed, preparing and supporting ESPs across all career families to thrive
and lead in their professions. 

Recommendations: 

Before you start developing your workshop title and description, read the Request for Proposals. You might choose to print out a hard-copy to refer to while you work on your proposal.

Decide how you will develop your written proposal.  Wherever you brainstorm ideas, whether written on paper or typed in a document, be sure to stay organized and save your work electronically in an easy to find location on your device. 

How to Develop Your Workshop Title and Description


Step 1: 
Identify the theme of your workshop. Ask yourself: what topic(s) and/or issue(s) do you want to share with your audience? Write it down.  

Example Themes: 
Privatization
Communication Skills 
Leadership
  
Step 2: 
Write the hook—this is a statement or question that grabs people’s attention and entices them to attend your workshop.  

Example Hook: 
There is money to be made in education!

Step 3: 
Write a sentence or two that explains the hook more. 

Example: 
Private companies want to hire people to do your job for less money, and administrators need to save a buck. Everyone gets something out of it—except YOU!


Step 4: 
Write a sentence that explains what your audience will learn and do.

Example: 
In this interactive workshop, you and your fellow ESPs will discuss how to identify privatization in your community and organize coworkers, parents, and community leaders to build power and stop privatization in your worksite or district.

Step 5: 
Create your workshop title.  Read your description and think about a title that does the following:
· expands upon the theme you identified in Step 1
· provides more information than just the theme
· catches your prospective attendees’ attention and makes them want to learn more 

Example Title: 
Edu-preneurs and You: Recognizing the Threat of Privatization

Step 6: 
Identify three workshop learning objectives.  Learning objectives describe what participants will gain as a result of attending your session.

Example Learning Objectives: 
#1: By the end of this workshop, participants will be able to identify for themselves and explain to others how to identify threats of privatization in their community.
#2: By the end of this workshop, participants will know the steps required to organize coworkers, parents, and community leaders to fight against privatization. 
#3: By the end of this workshop, participants will have developed a plan to socialize with their local union leaders on how to fight privatization by organizing local members.

Step 7: 
Identify at least two (2 or 4-HR Workshops) or three (8-HR Workshops) adult learning techniques and strategies you will use in your workshop.  

Example Adult Learning Techniques: 
· Role-Playing Exercise
· Development of a Strategic Plan
· Storytelling
· Structured Reflection Exercise

In a brief outline, tell us how you will use your time.  How much of your time will be for content delivery vs. activities?

Example Time Outline: 
2HR Workshop
· 60 – 70 minutes: introductions, topic overview, core content, demonstrations that will be broken up throughout the workshop.
· [bookmark: _Int_S3BzjOYO]50 – 60 minutes: small group discussion/work, Q&A, problem-solving full group or small group discussion and report out, movement activities, role-playing activities that will be interspersed throughout the workshop.
· 5 – 10 minutes: transitions and breaks that will be scheduled throughout the workshop.

Step 8: 
Count the characters in your title description and title to ensure you meet the requirements in the RFP.  
 
Requirements: 
· All Workshop Titles are limited to 100 characters (not words). The limit includes spaces and punctuation.

· 2 and 4 Hour Workshop Description limit: 500 characters (not words).  The limit includes spaces and punctuation.  

· 8 Hour Workshop Description limit: 1,000 characters (not words). The limit includes spaces and punctuation.

You can check your character count in Word or another writing program. Another option is to go to to: wordcounter.net/character-count and copy and paste your workshop title and description separately into the open field. The webpage will display the number of characters. Edit your title or description if necessary to reduce the number of characters and ensure you stay within the limits (listed above).

Step 9: 
Make sure your workshop aligns to one of the NEA Strategic Objectives below. The RFP contains examples of topics for each objective that will help you identify the one that best connects to your workshop. 

1. Elevate the Professions to advance student learning and success 
2. Establish Educational Environments that are fully funded, innovative, equitable, and safe 
3. Enhance Equity by advancing racial, social, and economic justice 
4. Engage Diverse Leadership throughout our system for empowered members, strengthened affiliate health, and broad participation in every affiliate 
5. Energize Affiliates that continuously organize, build union strength, and seek to improve member working conditions and student learning conditions 
6. Ensure a Lasting Democracy that serves all and that respects the foundational role of public education in our nation

Step 10: 
Review NEA's ESP Professional Growth Continuum (PGC) and select the PGC Standard that best aligns to your workshop. The standards are Communication, Cultural Competence, Organization (this means being organized not Organizing), Reporting, Ethics, Health and Safety, Technology, and Professionalism.

Next, select the PGC level of professional growth that best aligns to your workshop. 
Level 1 – Foundational (I Know This)
Level 2 – Proficient (I Do This)
Level 3 – Advanced/Mastery (I Support Others)



Step 11: 
Review NEA's Leadership Competency Framework and select the Competency that best aligns to your workshop.  The competencies include Advocacy, Communication, Governance and Leadership, Leading Our Professions, Organizing, Social and Emotional Intelligence, and Strategy and Fiscal Health.

Select the Leadership Competency level that best aligns to your workshop.
Level 1 – Foundational (Leading of Self)
Level 2 – Mobilizing and Power-Building (Leading Others)
Level 3 – Agenda-Driving (Leading the Organization)

Step 12: 
Your audience: 
· Identify all ESP Career Families that your workshop is relevant for; and
· which education levels/sites (in which ESPs work) the workshop is relevant for).


Step 13: 
Review your workshop content.

Example:

Title: Edu-preneurs and You: Recognizing the Threat of Privatization 

Description: There’s money to be made in education! Private companies want to hire people to do your job for less money, and administrators need to save a buck. Everyone gets something out of it—
except YOU! In this interactive workshop, you and your fellow ESPs will discuss how to identify 
privatization in your community and organize coworkers, parents, and community leaders to build 
power and stop privatization in your worksite or district.

PGC Universal Standard: Communication, Level 2 - Proficient 
Leadership Competency: Advocacy, Level 2 – Mobilizing and Power Building 
Relevant for: All ESP careers, Pre-K through Higher Education, Central Office/Districtwide

Learning Objectives: 
1. Identify members and workplaces within your union vulnerable to privatization attempts.
2. Recognize the tactics that management employs to circumvent respectful workplace standards and collective bargaining agreements.
3. Identify potential actions that you can take as either a rank-and-file member or as a union leader to build power and stop or reduce the influence of privatization in your workplace.

Adult Learning Techniques: 
The workshop is intended to be a guided discussion and will incorporate collaborative learning models to discuss and identify privatization in their workplace and community.  Once identified, participants will engage in problem-based learning strategies and critical thinking to identify solutions to privatization issues within their locals.

Time Outline: 
2HR (120) Workshop
· 60 minutes: introductions, topic overview, core content, demonstrations that will be broken up throughout the workshop.
· 50 minutes: small group discussion/work, Q&A, problem-solving full group or small group discussion and report out, movement activities, role-playing activities that will be interspersed throughout the workshop.
· 10 minutes: transitions and breaks that will be scheduled throughout the workshop.


Step 14: 
Take it easy on yourself as you develop your proposal. Slow and steady progress, step-by-step will get you to the finish line.  If you have questions, contact ESPConferenceWorkshops@nea.org.
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