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For more than a decade, ATEM and TEFMA, have mounted a comprehensive annual conference which attracts managers and administrators from all areas of tertiary education.  From 2003 onwards, that conference was re-badged as the Tertiary Education Management Conference, with the aim of building the conference to be the pre-eminent professional development activity for managers in tertiary education.

This conference manualxe "Conference Manual" is the distillation of the experience of past conferences and provides a comprehensive guide to mounting a major Australasian event.  The manual consists of protocols which must be followed, and guidelines.  The intent of the manual is to provide a degree of consistency between conferences; to identify good practice in terms of what works for the conference; and to avoid the situation where each local Local Organising Committee 'reinvents the wheel' every year.

The manual has been formally approved by the TEFMA Boardxe "TEFMA Board" and the ATEM Councilxe "ATEM Council".  We express our appreciation to all of those who have contributed to the document, and commend its use by conference Local Organising Committees.  Although good practice will mean a review following the experience of organisers each year, we are certain that the core procedures will continue to be necessary and relevant well into the future.
November 2011
DEFINITIONStc "DEFINITIONS" \f C \l 1
1. Associationsxe "Associations" shall mean the Association for Tertiary Education Management Inc (ATEM) and the (Australasian) Tertiary Education Facilities Management Association Inc (TEFMA), which superseded the Australasian Association of Higher Education Facilities Officers (AAPPA) in October 2003.

2. Council/Boardxe “Council/Board” shall mean the Council of ATEM and the Board of TEFMA.

3. Executive Committeexe "Executive Committee" shall mean the Executive Committee of ATEM.

4. Local Organising Committeexe "Local Organising Committee" (LOC) shall mean the Committee established under these guidelines by the Council/Board xe “Council/Board”to manage the Annual Conferencexe "Annual Conference" and shall include members of the relevant region of ATEM and nominated TEFMA members.

5. The Conference Manualxe "Conference Manual" shall mean the Conference Manual posted on the TEFMA and ATEM Web Sites, as approved from time to time by the Council/Board xe “Council/Board”and which provides a framework for the LOCxe "Local Organising Committee" in managing the Annual Conferencexe "Annual Conference".

6. Annual Conferencexe "Annual Conference" (or simply the Conference) shall mean the jointly hosted and organised annual conference of TEFMA and ATEM, which shall be known as the “Tertiary Education Management Conference”. The permanent URL is http://www.temc.org.au 

7. The TEMC Steering Committee xe "Steering Committee"is a joint committee of TEFMA and ATEM established to provide guidance and oversight to the LOCxe "Local Organising Committee", and to approve matters on behalf of the Council/Board xe “Council/Board”or to refer issues to the Council/Board, as required.  The Steering Committee comprises two TEFMA representatives, including the TEFMA Chair of the Education Services Committeexe "Education Services Committee" and two ATEM representatives, including one Vice-President

8. Professional Conference Organiser (PCO) shall mean the company contracted by ATEM and TEFMA to provide the services required to manage the conference and associated events.
9. Secretariats shall mean the separate secretariats of ATEM and TEFMA.
PROTOCOLStc "PROTOCOLS" \f C \l 1
1 Conference Protocolstc "Conference Protocols" \f C \l 2

xe "Conference Protocols" and the Conference Manualxe "Conference Manual"
Whereas this conference manualxe "Conference Manual" is not prescriptive (being intended to give the LOC xe "Local Organising Committee"a framework and guidelines on how to manage the conference), the items listed in this protocol are mandatory and set out areas where the Council/Boardxe ”Council/Board” and the LOC are bound to act in accordance with these protocols. 

2 Professional Conference Organiser (PCO)tc "Professional Conference Organiser" \f C \l 2
The LOC xe "Local Organising Committee"shall work with the professional conference organiserxe "Professional Conference Organiser"s who are appointed by the two Associations either through a tender process or through other arrangements approved by the Council/Boardxe ”Council/Board”.  The Council/Board will confirm the name and contact details of the PCO to the LOC.
Note:  The current PCO is Leishman Associates (www.leishman-associates.com.au), who have been contracted for the conferences until 2012.

3 Location, Dates and Themetc "Location, Dates and Theme" \f C \l 2

xe "Location, Dates and Theme"
The TEMC is a shared conference with ATEM and TEFMA as co-hosts. As such, decisions as to where a future TEMC should be held are to be made through consultation between the associations. 

Decisions are made by the Council/Board, following advice from the Steering Committee, six to eight years ahead of time as to the broad geographic area that will host a conference in a given year. 
As the primary efforts required to organise a specific TEMC are provided by individuals from that area, final decisions as to the precise location will be made five years ahead of time through consultation with people from the area involved.

As ATEM operates through a regional structure, the ATEM Council has nominated the relevant Regional Professional Development Committee as the appropriate body to be involved in developing a recommendation as to the location for a specific TEMC. The TEFMA Board will nominate appropriate TEFMA members to participate with the ATEM Regional Council in this process. 
Proposals for the location and dates will be forwarded to the Steering Committee for vetting, to ensure all necessary elements have been considered. The final decision will be made by the Council/Board. 

The Professional Conference Organiser is an expert resource that may be used to assist in consideration of potential conference locations.

The following points are guidelines to the ATEM Regional Professional Development Committee/TEFMA representatives for consideration when a location is being considered for a future TEMC.
· Venues must be able to accommodate the conference, including appropriate space for keynotes; break-outs and trade displays.

· Appropriate accommodation options.

· Transport – access to an international airport; getting around the venue; proximity to accommodation.

· Overall delegate cost (where the location may add to or reduce this).

· The largest city in an area is not the default choice for the conference.

· Locations may suit a specific theme for that conference.

· Venues need to be able to have, or be able to supply, appropriate facilities/AV/catering etc.
· Higher education campuses could be considered as an option, however must be able to accommodate all requirements including equipment and support.
· The group developing the proposal needs to ensure the risk to ATEM and TEFMA as conference hosts is managed, including a low potential for making a loss on the TEMC. Factors that may reduce participants due to high costs required need to be considered.

· It is up to the group to determine how a location will be chosen for recommendation – the group’s own decision; calling for bids from member organisations or geographic areas; somewhere the conference hasn’t been before; etc.
The LOCxe "Local Organising Committee" shall recommend to the Steering Committeexe "Steering Committee" the specific dates and venuexe "Venue" for the conference within a broad time period set by the Council/Boardxe "Council/Board", and the Steering Committee will approve those details on behalf of the Council/Board. 

The conference theme and any associated logo is also to be recommended by the LOCxe "Local Organising Committee" to the Steering Committeexe "Steering Committee" for approval prior to the launch of the conference at the previous year’s conference. 

After the official launch, the Council/Boardxe "Council/Board" will inform all members and the associationsxe "Associations"’ international affiliates of these dates, venuexe "Venue" and themexe "Theme".  This will be undertaken by the Secretariatxe "ATEM Secretariat". The LOCxe "Local Organising Committee"should prompt this to occur.

The cycle of previous conferences including year, location and theme is attached as an Appendix to the Conference Manual.
4 Conference “Add-Ons” or extra partnerstc "Conference Add-Ons or extra partners" \f C \l 2
The conference will frequently have associated with it pre-conference or post-conference activities; these may be “mini” conferences of related organisations or similar events.  The conference web site may refer to these “add ons”xe "Add-ons" and provide a web link for delegates to register and make payments to the other organisation.  The Steering Committeexe "Steering Committee" must be advised of proposed “add ons” and must approve them being associated with the conference.  Such “add-ons” must not be the responsibility of the LOCxe "Local Organising Committee", and in no way should registration fees and organisation for such “add ons” be made through the conference, unless a formal arrangement has been made with the “add on” organisers for the management of their symposium for an agreed fee, which has been advised to and endorsed by the Steering Committee.
Should another organisation wish to be more formally involved with the conference (eg to add a stream, or possibly even to participate as a partner), initial discussions must be lead by the Steering Committeexe "Steering Committee". The Steering Committee has the authority to approve a third party “focussed” stream, but if the proposal is for a formal conference partnershipxe "Partnership" and the Steering Committee has given in principle endorsement, the Steering Committee must refer the proposal to the Council/Boardxe "Council/Board" for approval, which would need to include organisational and budgetary issues.  There may be a need for a joint meeting of the Council/Board or their executives if the proposal is for a third partner.
5 Organising  Committeetc "Organising  Committee" \f C \l 2
The LOCxe "Local Organising Committee" appointed by ATEM and TEFMA will be chaired by an ATEM or TEFMA member on a rotating basis (with ATEM in 2009, TEFMA in 2010 etc), with any change to the order to be agreed by both associationsxe "Associations". While the exact size and form of the LOC is determined from year to year, suggested 8-10 people is suggested as an optimal size. The following diagram outlines the governance arrangements, and provides a suggested internal LOC structure.

The LOC will submit a progress reportxe "Progress Report" to each meeting of the ATEM Council and TEFMA Board, through their relevant Steering Committeexe "Steering Committee" member.  The report will include a budgetxe "Budget" showing projected income and expenditurexe "Income and Expenditure".  Agendas and minutes of all meetings will be sent to the Steering Committee members and to the secretariatsxe "ATEM Secretariat" xe "TEFMA Secretary/Treasurer".  The LOC should seek the advice (when required) of the Steering Committee for points of policy clarification, continuity issues and such like and is expected to keep the Steering Committee fully informed.  The members of the Steering Committee are ex officio members of the LOC, and may attend LOC meetings, add items for discussion, and participate as full members.
6 Registrationtc "Registration" \f C \l 2

xe "Registration" Feexe "Registration Fee"
The conference registrationxe "Registration" feexe "Registration Fee"(s) will be proposed by the LOCxe "Local Organising Committee" after preparation of a detailed budgetxe "Budget" and calculation of a break-even number of registrations, and will be approved by the Steering Committeexe "Steering Committee" on behalf of ATEM and TEFMAxe "Council/Board".  It should be kept as low as possible to maximise participation, keeping in mind the break-even pointxe "Break-even point", and in that respect, campus-based conferences are preferred if facilities are suitable. The LOC may wish to set a discount rate for “early bird” registrationxe "Early Bird Registration", and must ensure that the budget reflects estimated delegate numbers for the early bird discounted rate and the full rate, to ensure accurate estimates of income.  In order to ensure delegates can make an informed decision about whether to register for the conference, the early bird deadline should not precede the publication of the abstracts.  The Council/Board will be informed of the budget and registration fee details as soon as practicable.

7 Sponsorstc "Sponsors" \f C \l 2

xe "Sponsors"
The Secretariatsxe "ATEM Secretariat" shall keep a rolling three-year register of conference sponsorsxe "Sponsors" including their contact details and areas of special interest.  The register will be made available to the LOC and PCOxe "Local Organising Committee" when appointed.  Conversely, the PCO must provide a comprehensive list of conference sponsors, contact details, sponsor agreements and other relevant information to the secretariats within two months of the conference finishingxe "TEFMA Secretary/Treasurer".
ATEM and TEFMA may negotiate long-term (eg: 3-year) conference sponsorship deals, and it is imperative that these be registered with the Secretariatsxe "ATEM Secretariat" to ensure any incoming LOCxe "Local Organising Committee" is advised of and adheres to the requirements of all such agreements.  The details maintained by the Secretariats must include company details and contact person, the main TEFMA/ATEM negotiator(s), levels of sponsorship and what was agreed as their package.
Some of the long-term possibilities may initially be identified by an LOCxe "Local Organising Committee", and the Steering Committeexe “Steering Committee" is to be immediately advised about such possibilities and must approve negotiations proceeding, as well as being kept informed about the negotiations and what commitments are being proposed.  Because of their ongoing nature, these deals must be approved by the two Association Presidents PLUS the Steering Committee.  The Presidents may consult as they see fit with their executive or council members.

All sponsorships for conference events, including those which are primarily TEFMA or ATEM functions, shall be considered as conference income.

8 Insurancetc "Insurance" \f C \l 2

xe "Insurance"
The PCOxe "Local Organising Committee" must organise insurances to cover costs should the conference be disrupted in any way.  The details of the insurance policy shall be provided to the secretariatxe "ATEM Secretariat" at least 60 days prior to the commencement of the conference.

9 Complimentary Conference Registrationtc "Complimentary Conference Registration" \f C \l 2

xe "Registration"
9.1
LOCtc "ATEM Corporate Members" \f C \l 3

xe "Corporate Members"
All members of the LOC will receive complimentary registration as a token of appreciation for the effort involved in organising the conference.
9.2
Complimentary Registrationxe "Complimentary Registration" and VIPstc "Complimentary Registration and VIPs" \f C \l 3
As a basic principle, any expenses incurred as a result of either ATEM or TEFMA individually inviting guests to the conference shall be met by the relevant association and will not be a final expense to the conference accounts.

For these individually invited guests, (which may include free registration, and possibly travel and accommodation assistance) the ATEM or TEFMA President (as appropriate) will issue formal invitations, will ensure the relevant council is aware of the invitations and the costs associated with them, and will also inform the LOCxe “Local Organising Committee", to ensure VIP status is accorded to these invited guests.  Any such invitations must make clear to the invitee exactly what costs are being covered by the inviting council.

The LOCxe “Local Organising Committee" may provide complimentary or reduced registration if the person concerned plays a significant role in the conference activities, and will make budgetary provision accordingly.  In addition, the LOC may, at its discretion and in accordance with its approved budgetary provisions, offer complimentary registration, accommodation and airfares for speakers invited to lead plenary sessions.

Plenary speakersxe "Plenary Speakers" should be accorded VIP status and the LOCxe “Local Organising Committee" should ensure they are treated accordingly.

The VIP guests (especially those from overseas organisations) individually invited by one of the associations should also be welcomed properly, with the relevant President ensuring this occurs.

9.3
ATEM Corporate Memberstc "ATEM Corporate Members" \f C \l 3

xe "Corporate Members"
(Note: At the time of writing, ATEM councilxe "ATEM Council" had resolved to not provide a discounted rate to corporate membersxe "Corporate Members", but this section has been retained to provide advice as to the requirements, should ATEM council resolve in future to reintroduce a discounted rate.)

The LOCxe “Local Organising Committee" must liaise with the ATEM secretariatxe "ATEM Secretariat" to ensure that the registrationxe "Registration" form makes specific and appropriate provision to cater to the ATEM corporate membership rates which the ATEM councilxe "ATEM Council" approves from time to time.  
The requirements are that the difference between the corporate rate and the actual registrationxe "Registration" rate will be a debt owing by the ATEM councilxe "ATEM Council" to the conference, and will therefore reduce the final disbursal to ATEM.  The gap will not be a conference cost.

The ATEM President, working with the ATEM secretariatxe "ATEM Secretariat", will formally invite corporate membersxe "Corporate Members" to the conference and provide advice about the corporate rates.  The LOCxe "Local Organising Committee" shall liaise with the ATEM secretariat to ensure all corporate member registrations are valid.  In the event that the person may be ineligible for the reduced rate, the ATEM secretariat will liaise with the individual to resolve the issue, may direct the LOC to alter the registration to a full cost (normal) registration, and will formally advise the individual to that effect.

Should TEFMA subsequently adopt a similar policy, the same provisions shall apply.

10 Promoting and Funding the Conferencetc "Promoting and Funding the Conference" \f C \l 2
The annual conferencexe "Annual Conference" is jointly hosted by ATEM and TEFMA as equal partners, and all conference advertisingxe "Advertising" and promotions, including the conference programxe "Conference Program", conference websitexe "Conference Website" and the call for papersxe "Call for Papers" must recognise and underline this equal partnershipxe "Partnership".

Similarly, the joint venture nature of the conference means that the associationsxe "Associations" bear equal risk, equal membership of and effort towards the LOCxe "Local Organising Committee" (unless agreed otherwise by both associations to reflect local conditions), with rotating chairs, and equal share of the profits.

Australian and New Zealand Vice Chancellors/CEOs in the tertiary education sector will be formally invited to be involved in the conference, with a letter signed by both Presidents. The secretariatxe "ATEM Secretariat" will provide a list of names and addresses to the LOCxe "Local Organising Committee", with the LOC to draft the letter, have it cleared by the Presidents, and printed on conference letterhead.  Due to the high level status of these letters, both Presidents should sign these personally. If logistics prevent this, scanned signatures may be used.

As already stated, the Steering Committeexe "Steering Committee", on behalf of the Associationsxe "Council/Board", will approve the detailed budgetxe "Budget" which would include the calculation of a break-even number of registrations; and the LOCxe "Local Organising Committee" will submit a progress reportxe "Progress Report" to each meeting of the Council/Board and of the executive committee, through their relevant Steering Committee member.  The report will include a statement showing income and expenditures against the approved budget.
Should an LOCxe "Local Organising Committee" need a funding advance, this would be funded equally from both associationsxe "Associations", as a loan to that committee. The LOC should prepare an indicative budgetxe "Budget" and indicate the amount of the loan required, and formally approach the secretariat to arrange the funds.  The Council/Board may approve the use of funds from one conference year to be treated as a funding advance for the next conference year in the event that the PCO is the same for both years.  Any such approval would be tagged as a loan, to be refunded when incoming revenue is available.
The PCOxe "Local Organising Committee" shall establish an account for the conference, and advise the LOCxe "Steering Committee" of details. This will involve all funds going through the professional conference organiserxe "Professional Conference Organiser"’s account structure.  It is a requirement that audited statements be provided to the Council/Boardxe "Council/Board" at the end of the conference, the account closed and funds disbursed to both associationsxe "Associations" on an equal share basis.  In the event that the conference runs at a loss, each association would contribute equally to ensure all debtsxe "Debts" are cleared.

11 Disputestc "Disputes" \f C \l 2

xe "Disputes"
In the event of there being a dispute between any of the parties or within the LOCxe "Local Organising Committee" about the provisions of these protocols, the matter will be referred initially to the Steering Committeexe "Steering Committee".  If there are still unresolved issues, the Steering Committee will meet with the Presidents of TEFMA and ATEM for resolution.  The Presidents shall consult as they deem necessary with their respective Council/Boardxe "Council/Board", but will attempt at all times to resolve the matter quickly by discussions.

CONFERENCE MANUALtc "CONFERENCE MANUAL" \f C \l 1
1
Introductiontc "Introduction" \f C \l 2
The annual Tertiary Education Management Conference of the Association for Tertiary Education Management Incorporated (ATEM) and the Tertiary Education Facilities Management Association Incorporated (TEFMA), (previously the Australasian Association of Higher Education Facilities Officers (AAPPA) is the flagship activity each year.  It is the opportunity for TEFMA and ATEM to bring its members together for a significant period of professional development, for ATEM/TEFMA to co-host and listen to significant figures in tertiary management and administration as plenary speakers, and to network with like organisations and clients through formal links and sponsorship arrangements.  

This conference manualxe "Conference Manual" aims to provide guidelines to the LOCxe “Local Organising Committee" charged with hosting the conference.  It has been drawn together based on the policies and the experience of previous conferences, and is updated each year on the basis of lessons learned.  The manual is not intended to be prescriptive, as there needs to be some flexibility to initiate program changes and to determine how best to incorporate some “local flavour” into each conference.  The manual provides some copies of recent examples, which the organisers might find useful. However, there are conference protocolsxe "Conference Protocols", which each association has formally endorsed, which are requirements for the conference and must be adhered to.  

As the premier activity for TEFMA and ATEM each year, the Tertiary Education Management Conference is a vital part of the life of the two associations, and it is an activity that requires priority attention from both organisations and the members of the LOCxe “Local Organising Committee" and the steering committee.


TEFMA and ATEM are co-partners in the joint conference and both parties benefit equally from this arrangement.  While both parties may have the capacity to organise a conference on their own, the associations acknowledge the synergy of holding a joint conference significantly improves the value to both our numbers and the tertiary education sector in general.

2
Local Organising Committee (LOC)tc "Local Organising Committee" \f C \l 2xe “Local Organising Committee"
The Associations xe "Council/Board" shall appoint a professional conference organiserxe "Professional Conference Organiser"
, and the LOC shall advise recommend dates, venuexe "Venue", themexe "Theme" and budgetxe "Budget" to the Steering Committeexe "Steering Committee", as specified in the protocol.  It is suggested that the LOCxe "Local Organising Committee" should arrange for a host institutionxe "Host Institution"(s), which would be a major sponsor through in kind support, and which would also help to facilitate the organisation and operation of the conference.  Host institutions may provide seed funding by opening an imprest account, with the seeding grantxe "Seeding Grant" being refunded at the end of the conference.   If facilities permit, the conference venuexe "Venue" could be an institution campus, which keeps costs to a minimum. 

In determining the themexe "Theme", speakers and concurrent sessionsxe "Concurrent Sessions", it is important for the LOCxe "Local Organising Committee" to always remember that the Tertiary Education Management Conference is an Australasian conference that must be relevant to both Australia and New Zealand.  The President or Secretary of the ATEM Aotearoa region and TEFMA’s New Zealand board member(s) can be consulted if required to assist with suggested speakers, selection of concurrent papersxe "Papers" and similar advice. 

The themexe "Theme" should be broad enough to cover the entire conference, rather than breaking it down into sub-streamsxe "Streams".  Reinforcing the overall theme to delegates is a more valuable and simpler mechanism when the focus is also on more than one association’s requirements.

When determining the grouping and naming of the concurrent sessionsxe "Concurrent Sessions", it is desirable to keep them broad to encourage crossover, so avoid naming them “ATEM” or “TEFMA” Streams, although it is acknowledged that there may be streamsxe "Streams" that have limited appeal to others.   

Once the dates for the conference are approved by the Steering Committeexe "Steering Committee", the secretariatxe "ATEM Secretariat" will arrange for the Presidents of ATEM and TEFMA to make formal contact with their respective linked, international, associations (eg AUA, AAUA, APPA, HEFMA and AUDE) to ensure that a formal invitation is extended to those associations, in line with the ATEM and TEFMA policies.  All costs associated with such institution-specific invitations will be borne by the relevant association, and not the conference accounts.
The LOCxe "Local Organising Committee" may wish to set up a finance sub-committeexe "Finance Sub-Committee" to manage the financial aspects of the conference (see suggested structure on p8).  The LOC is expected to keep the Steering Committeexe "Steering Committee" fully informed as to budgetary matters, but is welcome to also contact the ATEM and TEFMA treasurers for advice if required.   

The LOCxe "Local Organising Committee" will provide a progress reportxe "Progress Report" to each meeting of ATEM and TEFMA through the TEMC Steering Committeexe "Steering Committee". 

Shortly after the conclusion of the conference, the LOC should hold a wrap-up meeting to discuss how the conference ran. A wrap-up report from the LOC xe "Local Organising Committee"must be prepared by the LOC and provided to the Steering Committee, which will in turn provide it to the first ATEM councilxe "ATEM Council" and TEFMA boardxe "TEFMA Board" meeting following the conference. This report will include an unaudited financial statement and any recommendations from the LOC regarding conference operations that may be helpful to future LOCs.
The PCO will also provide a final report, which will include audited financial statements.  Consistent with the agreement between both associationsxe "Associations", surpluses/deficitsxe "Surpluses/deficits" will be equally shared by both associations, and the disbursements should be stated in the final report.  This report should also provide to the associations a detailed list of final sponsors, a summary of delegate registrations (classified into the member organisations), list the plenary/keynote sessions, and include how many concurrent sessionsxe "Concurrent Sessions" were provided.  Comments or recommendations from the PCO about organisational or other aspects which would inform future LOCs are also helpful, and are considered in the annual review of this conference manualxe "Conference Manual".  

3
Conference Managementtc "Conference Management" \f C \l 2xe "Conference Management"
The LOC MUST use the PCO appointed by ATEM and TEFMA.  Attachment B outlines the division of responsibilities that normally exist between the LOC (policy, finance and guidelines), and the management company, group or organisation (conference management from registration to closure).  Attachment I provides a sample scope of services required from a professional conference manager.
4
Sponsorshiptc "Sponsorship" \f C \l 2xe "Sponsorship"
It is a policy of ATEM and TEFMA that the LOCxe "Local Organising Committee" will seek sponsorship from commercial companies and tertiary institutions to provide financial (or in kind) support for the conference, to showcase the relationship between ATEM, TEFMA and the sponsors, and to allow the sponsors to gain maximum benefit from the exposure of their company or institution to the delegates and other ATEM/TEFMA members.  Sponsorshipxe "Sponsorship" is a vital part of the organisation of the conference, in that it provides added value for sponsors and ATEM and TEFMA, and reduces the cost per head to delegates.  

The secretariat will advise the PCO and LOC of recent conference sponsors and any agreed longer-term deals which are in place for the conference and must be adhered to.  The TEFMA and ATEM treasurers will advise the LOCxe "Local Organising Committee" of any current corporate sponsorship and foundation arrangements that have been established for ATEM and TEFMA.  The corporate sponsors, which ATEM and/or TEFMA may have from time to time, will also need to be specifically invited to take part in the conference.

The PCO must prepare a set of proposals for sponsorship levels, which will be cleared by the LOCxe "Steering Committee". It is expected that the PCO would make contact with those sponsors who were supporters of the prior conference, as well as seeking new support.  Sponsorshipxe "Sponsorship" rules will set out the levels of sponsorship sought, and the benefits offered to sponsors in return for their financial and practical contributions to the conference. It is imperative that the conference bookletxe "Conference Booklet" gives prominent sponsor recognition, commensurate with their level of support, and is recommended that plenary sessionsxe "Plenary Sessions" also promote major sponsors prominently on the theatre AV screens.

One important possible sponsorship arrangement will be the provision of a satchel for delegates, plus suitable stationery.  This must be provided, and with the ability for the satchel to be easily identified by each delegate, ideally by the issuing of a second delegate’s name tag with provision for it to be affixed to the satchel.

A possible approach for sponsorship is outlined in Attachment C.  The LOCxe "Local Organising Committee" can consider other methods, as long as the Steering Committeexe "Steering Committee" is consulted.

5
Programtc "Program" \f C \l 2xe "Program"
The program (a sample structure is provided at Attachment D) for the conference must include the following:

5.1
Opening Functiontc "Opening Function" \f C \l 3

xe "Opening Function": Normally the evening immediately prior to the first day of the conference.  This is generally a welcoming cocktail partyxe "Cocktail Party", which can include brief words of welcome from that function’s host, as well as from the ATEM and TEFMA Presidents.  An Acknowledgement of Country/Welcome to Country (or equivalent) is to be included either at the Opening Function or on the first morning of conference proceedings. The LOC should seek advice from the relevant local bodies as to its form and nature. Welcome speeches should be kept to a minimum at this function.
5.2
Newcomers Welcome: This event is intended for delegates attending their inaugural TEMC. At this event, participants will meet the Presidents from both Host organisations as well as members of the LOC. The purposes of ATEM and TEFMA will be explained to attendees, as will the aim and structure of the TEMC. A guide as to how to get the most out of the conference should be provided. International delegates could be specifically encouraged to attend this session. Given the nature of the session, it may be scheduled either prior to the Opening Function, or early the following morning.

5.3
Plenary Sessionstc "Plenary Sessions" \f C \l 3

xe "Plenary Sessions":  Speakers should be chosen on their ability to attract maximum attendance at the conference, and provide strong thought leadership in line with the conference themexe "Theme". There should be a maximum of one motivational speaker at any conference.
5.4
Concurrent Sessionstc "Concurrent Sessions" \f C \l 3

xe "Concurrent Sessions":   To be run throughout the conference, allowing the presentation of relevant practitioner papersxe "Papers" by ATEM and TEFMA members. There should also be a session on “How to get Published” offered by the editor of the ATEM Journal. Apart from streams relevant to ATEM/TEFMA or the conference theme, a variety of presentation styles and options to appeal to presenters should be encouraged. These may include providing first-time presenters with the option of shorter presentations, and then running two shorter presentations within the standard timeslot.
5.5
Networking Sessionstc "Networking Sessions" \f C \l 3

xe "Networking Sessions":  A series of networking sessions may be included to enable delegates to get together with those from different institutions but in similar roles.  These may run a day or two before the conference itself opens.  Networking sessions would be nominated before the registration process so that delegates can pre-nominate their attendance earlier and a room be allocated to the group. Campus Tours may be another option for a networking session, wither prior to or during the conference program. These could be designed around specific interest groups or simply to see the campus. These opportunities work well in that they provide a more structured opportunity for delegates to meet other people within their industry and work situation.
5.6
TEFMA Annual General Meetingtc "TEFMA Annual General Meeting" \f C \l 3

xe "TEFMA Annual General Meeting":  An appropriate timeslot should be provided for conducting the Annual General Meeting of TEFMA.  TEFMA requires 100 copies of the audited accounts and related documents to be made available at the AGM.  The LOC/PCOxe "Local Organising Committee" must liaise with the TEFMA Secretary/Treasurer about the AGM and it is preferred that this be scheduled immediately after or as an extension of the TEFMA breakfast. The ATEM AGM is not held in conjunction with the TEMC.
5.7
TEFMA Breakfasttc "TEFMA Breakfast" \f C \l 3

xe "TEFMA Breakfast":  The TEFMA President and Vice-President will be responsible for the content and programming of this session.
5.8
ATEM Members Forumtc "ATEM Members Forum" \f C \l 3

xe "ATEM Members Forum": This forum will be part of the ATEM Breakfast and is an opportunity for ATEM councilxe "ATEM Council" members to present new ideas and report to members on any developmental or policy initiatives that may be underway, and to obtain direct feedback on ATEM activities from members.  
5.9
ATEM Counciltc "ATEM Council" \f C \l 3

xe "ATEM Council" and TEFMA Boardxe "TEFMA Board" Meetings:  These are conference activities and would normally be held on the day immediately before the opening of the conference.  TEFMA also meets on the day after the conference.
5.10
Conference Launchtc "Conference Launch" \f C \l 3

xe "Conference Launch":  A time must be set aside in the conference program so that the LOCxe "Local Organising Committee" for the next year’s conference can present a conference launch and publicity material to conference delegates.  This provides a way of encouraging attendance at the following year’s conference.  This is generally included on the final day, however recommended to be held prior to the closing activities.
5.11
Conference Dinnertc "Conference Dinner" \f C \l 3

xe "Conference Dinner":  An integral part of the conference program, with the cost of the dinner included as part of the registration fee.  This dinner is the prime social event for the conference, and is an opportunity for all ATEM and TEFMA members to meet together in a social setting. The dinner will not be a time for formal presentation by a speaker.  It is strongly recommended that the conference dinner be held at the end of the last day of the conference.  Practice has shown that dinners held on the second evening result in a noticeable decline in attendance to the final day’s sessions.  The dinners may be themed but, if so, delegates need clear advice well in advance (preferably by specific email) alerting them so that they can be appropriately attired.
5.12
TEFMA Awards Dinnertc "TEFMA Awards Dinner" \f C \l 3

xe "TEFMA Awards Dinner": Is a key event in the TEFMA events calendar, this will be scheduled on the Monday night or early in the conference programxe "Conference Program" and must be prior to the TEFMA AGM.  This is an optional activity, normally attracting specific sponsorship, and requires specifying and paying for at the time of registration. The event is only open to current financial TEFMA members of any category. Arrangements for the dinner are generally dealt with directly by the TEFMA board represented by the membership services committee under a separate agreement with Leishman & Associates. TEFMA make appropriate awards and presentations at this dinner. Ordinarily an independent master of ceremonies and entertainmentxe "Master of Ceremonies" would be engaged for this event subject to the approval of the TEFMA Board under recommendation from the chair of the membership services committeexe "Education Services Committee".
Most costs are paid directly by the TEFMA Secretary\Treasurer however some expenditure will be born by the conference as will income from delegates.  All expenditure and income for this event captured in conference financials is to be reported separately and settled with 30 calendar days of the dinner.

5.13
ATEM Members Breakfasttc "ATEM Members Breakfast" \f C \l 3

xe "ATEM Members Breakfast":  A breakfast function is to be planned where ATEM can present the ATEM fellowships and honorary fellowships, and other ATEM awards. This event will also incorporate the ATEM members’ forum that is facilitated by the ATEM Councillors.  

The LOCxe “Local Organising Committee" should indicate its proposal for this to the ATEM Council via the ATEM Councillorsxe "Steering Committee".  This may be a sponsored event, depending on how it is organised.  If there are extra costs associated with this activity, above what delegates would normally be provided at that time, there may be an extra cost payable during registrationxe "Registration", or charged to ATEM.
5.14 
TEFMA Breakfasttc "TEFMA Breakfast" \f C \l 3

xe "TEFMA Breakfast":   This will be a conference activity, and includes some information exchange.  The event is normally held immediately prior to the TEFMA AGM.

In recent years the function has included the launch of publications, presentation by the sponsor and Maurie Pawsey or Strategic Partner presentations. The TEFMA members of the LOCxe “Local Organising Committee" should indicate the proposal for this event  to the TEFMA board for approvalxe "Steering Committee".  
This may be a sponsored event.  If there are extra costs associated with this activity, above what delegates would normally be provided at that time, there may be an extra cost payable during registrationxe "Registration", or charged to TEFMA.

5.15
Informal Social Eventstc "Informal Social Events" \f C \l 3

xe "Informal Social Events":  Throughout the period of the conference, there will be occasions for informal social events, as appropriate to the location, and in line with the ideas presented by the LOCxe “Local Organising Committee". These may either be part of the program, or may be optional and subject to extra charges. Often a “Happy Hour” function at the conference venue has been held immediately after the completion of day one.  This event provides the opportunity for sponsors and delegates to mingle and should ideally be held in the same area as the display booths. Note that this event is normally not convenient for TEFMA delegates as the TEFMA Dinner occurs that evening. Tourist-type activities not related to the program are to be scheduled before or after the conference. The LOC may choose to develop a “Partners Program” for partners/family accompanying delegates, which partners may choose to participate in while the delegate is attending the TEMC. This program will be cost-neutral to the conference and should be developed in conjunction with the PCO.
5.16
Poster Sessionstc "Poster Sessions" \f C \l 3

xe "Poster Sessions":  One way of increasing the number and range of presentations by delegates is to arrange for “Poster Sessions” within the program.  Details about this option need to be included in the “Call for Papersxe "Call for Papers"”, and space needs to be set aside for the display of the selected posters for the duration of the conference.  In addition, the program needs to specify times when the authors of the posters will be alongside their work to answer questions and interact with delegates.
5.17
Session Chairstc "Session Chairs" \f C \l 3

xe "Session Chairs":  The LOCxe “Local Organising Committee" will invite individual conference delegates (which may include, for example, the Vice-Chancellor of a hosting institution) to chair each plenary session and all concurrent sessionsxe "Concurrent Sessions".  Executive members of ATEM and TEFMA can be called upon and should expect to chair at least one session each.  All chairs will receive an instruction package with their registration satchels, including the biographical notes of the presenter and the abstract of the paper to assist in their introduction.  An example of these instructions is provided at Attachment F.
5.18
Other Meetingstc "Other Meetings" \f C \l 3

xe "Other Meetings":  Other interest groups may wish to take advantage of the conference to schedule interactive sessions, “mini conferences” or meetings, as indicated in the protocol section.  The LOCxe “Local Organising Committee" may, with the approval of the Steering Committeexe "Steering Committee", schedule such activities in the days prior to and immediately after the conference, but should not schedule them in a way that would directly compete with conference activities.  The Conference web site may refer to these “add-onsxe "Add-ons"” and provide a web link for delegates to register and make payments to the other organisation.  The Steering Committee must be advised of these proposed “add-ons” and must approve them being associated with the conference.  Such “add-ons” must not be the responsibility of the LOC, and in no way should registration fees and organisation for such “add-ons” be made through the conference, unless a formal arrangement has been made with the “add-on” organisers for the management of their symposium for an agreed fee, which has been advised to and endorsed by the Steering Committee. Even when the LOC takes on such extra tasks, it is recommended that an individual from the interest group be assigned as the contact point and coordinator for queries and organising any necessary meeting papersxe "Papers" etc, so that the LOC does not become unduly distracted from its core business.  This person should be directly contactable by e-mail from the conference web site.
5.19
Sponsorsxe "Sponsors" Functiontc "Sponsors Function" \f C \l 3:  In consultation with the ATEM and TEFMA Presidents and the Steering Committeexe "Steering Committee", the LOCxe “Local Organising Committee" will arrange to host a short function to enable ATEM Councilxe "ATEM Council" and TEFMA Boardxe "TEFMA Board" to acknowledge the sponsors and other business partners.

From time to time, ATEM and TEFMA may wish to enter into partnering arrangements with other associations for a particular annual conference, as was the case with AAIR in the 2003 Adelaide TEMC.  Any such arrangements must be approved by the two Associations and the partnering association, with the conditions documented and signed by the Presidents of each of the respective associations.  This most importantly will include contributions by the partnering association to the management and resourcing of the conference, together with arrangements relating to any sharing of surpluses or deficits emanating from the conference.  Copies of the signed agreement will be forwarded to members of the Steering Committeexe "Steering Committee" and the LOCxe “Local Organising Committee" as early as possible in the time frame for organising the said conference. 

6
Social Eventstc "Social Events" \f C \l 2xe "Social Events"
Two social events must be included in the conference, and be covered by the registration fee:

6.1
A ‘mixer’ event on the registration evening prior to the conference commencing. This is the official opening functionxe "Opening Function" for the conference.

6.2
The conference dinnerxe "Conference Dinner", normally on the final night of the conference.

Other social events appropriate to the location and the season will be organised and additional costs either included in the registration fee, or advised to delegates in registration material. Optional social tours (i.e. tourist activities) are not to be scheduled within the standard running time of the conference, but may run either prior to or after the conference.
7
Briefing for Presenterstc "Briefing for Presenters" \f C \l 2
A written briefing should be provided for all presenters and the chairs of each session.  The briefing should include advice that delegates are from Australia and New Zealand, with some international delegates; from private as well as public providers; and from polytechnics and other higher educational institutions as well as universities. This will help to ensure comments and presentations are as inclusive as possible. Those presenting concurrent sessionsxe "Concurrent Sessions" should be encouraged to make the sessions as interactive as possible.

A copy of a sample written brief for a chair is at Attachment E and for presenters is at Attachment F.

Note that, if the LOCxe “Local Organising Committee" wishes, it may establish a format for the presenters to follow for their papersxe "Papers", which are to be made available after the conference on the conference websitexe "Conference Website".  Any such format requirements should be clearly specified and advised to presenters (including those of plenary sessions) as part of the formal advice that their paper has been accepted for the program.  This advice needs also to include the due date for lodgement of the paper, which must be done electronically.

8
Invited Gueststc "Invited Guests" \f C \l 2

xe "Invited Guests"
As stated in the protocols, any expenses incurred as a result of ATEM and/or TEFMA individually  inviting guests to the conference must be met by the relevant association and not be an expense to the conference budgetxe "Budget".  

The active LOC members will all receive free conference registration, as nominated by the Chair of the LOC.
The LOCxe “Local Organising Committee" may, at its discretion and in accordance with budgetary provisions, offer complimentary registration, accommodation, and airfares for speakers invited to lead plenary sessions, and reduced registrations for other selected delegates, including some sponsors (depending on their package).  
It is standard practice for providers of accommodation to offer incentives for conference organisers to book delegates into their rooms. This normally takes the form of one “free” room for a specified number of rooms booked up to a set maximum. For example, one free room for every 25 booked, up to a maximum of four rooms per night. The LOC is responsible for managing the use of any rooms made available through this means, in accordance with the following priorities:

1. the Professional Conference Organiser, in accordance with the contract between the Hosts and the PCO;

2. plenary speakers (if required);

3. LOC members who do not reside in the city where the TEMC is located (if required) and/or VIP guests of the Host organisations, to be applied equitably.

Note that the total number of rooms available will depend upon bookings, and additional rooms will not be purchased at the expense of the TEMC to meet demand from all of these priorities.

It is possible that plenary speakers (or others) may not require the use of a room for the full four nights of the conference, and the LOC can allocate any savings to reduce the overall accommodation bill of others in accordance with the priorities listed above.

The LOCxe “Local Organising Committee" might find it useful to appoint a VIP liaison officerxe "VIP Liaison Officer" who, once the plenary speakers have been confirmed, takes over all subsequent liaison, arranges travel, accommodation and registration details, obtains abstracts and the final paper, biographies, photographs and any other requirements, meets the VIPs on arrival, and acts as their host for the conference.

It is suggested that the LOCxe “Local Organising Committee" invite the mediaxe "Media" (eg: Campus Review) to the conference, by issuing complimentary registration for the formal components of the program.  It is noted that media coverage of such events would not normally include the social events, and that there is therefore very little cost associated with such an invitation.  If the media accepts the invitation, it is important that the two Presidents are informed and meet the media representatives.  

9
Financial Arrangementstc "Financial Arrangements" \f C \l 2
9.1
Conference Registrationtc "Conference Registration" \f C \l 3

xe "Registration" Feexe "Registration Fee"
The LOCxe “Local Organising Committee" will recommend the conference fee, which is to be kept as low as possible, and which is to be approved by the Steering Committeexe "Steering Committee". There needs to be a higher fee for non-members, which the steering committee should also approve. The fees set will be sufficient to ensure that the conference always returns a surplus, but will be set with the object in mind of attracting a full attendance of members and other managers and administrators to this important annual event.  The conference needs to have extensive advertisingxe "Advertising".  The fee must make appropriate GST allowances applicable for that country.

9.2
Budgettc "Budget" \f C \l 3
The LOCxe “Local Organising Committee" must establish the break-even budgetxe "Budget" for the conference, which must be presented to, and cleared by, the Steering Committeexe "Steering Committee".  That budget will include all expected income (including the proposed registration fee) and expenditure, and clear statement of the expected result from the conference, based on a planned minimum attendance. The budget will include provisions for the costs and fees foregone associated with invited guests and any other complimentary or reduced registrations. 

An example of a typical conference budgetxe "Budget " is at Attachment A.

9.3
Seed Moneytc "Seed Money" \f C \l 3

xe "Seed Money"
Should the LOCxe “Local Organising Committee" require seed funding, it may be that the host institutionxe "Host Institution" would be prepared to make arrangements about this as part of their sponsorship; alternatively, a loan can be sought from the TEFMA Boardxe "TEFMA Board" and ATEM Councilxe "ATEM Council", which would contribute equally. This funding would be a loan against the surplus from the conference, and would be refunded at the end of the conference.
An alternative seed funding mechanism is available in those years when the PCO for the forthcoming conference was the PCO for the previous conference.  In those instances the PCO can be instructed to make funds available from the previous conference and record this as a loan in the accounts of that conference.  Such a loan would be returned when sufficient revenue has been received into the forthcoming conference account.

9.4
Financial Statementtc "Financial Statement" \f C \l 3

xe "Financial Statement"
The LOCxe “Local Organising Committee" will be responsible for the preparation and presentation of an audited statement of income and expenditurexe "Income and Expenditure" to the ATEM Councilxe "ATEM Council" and TEFMA Boardxe "TEFMA Board", and for the disbursement of any conference surpluses/losses equally to both organisations, within six months of the conclusion of the conference.  The PCO will provide this service on behalf of the LOC, the chair of which will sign off the statement.

10
Conference Documentationtc "Conference Documentation" \f C \l 2xe "Conference Documentation"
10.1
TEMC Logo

All conference documentation must carry the TEMC logo. The logo is the primary identifier for the conference, and its form should not be changed in any way. In particular, the logo must be clear and not distorted in any way, and it should not be placed in any boxes or any other enclosures.

Each LOC usually arranges for a unique design for the particular conference – this is acceptable as long as it is always used in conjunction with the TEMC logo. Any taglines must work in conjunction with the TEMC logo. These annual designs are always the secondary identifier of the conference.

Colours for the logo, graphics and website are flexible and the site colours can be changed to suit the annual design.

10.2
Concurrent and Keynote Sessions

The LOCxe “Local Organising Committee" will send out an electronic call for papersxe "Call for Papers" from practitioners, asking that an abstract of the paper be presented, with a closing date at least four months prior to the conference.  The call for papers should be emailed to members of TEFMA and ATEM, and to delegates of the previous TEM Conference if possible;  it should also be placed on the conference websitexe "Conference Website", with links to it from the ATEM and TEFMA websites, to maximise exposure.

Each practitioner paper submitted must be acknowledged by the LOCxe “Local Organising Committee", who will select papersxe "Papers" to be part of the conference program approximately three months prior to the conference. The Steering Committee has established a pool of reviewers who are available to assist the LOC in assessing abstracts. Each reviewers will be given criteria upon which to assess abstracts, and will be required to provide feedback for abstracts where they recommend rejection. The abstracts sent to reviewers will be from the area of their expertise (either ATEM or TEFMA), unless the abstract may have general appeal to delegates from any professional background. The LOC will advise those who have submitted abstracts on whether or not their abstracts have been accepted, and provide guidelines to successful applicants on the preparation of conference papers and relevant deadlines. Those guidelines will include advice on the requirement for presenters to supply a biography to the LOC, and a requirement to send a copy of the final paper in a format that can be easily published on the web. As far as possible, the submission, receipt and publication of papers should be completed electronically.
Plenary speakers will also be required to provide abstracts of their presentations, biographies, a photograph, and a final copy of their presented paper. This documentation should be submitted in electronic form at least two months prior to the conference.

Specific instructions for all plenary speakersxe "Plenary Speakers" and concurrent session practitioners will be provided in their registration satchels.  An example is provided at Attachment F.

10.3
Conference Program

The LOCxe “Local Organising Committee" must provide a conference program, which has full details of the program, acknowledgment of sponsors, plenary session speakers’ biographies and photographs, a welcome from the chair of the LOC and joint welcome from the Presidents of TEFMA and ATEM, and abstracts of all papersxe "Papers".  The strong preference is for electronic versions of this material to be distributed, unless specifically requested in hard-copy. The Hosts encourage the LOC to consider other options to make the TEMC as sustainable as possible, within reason. It is also recommended that the LOC provide a “Pocket Programxe "Program"” to enable delegates to have a ready reference about the program and its venues in a pocket sized hard-copy document.
10.4
Evaluation/Feedback Survey
Feedback from delegates should be obtained on all aspects of the conference.  This should generally be undertaken using an online survey immediately after the conference has finished.  A follow up process will usually be needed in order to achieve a useful response rate.  This feedback will be considered in the annual review of this manual, and should also be included by the LOCxe “Local Organising Committee" in their conference report, with associated recommendations.

11
Conference Proceedingstc "Conference Proceedings" \f C \l 2xe "Conference Proceedings"
Once the conference has concluded, and all plenary papersxe "Papers" and the papers for concurrent sessionsxe "Concurrent Sessions" have been received and processed, the LOCxe “Local Organising Committee" will arrange with the secretariatxe "ATEM Secretariat" and TEFMA education committee to have conference proceedings placed on the ATEM and TEFMA websites, or hotlinked to the ATEM and TEFMA websites.  Hardcopy, printed versions of the proceedings will not normally be provided.

After the conference, when all available papersxe "Papers" are displayed on the conference websitexe "Conference Website", the LOCxe “Local Organising Committee" is to inform the secretariatxe "ATEM Secretariat", which will arrange for the archiving of the file in the National Library of Australia at http://pandora.nla.gov.au/ where papers from previous conferences are archived.  Once the site is archived in this way it is no longer possible to make changes.  Therefore the LOC will make sure that the website is checked to ensure that it is the final version and there are no references to future changes.
12
Conference Websitetc "Conference Website" \f C \l 2xe "Conference Website" 
A dedicated website has been created for the TEMC and is located at www.temc.org.au. The overall management of this website is coordinated by the two Associations, with the LOC having operational oversight of the content for their specific conference. The PCO will provide content specific to the upcoming TEMC for inclusion as appropriate.  Both ATEM and TEFMA should arrange direct links from their association website to the conference website for each upcoming TEMCxe "Conference Website".

The design of the conference website is fixed, as is the TEMC logo.  The colours, content and layout of the site can be customised for each conference, and a conference specific graphic can be included on the site.  
The conference website must have links back to participating associations (TEFMA and ATEM, and any others who may be included from time to time), and possibly to major sponsors’ websites, depending on their agreed sponsorship packages.

The site must be regularly updated and include such details as:

· Key dates

· Theme, venuexe "Venue"
· Call for papersxe "Call for Papers" and closing date, email address for their submission etc

· Plenary speakersxe "Plenary Speakers" (updated as required)

· Accommodationxe "Accommodation" options

· Online registration form

· Accepted papersxe "Papers" – author and paper title

· Detailed program (when available)

· Details of registrationxe "Registration" desk – venuexe "Venue", opening times

· Contact point for enquiries, including email, phone and fax contacts

· Social programxe "Program"
· Conference add-onsxe "Add-ons", preferably with a hotlink to the relevant organising group

Once the conference has finished, the site needs to be updated and much of it deleted, except that the various papersxe "Papers" must be made available electronically by virtue of a well designed list of presenters and the title of the paper.

These papersxe "Papers" will ultimately be archived by the ATEM secretariatxe "ATEM Secretariat" as indicated in the conference proceedingsxe "Conference Proceedings" section above.

13
Registrationtc "Registration" \f C \l 2

xe "Registration"
Conference registration procedures need to take account of the international nature of conference attendance, the use of both Macintosh and PC platforms for electronic access, and the differing levels of seniority members have within the institutions, and their resultant access to institutional funding.  The registrationxe "Registration" form (be it in printed or electronic form) must include the contact details (including e-mail, telephone and fax details) of the conference management organisation. 

Because of the increased importance placed on privacy, the registrationxe "Registration" form must require registrants to indicate if they do not wish to be included on the list of delegates which is provided to all participants as part of the conference documentation.  Within 60 days of the conference closing, a comprehensive electronic version of the delegates list, including their member organisation, is to be provided to both Associations.
It is imperative that the registration form provides an option to request that an invoice be raised and sent to a specified address to arrange for payment, as not all delegates will have access to corporate credit cards to arrange immediate online payment.  The invoice must be raised in a timely manner so that the delegate can ensure payment is made and their registration confirmed. Reference must be made to GST requirements, where applicable.

All electronic registrations must be automatically and immediately acknowledged and a reference number given which would enable the registrant to follow through on any enquiries.   Likewise, all delegates must receive a confirmation of registration advice once their payment has been received which confirms their registration details, including participation in optional add-on sessions and conference dinners, breakfasts, tours etc, as well as confirming their accommodation venuexe "Venue" and dates.  

Depending on what arrangements are in place for accommodation, delegates may be able to choose to pay a deposit or the whole accommodation as part of their registration process.  This needs to be clearly stated on the registrationxe "Registration" form, with appropriate check boxes for the delegate to define what they are paying for in the registration process.

A sample registration form is at Attachment H.

Registrationxe "Registration" documentation must clearly identify the difference between ‘early bird’ registration fees, and later registration to the conference to encourage early registration and the resultant cashflow for the LOCxe “Local Organising Committee". Note that if the LOC wishes to have an early bird discount fee, the early bird deadline should not precede the publication of the abstracts. The conference management organisation must have clear guidelines as to those delegates who are to receive reduced or waived registration fees (including ATEM corporate membersxe "Corporate Members" if applicable), and these need to be able to be indicated on the registration form, along with the ability to indicate any special needs or requests (such as dietary requirements).

Delegates must receive clear advice about the location and opening hours of the registrationxe "Registration" desk to allow them to register on arrival.  It is recommended that this advice be included in the information available on the website, and also in the formal correspondence they receive from the conference organisers confirming their registration.  It is desirable that full details (times, venues etc) of the official opening function is likewise provided, as delegates may not have time to formally register before that event.

14
Publicitytc "Publicity" \f C \l 2xe "Publicity"
The LOCxe “Local Organising Committee" must be formed and active at least 16 months prior to the conference and must have confirmed dates and a conference theme in time for the launch at the prior year’s conference.  In that time, the LOC needs to set escalating levels of publicity to heighten TEFMA and ATEM members’ awareness of the conference and the conference venuexe "Venue". If possible, the incoming LOC should receive from the previous committee an email distribution list of all attendees to allow some direct emails to previous delegates by the incoming committee.

The TEFMA and ATEM websites, which will link to the TEM conference site, should be the major publicity vehicle.  Regular updates about the conference must be included in the material on the website, and publicity of plenary speakers and the accepted workshop and practitioner papersxe "Papers" should be published on the website on a regular basis. The conference websitexe "Conference Website" and the association’s websites must be linked, with access to both from either site. 

15
Insurancetc "Insurance" \f C \l 2xe "Insurance"
The PCO, with the approval of the LOC,xe “Local Organising Committee" must take out such insurance as is considered prudent to cover the association against the effects of such events as airline strikes or international terrorist activities, which could prevent the conference from proceeding.  Provision against a conference loss should also be made.
16
Delegate Identificationtc "Delegate Identification" \f C \l 2xe "Delegate Identification" and Lists

The LOCxe “Local Organising Committee" must determine a method of providing clear identification of delegates at the conference. That identification must be both a security pass, and a means of allowing delegates to network easily.  For that reason, the identification tag should include the name of the delegate, the institution of the delegate, and the position held.  Simply providing the delegate’s name and institution are insufficient to encourage and facilitate networking.  The tags should be able to be pinned or clipped to the delegates’ clothing, with the alternative “necklace style” also being available. If at all possible, a second tag should be provided which can be easily affixed to the conference satchelxe "Conference Satchel".

This information is to be collected via the registration form for the conference, which needs to encourage delegates to be specific rather than generic in identifying their roles/position in institutions (e.g. “Policy and Planning” rather than “Administrative Officer”).

Colour coding could be used to clearly identify invited VIP guests, conference organisers, keynote/plenary speakers, and possibly for those delegates who are attending their first conference.  This could also be used if extra groups are joining the conference to provide easy identification.

The conference satchel, as well as providing the official conference programxe "Conference Program", a pocket programxe "Program" and sponsors brochures, may also include an alphabetical list of conference delegates.  This list should include delegates’ names, institution, position/role, email address, and business phone number, to facilitate networking.  As already indicated, the registrationxe "Registration" form must seek delegates’ permission to be included on this list.  The list could also be made available to registrants prior to the conference via email/web-based methodologies.
17
Giftsxe "Gifts" for Presenterstc "Gifts for Presenters" \f C \l 2
It is recommended that the LOCxe “Local Organising Committee" organise two levels of gifts for those who present at the conference. Major gifts should be reserved for keynote speakers of plenary sessions only. A more modest series of gifts should be available for presenters of workshops and practitioner papersxe "Papers" on concurrent sessionsxe "Concurrent Sessions". No other gifts are required as part of the TEMC. The LOC could also consider the recent practice in many conferences of making donations to a charity in lieu of gifts, which is announced generally to delegates to publicise the practice.
18
Sponsorsxe "Sponsors" and Display Standstc "Sponsors and Display Stands" \f C \l 2
The provision of display areas for commercial activities is related to the level of sponsorship provided by the commercial entity. The LOCxe “Local Organising Committee" should provide floor space only, with the commercial sponsor providing the necessary display standsxe "Display stands" and equipment.  The conference management organisation may, if required, coordinate and arrange for the hiring of stands and equipment for sponsors, and invoice sponsors accordingly.

The provision of floor space for displays needs to be checked with the venuexe "Venue" at the time of the contract for hire, so that any charges can be identified at that stage. 

In addition to the commercial companies who may wish to have display standsxe "Display stands" as part of sponsorship, or pay to be exhibitors, there will need to be offers made to ATEM/TEFMA for complimentary space if they so desire.  In addition, T&F Informa (previously Carfax), the publisher of the Journal of Higher Education Policy and Management, will get a concessional rate for space, which will be negotiated with the LOC each year.  The secretariatxe "ATEM Secretariat" should be contacted by the PCO for contact details for T&F Informa.
The sponsorsxe "Sponsors"’ trade display stands need to be visible and accessible for delegates.  If at all possible, the scheduling of some catering (morning and afternoon teas) and social activities, such as end-of-day drinks, in and around this venuexe "Venue", encourages delegates to peruse the displays and talk to sponsors.  If physical constraints make it difficult to encourage this, the LOCxe “Local Organising Committee" could consider “Visit the Exhibitions” sessions to encourage browsing and networking.  The use of exhibitors passports has been very successful in encouraging delegates’ interaction with exhibitors.
Sponsorsxe "Sponsors" must be given prominence and acknowledgement, especially if they fund a particular activity such as a breakfast, dinner or plenary session.  This can include details showing clearly on the registrationxe "Registration" form, conference programxe "Conference Program", and on theatre AV screens in the venuexe "Venue", as well as being given the opportunity to address delegates. 
When considering the cost of an exhibition/sponsorship package, the cost of full registration and attendance to the full social programme should be factored in for all of the sponsor’s official representatives to the conference.  A formula for the number of participants to whom free registration is available should be advertised as part of the sponsorship package.
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xe "Accommodation"
The LOCxe “Local Organising Committee" may wish to provide an office with light refreshments (no alcoholic beverages) for the conference LOC, and may wish to invite the TEFMA and ATEM Presidents to use this.  

In addition, there should be a speakers’ presentation roomxe "Speakers Presentation Room" available for plenary speakers and concurrent session presenters to check through their presentations and meet the chairs of those sessions.  If possible, computer access there would allow speakers to fine tune their presentations.  The speakers’ gifts should be located there for collection by the chairs of the sessions.

The LOCxe “Local Organising Committee" should also have available for delegates an area where they can access their home institution e-mail accounts. That office should be equipped with PCs, printer, copier, and internet connections, so may be arranged through sponsorship deals. 

There needs to be ready access for the LOCxe “Local Organising Committee" and ATEM Councilxe "ATEM Council"/TEFMA Boardxe "TEFMA Board" to a large photocopier, which is able to automatically sort, staple and do two-sided copies.  This may be part of a sponsorship arrangement.
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xe "Conference Dress"
The LOCxe “Local Organising Committee" needs to clearly state the dress standards that apply for the conference itself and for all social functions.  Separate brief notes should be available for each social function which make it clear what is included is part of the registration fee, where extra costs may apply, type of function envisaged, and such like.  If there are any special dress requirements for the conference dinnerxe "Conference Dinner", such as a themed night or fancy dress, specific emails alerting delegates to this should be sent well ahead of time.  
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Some “best practice” examples have been provided, as separate files, to guide the conference LOCxe “Local Organising Committee".  These are not intended to be the absolute requirement, but rather to serve as a guideline or example for the LOC to consider.

A
Financial Matters: A sample budgetxe "Budget" outline
B
Responsibilities of Conference Managementxe "Conference Management" Organisation

C
Samples of possible approaches for Sponsorshipxe "Sponsorship"
D
Sample Conference Programxe "Conference Program" Structure

E
Sample of Guidelines for Chairs of sessions made available in their conference registration satchel.

F
Sample of instructions for Presenters made available in their conference registration satchel.

G
Sample of a Call for Papersxe "Call for Papers"
H
Sample Registrationxe "Registration" Form

I
Sample Scope of Services Required from Professional Conference Manager

J
Sample Final Report of LOCxe “Local Organising Committee"
K
Sample Checklist
Attachment D: Sample Conference Program

The following is a ‘normal’ Conference structure, covering all required and most optional components:

Sunday

· TEFMA Board and ATEM Council meetings

· Optional pre-conference workshops. 

· Optional campus tours.

· Newcomer’s orientation (30 mins scheduled before conference welcome; meet both Presidents and LOC; explain ATEM/TEFMA; aim and structure of TEMC; how to get the most out of the TEMC).
· Conference Welcome

Monday

· Full-day normal conference program (presenters/concurrent sessions)

· TEFMA Dinner

Tuesday

· ATEM/TEFMA breakfasts

· Normal conference program (morning)

· Optional special interest/networking sessions/meeting space (afternoon - delegates to self-nominate into groups by Tuesday morning) 

· Optional Campus tours (afternoon)

· Delegates not wishing to participate may choose to do ‘tourist’ activities or have free time, but these would not be facilitated by the TEMC. 

· Sponsors thank you function (early evening).

Wednesday

· Launch of next TEMC (not final slot in day)

· Conference Dinner
Thursday Post Conference

· TEFMA Incoming Board Meeting

Before the Welcome/After TEMC Close

· Optional social tours (not during the period of the conference)
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� The Professional Conference Organiser until 2012  is Leishman Associates.
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