CONFERENCE HOSTING

INFORMATION PACKAGE

The Northeast Alberta Community Board, in partnership with a host community, will be holding its 8th Annual Northeast Regional in November 2006.  This conference is for individuals with Developmental Disabilities, Families, Service Provider Boards, Community Councils, and other partners within the Northeast Region.  The conference is a venue that provides our communities with opportunities to a) set directions for the Northeast Board and community services for persons with developmental disabilities, b) celebrate our successes, and c) come together as collaborative partners to learn and create stronger, more inclusive communities. (Provide opportunities for learning/education).

This two-day conference typically brings over 200 visitors to the host community, representing a potential economic benefit to the community in which it is held. Previous conferences have had impact in terms of community awareness of persons with Developmental Disabilities and a community legacy to the conference could be possible.

Recommended Minimum Requirements for Hosting the 8th Annual Northeast Regional Conference.

Communities expressing interest in hosting the Annual Conference should meet as many of the recommended requirements as possible. It has been shown that communities meeting many of the recommended requirements have had good success with the conference.

After receiving Conference bid packages, a decision will be made by the Northeast Alberta Community Board on the location of the conference.

Time of Year

The conference is typically hosted on a Friday and Saturday in November, preferably the second or third week. (Consideration will be given to a three-day conference if requested.) The Northeast Region has a large rural population and these dates allow for delegates to attend the conference after harvest season is completed. The suggested dates are flexible and are based on Community preference as well as other factors.

Lodgings

The conference has been attracting more than 250 delegates and speakers annually over the past 7 years. Dates in later October would also be considered appropriate. 

Approximately 120 hotel or motel rooms could be required for Friday night, and Saturday night if the conference is three days. Some will be single rooms and others will need to accommodate up to four people. As well, three to four wheelchair accessible rooms need to be available.

Any special pricing that can be secured for conference participants at local hotel assists in the success of the conference.

Special Considerations

· Accessibility: Rooms and facilities need to be fully accessible and address the mobility needs of individuals with physical disabilities.

· Special Diet Requirements: A small number of conference delegates may require a special diet

· Child Care: Consideration should be given to arrange childcare for a small number of children (less than 6) between the ages of 2-12.

· Transportation: Depending on the location and proximity of the accommodations and the conference facilities, transportation or shuttle services may need to be provided.

· Medical/Quiet Room: Requirement for a quiet room to accommodate individuals who become ill or need a calm environment.

· Social Evening Dance: DJ available with sound system.

Submissions

We ask that submissions address the following:

· The facilities available to accommodate the Regional Conference on Friday and Saturday, and Sunday if the conference is three days.

· The arrangements for the banquet breakfast and lunch (including menu options and decorations).

· The number and type of hotel and motel rooms available for participants (including 3-4 fully wheelchair accessible rooms). At least 20-30 additional accessible rooms need to be available on the ground floor.

· Attention to Special Considerations

· The nature of financial or in-kind support provided by the community. 

· Nature of partnerships with Town Council, Chamber of Commerce, Service Organizations, etc.

· Commitment of partners and services available to deliver the conference.

· Conference budget (overall and by activity/event each day)

· Conference date availability (a Friday and Saturday in November).

· Contact person.

Important Note for Submissions

1) Communities who have made submissions in previous years may send a letter of intent and confirmation of their previous proposal with new dates and any other modifications noted.

2) The information provided on conference requirements is based on previous conferences held in the Region. We understand that modifications may need to be made to the requirements given the location of the host community awarded the conference. It will be important for the submission to note areas where the requirements may need to be modified.

Conference Theme

The Board has not announced a theme for the 8th Annual Regional conference in 2005. A conference theme and title will be announced once a host community has been identified.

In preparation of the submission, please consider the following elements, which will be used to develop the theme:

· A continuation or variation of the theme - Building Community Capacity: Opening Our Hearts, Our Minds, and Our Doors;

· Developing Inclusive Communities is a shared responsibility with all community members and partners.

· Empowering individuals and families.

Registration

Registration for the Regional Conference will commence at 1:00 PM on the Friday. Between 1:00 PM and 5:00 PM, approximately 250 participants, presenters, facilitators etc. will register. An area to provide for efficient registration of these individuals, including some arriving on busses, will be needed. The registration space will need 8-10 tables (8’x6’) and must allow ease of traffic flow for groups of approximately 60 people at one time. The registration desk will remain open and manned until Saturday noon.

Internet Café

Beginning at 1:00 PM on Friday space will need to be available for an Internet Café and display area (Information Mall) throughout the Conference. An area of approximately 267 square meters will be required for 8 computer stations with high speed internet connections for the Internet Café and about 30 display booths of about 1 – 1.3 metres by 1.5 meters for the Information Mall. The space must be large enough to allow Conference participants to circulate through the Information Mall and the Internet Café. An area to sit and enjoy cookies and soft drinks, tea, coffee etc. is also required. 

Information Mall

Space will be required for an Information Mall. 

The audience in the Information Mall will be individuals with disabilities, their families and the other partners attending the conference.  Six-foot table space for set up of a display and information will be required for approximately 30 exhibitors.  The Mall is scheduled to be open from, 2:00 pm to 5:00 pm; on Friday and on Saturday the Mall will be open from 10:00 AM to 5:30 PM.  

Set up for the Information Mall will be between 9:00 AM and 2:00 PM on Friday. Take down will occur on Saturday after 12:30 PM.

Conference Sessions

Rooms for approximately four to six Conference sessions of up to 20-30 people and one larger room for up to 60 people are required between 2:00 PM and 5:00 PM. Approximately 250 participants are expected at these sessions. 

Food Service

The hosting of the Annual Conference may require two breakfasts (Saturday and Sunday), two lunches (Saturday and Sunday) and two dinners (Friday and Saturday), one of which is a business-formal banquet. Meal sites should be large enough to host 200-250 people. The business formal dinner location should be large enough to host 300 people.

Social Activities

A large component of the Annual Conference is evening networking. 

A room large enough to accommodate the banquet and the evening program with about 280 participants will be used from 5:00 PM to 11:00 PM. There will be the banquet, an evening program followed by a social and a dance. Also required is a platform or stage with a podium and sound system for the evening program and dance.

Saturday Morning Session

Prior to the beginning of the Regional Conference sessions, breakfast will be served at the conference location. Approximate 220 people are expected. Breakfast could be served in the conference room or in another location in the same building. 

The following is an example of a potential program to illustrate the space requirement in the event there are group activities.

The program will start with a plenary session with presentations by the Board Chair and other individuals, possibly in a panel format. An estimated 200 participants will attend the Regional Conference this day. There will also be approximately 16 facilitators and a number of other support staff in attendance. 

After the plenary session, the participants will be divided into about 16 groups to address conference topics. Some or all of the groups could be accommodated in the room used for the plenary session.

The groups will form a circle with a facilitator and a flip chart to record the group’s ideas. There will need to be enough room for people to circulate around the group work areas. As much space as possible between groups reduces distractions from other groups. If more than one room is used, the others should be close to the room used for the plenary sessions. 

Afternoon and Closing Sessions

At Noon lunch will be served to those attending the Regional Conference. After the small groups are finished their deliberations in the afternoon, they will reconvene in a plenary session for a Regional Conference wrap up. 

Committee Structure and Position Descriptors
The conference organizing committee should be comprised of but not limited to the following positions:

(The Tasks, Roles, Responsibilities, will be shared and agreed upon when the conference bid is accepted).

Chairperson

Tasks:

· Recruit committee members

· Set agendas for and conduct meetings for committee

· Formally thank all committee and volunteers

Roles & Responsibilities:

· Communicate frequently with the chair of each subcommittee

· Responsible for the overall administration of the budget

· Provide assistance to each subcommittee when required
Secretary


Tasks:

· Take minutes and distribute to committees

· Maintain and update conference manual

Roles & Responsibilities:

· Distribute agendas
· Assist with correspondence for subcommittees
Treasurer

Tasks:

· Coordinate the preparation of the conference budget
· Establish record keeping procedures for conference funds (revenues and expenditures)
· Keep an accurate record of all disbursements, revenues, invoices and receipts
· Control expenditures according to the guidelines established by the committee
· Provide an up to date financial report for each committee meeting
Roles & Responsibilities:

· Provide the Northeast Board with an initial conference budget
· Submit information to be included in the Conference Guidelines Manual
Facilities & Hospitality Committee

Tasks:

· Selection of a subcommittee and volunteers
· Make all the necessary arrangements for the conference facilities:
· Book meetings rooms
· Book Information Mall and Internet Café space
· Ensure adequate hotel and motel accommodations are block booked for delegates
· Make all the necessary arrangements for the conference food, refreshments and social activities:
· Breakfasts
· Lunches
· Banquet
· Refreshment breaks for program sessions
· Prepare a budget for facility and hospitality requirements
Roles & Responsibilities:

· Liaise with the Program Committee to arrange the room set up requirements and A.V. equipment for sessions
· Liaise with the Promotions/Sponsorship Committee regarding hospitality needs
· Liaise with the Associate Representative to arrange requirements for the Information Mall and Hospitality
· Responsible for keeping track of numbers for meals and advising the food caterers
Program Committee

Tasks:

· Selection of a subcommittee and volunteers

· Prepare a program budget

· Make arrangements for activity sessions

· Send thank you letters to all the speakers and include feedback forms after the conference (this may be done by the Conference Committee Chair)

· Submit information to be included in the Conference Guidelines binder

Roles & Responsibilities:

· Confirm speakers 
· Prepare conference brochures for printing
· Arrange for speaker gifts
· Arrange for speaker payments
· Arrange for session leaders who: Meet the speaker and ensure speaker needs are arranged: Introduce session topic and speaker: Thank speaker and present gift; Distribute Session Evaluations and collect completed evaluations at the end of the session.
· Ensure A.V. equipment and session room set up is adequate

Sponsorship/Promotions Committee  


Tasks:

· Solicit sponsors
Transportation and Tours Committee


Tasks:

· Arrange transportation, if necessary, required to move delegates from venue to venue
Roles & Responsibilities:

· Ensure transportation is available for delegates before and after the hospitality events where alcohol is served if distance is greater than 2 blocks.

Board Liaison (Board Member) 


Tasks:

· Attend appropriate Conference Committee planning meetings
Roles & Responsibilities:

· Act as an advisor to the Conference planning committee.

· Prepare Conference update reports to the Northeast Board.

· Assist with Conference details

Office Administrator/PDD Staff

Tasks:

· Assist Conference Committee with questions regarding registrations and accounting
· Assist with Information Mall preparation.
· Organize conference sessions
Roles & Responsibilities:

· Send our conference brochure

· Advertise and promote conference (web page, leisure lines, desk top calendar)

· Field conference questions

· Manage payment of all PDD assigned and approved conference expenses

· Take registrations and prepare delegate identification

· Prepare and mail out Information Mall pkgs.

· Handle all Information Mall registrations

· Set up sessions, speakers, etc. 

· Add conference program to website and update regularly

· Add Exhibitor list to website and update regularly

· Proof conference brochure and registration form in preparation for printing

· Mail out individual Session Listings to all registered delegates

· Keep Conference Committee updated to session, delegate, exhibitor numbers

· Prepare awards & certificates for Awards Banquet & Presidents’ Luncheon

· Supervise and operate the Registration Desk during Registration times

· Prepare meal tickets, ballots, delegate lists, exhibitor lists, etc.

· Distribute and collect evaluations for Information Mall

· Handle last minute walk-in registrations and/or changes to delegates’ itinerary

Next Step

If your community, after reading the above, still has questions about the hosting of the Conference, please contact Dale Drummond, CEO, Northeast Alberta Community Board, toll-free at 1-866-733-6322 or by email at dale.drummond@gov.ab.ca
Thank you for your interest in hosting the 8th Annual Northeast Regional Conference. We look forward to receiving your conference bid package.

Forward submission to

Mr. Don Schultz, Chair

PO Box 312, 5025-49 Ave

St. Paul, AB   T0A 3A4

Phone: 1-800-733-6322

Fax: (780) 645-6229

