	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.



PROGRAM & SPEAKERS COMMITTEE

	Note:
	The chairs of all committees will meet regularly with the conference co-chairs.


	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.

	30-26
	· 

	25-24
	· 

	23-20
	· 

	19-18
	· Recruit committee members who are interested in developing a program that will reflect the current needs and interests of the mathematics educators of Ontario; there should be a representation from all divisions (early childhood, formative years, transition years, specialization years (and College and University, if possible); francophone sessions should be included.
· Brainstorm potential keynote speakers (based on personal preview of sample presentations) – approval by co-chairs
· Create letter of invitation for keynote speakers , and keynote speaker information form 
· Using Excel Program & Speakers worksheet, draft a budget; include anticipated costs related to keynote speakers and workshop presenters and program expenses
· Keynote speakers may receive complimentary registration and an honorarium; reimbursement for accommodation and travel (see POLICIES – Finance) 
· Each workshop/speaker  to be assigned ONE complimentary conference registration per single session (two complimentary conference registrations, one for each of two presenters, for a double / repeat session), and lunch for the day of his/her presentation
· Liaise with MCIS regarding information for MCIS setup, framework, website design and layout

	17
	· Edit / revise budget; conference with Finance, if necessary

· Establish a list of prospective feature speakers – based on personal preview of sample presentations and approval of conference co-chairs
· Liaise with Hospitality committee regarding conference schedule

	16
	· Edit / revise budget; conference with Finance, if necessary

· Finalize list of keynote presenters; approval by conference chair(s)
· Send letter of invitation for keynote speakers, accompanied by keynote speaker information form
· Create letter of invitation for session proposals for distribution at OAME, OMCA & via email to board contacts 
· Liaise with MCIS / Website chair to provide session proposals information to be inputted in MCIS

	15
	· Finalize budget and submit to the Finance committee
· Edit letter of invitation for session proposals
· Liaise with Promotions and Hospitality to create draft of the conference flyer for distribution and display at upcoming conference and in Gazette; flyer should include theme, logo, place, dates, featured keynote speakers, etc. 

	14
	· Prepare print copies of invitation for session proposals

· Liaise with Hospitality, Facilities and Exhibits committees to establish session proposal structure, including strands, grade level, grades, days available, equipment needs, session format, session maximums; consider the following:

· conference description related to theme

· welcome message from Co-chairs

· timing of the OAME Annual General Meeting (AGM), e.g. Thursday, immediately following the conference, Friday at noon; seek the advise of the OAME/AOEM President and Executive Director(s) in office at the time of the conference regarding scheduling of the AGM

· common banquet lunch with keynote addresses

· exhibitor hours

· social events

· time for delegate mobility and speaker turn-over (minimum of 15-20 mins)
· Liaise with co-chair(s) and MCIS & Website chair begins to populate the parameters of MCIS, including:

· conference description (focused on conference theme) 

· welcome message

· strands

· grade level
· days of the conference
· Establish an appropriate number of workshops based on established format and available rooms (25-30); an attempt should be made to distribute sessions equitably among Early Childhood, Primary, Junior, Intermediate, Senior, and Post-Secondary levels (examine previous MCIS conference’s data as a guide)

· Liaise with Facilities and MCIS & Website chairs; MCIS & Website chair begins to populate the parameters of MCIS including:

· equipment needs to be made available

· session format
· session maximums
· room allocations

	13
	· Liaise with Promotions committee to create promotional flyer for session proposals (including live date and conference promotional flyer); list MCIS website address, http://www.oame.on.ca/mcis/index.php on flyer
· Access presenter list from previous year’s MCIS conference

· Receive training by the MCIS & Website chair focused on how to review MCIS functions related to session proposals (ie. flagging sessions, emailing speakers directly from webpage, etc.)

	12
	· Shadow Program & Speakers chair at current conference; pick up a program booklet (if print copy available) for future reference

· Support Promotions committee members to recruit speakers at current conference

· Distribute letter of invitation for speaker session proposals to OAME board of directors, OMCA members & boards contacts; invite speakers, to register via MCIS, http://www.oame.on.ca/mcis/index.php; encourage speakers to update their information in Update Information; deadline for session proposals should be at the very latest October 31st
· Open session proposals via MCIS; advertise a deadline of September 30th
· Send confirmation of receipt of session proposals via MCIS (seek out support of MCIS chair, if required); consider:

· including MCIS# on all correspondence with speakers; 

· send confirmation of session proposals via MCIS within one week of submission

· Liaise with Facilities & Equipment committee regarding AV equipment requests through online speaker proposals

	11
	· Liaise with Promotions & Hospitality, Exhibits, OAME regarding development of program
· Continue to recruit speakers; send reminder emails
· Continue to send confirmation of receipt of session proposals via MCIS within one week of submission

· Liaise with MCIS; open session proposal online via MCIS 

	10
	· Liaise with Promotions & Hospitality, Exhibits, OAME regarding program layout
· Program chair to refer to feedback from previous conference 
· Liaise with MCIS chair to monitor session proposals; send confirmation of receipt of session proposals via MCIS within one week of submission; approve / decline accordingly

· Liaise with Hospitality and Facilities committees to create a list of AV and technology equipment required

· Request signage from Facilities committee
· Request student volunteers if required; create job description(s)

· Continue to recruit speakers; send reminder emails
· Continue to send confirmation of receipt of session proposals via MCIS within one week of submission

	9
	· Continue to recruit speakers; send reminder emails
· Continue to send confirmation of receipt of session proposals via MCIS within one week of submission; approve / decline accordingly
· Develop program; be sure to articulate the process to register clearly and in steps in the program (last page – registration) created; be sure people know they have to register ONLINE. 
· Liaise with Facilities and MCIS & Website chair to provide necessary details regarding Setup Conference area of MCIS, including:

· time slots

· building and room information

· fee structure

· accommodation information
· map links and other website links


	8
	· Develop conference program
· Continue to send confirmation of receipt of session proposals via MCIS within one week of submission; approve / decline accordingly
· Liaise with Promotions committee to create promotional poster regarding conference; include dates, theme, strands, keynote speakers, registration fees
· Coordinate with Facilities regarding AV and technology and Hospitality regarding social events

· Liaise with MCIS, Registration and Hospitality committees; provide description of each social event and fees and provide input on design of name tag (ie. tickets for events), and include location and time
· Liaise with Hospitality and Facilities committees to coordinate AV and technology and social events
· Consult with OAME Executive Directors regarding portions related to OAME (e.g. list of Directors, announcements of awards, AGM, Awards Banquet, info for membership)

· Include description of AGM, and major awards and presentation times in program (e.g. Awards Banquet)

	7
	· Continue to develop program 
· Send draft of  preliminary program to current OAME president for planning purposes; the President of OAME/AOEM is expected to be in attendance at all major conference events
· Liaise with Exhibitors and Hospitality to align snacks/ refreshments and/or lunch with exhibitor time
· Close speaker proposals via MCIS at the very latest by October 31st
· Liaise with Facilities & Equipment and MCIS & Website chairs; populate the parameters of MCIS registration to prepare for live date, including:

· time slots

· rooms

	6
	· Continue to develop program 
· Review and approval of session proposals; consider a balance of P / J / I / S / PS

· Schedule two different proof-reading sessions for program; consider a subgroup of committee chairs to be involved in this process
· Liaise with MCIS Coordinator to confirm speakers and transfer sessions via MCIS; NOTE: INCLUDE MCIS# ON ALL CORRESPONDENCE WITH SPEAKERS
· Liaise with MCIS Coordinator to transfer session proposal to conference session list via MCIS.

· Liaise with Facilities & Equipment regarding speaker needs, including room set up, AV requests, etc.

· Schedule appropriate number of workshops and lecture sessions per division based on this format (25 to 30); attempt to distribute sessions equitably amongst the divisions

· Submit request for student volunteers to committee
· Liaise with Facilities & Equipment and Student Volunteers committees to draft schedule and assigned tasks for student volunteers based on committee needs (e.g. assisting speakers in carrying materials from parking lot to workshop rooms, collection of tickets, set up and transportation of AV / technology equipment for workshop rooms, etc

· Be cognizant that Promotions provides flyer or ads for the Sept and Dec Gazette

· Liaise with Hospitality to brainstorm presenter gifts
· Liaise with Student Volunteers committee regarding student volunteers to be assigned to sessions to support speakers, equipment transportation, etc; any necessary qualifications should be shared with chair

	5
	· FINALIZE  program without rooms BY EARLY DECEMBER
· Liaise with MCIS; post program online on MCIS conference

	4
	· Liaise with Hospitality re signage needs

· Liaise with Hospitality to choose speaker gift
· Provide Hospitality with inserts for delegates package (envelope) and/or bag 

· Liaise with Facilities and Hospitality Committees regarding meeting and workshop room layouts as designated by the speakers and layout for social events and hospitality suites 

	3
	· Request student volunteers; to be assigned to workshop sessions to help support presenters
· Send items for delegate bags / packages to Hospitality committee

· Notify Registration committee re any presenters who have not yet registered
· Liaise with OAME Executive Directors regarding award recipients; the cost of the accommodations / registrations of the award recipients will be the responsibility of the person involved or of OAME/AOEM (see Policies: Finances)

	2
	· Liaise with Registration and MCIS chairs to examine expected attendance for sessions to start room assignments

· Monitor registration numbers per session via MCIS

· Liaise with Facilities regarding session room assignments; strive to maintain meeting room layouts consistently as either plenary, sessional or workshop throughout the day
· Liaise with Registration and MCIS chairs regarding expected attendance for each session 
· Inform Facilities/Equipment of signage needs
· Promotion of speaker’s lounge to workshop presenters; prepare; liaise with Program & Speakers committee regarding inclusion of notice in speaker’s package
· Liaise with Student Volunteers committee to solicit student volunteers to act as presiders (e.g. introduce and thank speaker, help speaker, etc.)
· Prepare workshop descriptions and presenter bios for student volunteer (presiders)
· Send items for delegate bags / packages to Hospitality committee

	1
	· Test communication devises (e.g. walkie-talkies, cell phones)
· Liaise with Student Volunteers committee to collect copies of workshop descriptions and presenter bios for student volunteer (presiders); ensure a master set is kept by the chair
· Collaborate with Hospitality to ensure keynote speakers are met on arrival and that all transportation is available for them 
· Liaise with Facilities to finalize room assignment and speaker parking and loading/unloading speaker equipment/materials
· Liaise with MCIS and Registration committees regarding anticipated attendance for each session
· Prepare speaker room allocation Excel spreadsheet, including session number, dates, room, session time and AV equipment needed; print speaker data for registration package (PROG-7) and/or consider including on delegate badges
· Communicate with all speakers using MCIS email system (connect with MCIS chair), using pre-set fields, to inform them of their session time, room location, number of registered delegates, availability of speaker lounge, access to parking, etc.
· Prepare letters or cards of appreciation for all speakers
· Liaise with Hospitality regarding preparation of speaker snack bags and gifts

· Liaise with Student Volunteers committee to coordinate students volunteers for speakers and loading/unloading

	1 day before
	· Arrange for Student Volunteers to help with presenter and exhibitor materials
· Provide student volunteers chair with workshop presenter bios and descriptions for student volunteer presiders

	0
	· Greet speakers at speaker registration desk; give each speaker a snack bag and gift with thank you letter or card

	-1
	· Complete a report on the functioning of Committee for the conference co-chair

· Include recommendations as required for the next Program Committee
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