POLICIES


POLICIES
	Timing of the Annual Conference

	· An OAME / AOEM Annual Conference shall be held each year as set out in By-Law 21 (currently the 2nd week of May).

· The OAME/AOEM Annual General Meeting (AGM) will be held during the Annual Conference at a time not conflicting with major sessions or workshops.  It is to be well advertised in the program and on site, and should be held at a location convenient to all interested members (eg., conference site).  Contact the Executive Directors to arrange a suitable time for the AGM.
· In years when an NCTM Annual or Regional Conference is held in Ontario, an OAME/AOEM Annual Conference may be held in conjunctions with the NCTM meeting.
· At least two years prior to the conference, local school boards are to be contacted by the Conference Co-chairs and given the opportunity to coordinate (a) professional development day concurrent with the conference day(s).

	Sponsoring Chapter

	· Applications from sponsoring chapters or groups in good standing to conduct the Annual Conference shall be submitted to the OAME/AOEM Executive Committee for consideration 30 months in advance of the predicted date of the Conference.
· The application should include:

· the name of the sponsoring chapter or group or individual 

· the proposed dates

· the co-chair(s)
· the location of the conference and a letter of confirmation for the location
· the general name of the Conference which shall be “The <<year>> Annual Conference of OAME/AOEM”

· The sponsoring organization shall submit a detailed budget to the Executive committee, using the Annual Conference Excel financial template provided by OAME / AOEM, at least 13 months (2nd week in April) prior to the conference .  The financial plan will include recognition that any excess of revenue over expenses shall be shared equally between OAME/AOEM and the host chapter or group, and recognition that any financial losses incurred in the conducting of the OAME/AOEM Annual Conference shall be borne by OAME/AOEM.  (See By-Laws 16 & 21) The final decision relating to location and sponsor shall be made by the Executive Committee and ratified by the OAME/AOEM Board of Directors no later than 26 months in advance.  Consideration should be given to the size of the host community, since it impacts on the number of new memberships received.  A small community that hosts the annual conference should be followed by a large host community.

· On ratification by the OAME/AOEM Board of Directors, a contract will be signed by officers of the sponsoring chapter or group and OAME/AOEM officers.

· The present and future sponsoring chapter(s) and/or group(s) shall seek advice from the previous OAME/AOEM Conference Committee.  A meeting of PAST, PRESENT & FUTURE Co-Chairs will take place each October, and shall be arranged by the Futures Committee.  Expenses for this meeting will be covered by the Futures committee.  The purpose of this meeting will be to provide co-chairs with the opportunity to provide feedback on the annual conference timeline and share information, resources and feedback regarding the annual conference.  PAST co-chairs will have an opportunity to share their report of the recently completed conference.  In addition, job-shadowing can be arranged for the upcoming conference.  


	Updates to the Conference Planner

	· The OAME Futures Committee representative in attendance of the meeting will be responsible to collect feedback and resources from the PAST, PRESENT & FUTURE Co-Chairs meeting in October and arrange for appropriate updates to be made to the conference planner, timeline and CD of resources.  This revised package will be made available to the upcoming conference team as soon as possible.

	Promotion

	· The host chapter shall promote the conference on behalf of OAME/AOEM in such a way as to reflect OAME/AOEM and its philosophy.  

· OAME/AOEM shall promote the conference on the main page of their website, www.oame.on.ca , and shall provide, free of charge, advertising space in the Gazette to promote the conference.  Please note that there may be a charge for including separate inserts with the Gazette.
· The host chapter shall promote the conference via its website, www.oame<<year>>.ca .

	Reports

	· Details of progress shall be reported in writing to each OAME/AOEM Executive Committee meeting and in person by a Conference Co-Chair or Chapter Representative at each OAME/AOEM Board of Directors meeting in the 12 months prior to the OAME/AOEM Annual Conference.

· An interim financial report is due by August 15th to the Excutive Directors and will be presented at the October board meeting by a conference representative.

· A final report is to be submitted by the February board meeting (following the conference) with the final financial statement (using the Excel financial template).  This report will be made available to the up-coming conference team as soon as possible.

	Committees

	· The following committees will be established:  

	· Facilities / Equipment

· Finances

· Website / MCIS

· Program & Speakers

· Promotions

· Registration

· Exhibits

· Hospitality

· Student Assistants

· As necessary, the local committee may form additional sub-committees.
	
	


	Finances

	· The conference registration fees charged to delegates must include a professional development fee as determined by OAME/AOEM outlined in the Board of Directors By-Law 16 ($35.00 per delegate, effective September 2004).  These fees also include costs related to program development, presentation and administration as well as the costs of specific services such as parking, hospitality events, etc.  Additional fees or levies that profit the host chapter or other individuals and organizations cannot be charged without the express written consent of OAME/AOEM’s Board of Directors

· Differential registration fees shall be established in accordance with an accepted formula.
· The host chapter will consider options for their fee structure, including one day registration, special registration for regular, student and retired members of OAME.  The host chapter may wish to consider a plan (ie. a special fee structure) for a board that wishes to pay for a number of delegates (e.g. 40+).

· Complementary registration and accommodation will be arranged for the current OAME/AOEM President in office at the time of the conference and the conference co-chairs.  Complementary registration only will be arranged for the OAME/AOEM Executive Director(s) in office at the time of the conference and all host conference committee members.

· Descriptions of major OAME/AOEM awards and presentation times, decided by the conference co-chairs shall be included in the program, if applicable.  Recipients and presenters should be contacted by the Chair of the OAME/AOEM Awards Committee.  The OAME/AOEM Awards Committee Chair will inform the conference co-chairs of these names one month before the conference.  The cost of the accommodation / registration will be the responsibility of OAME / AOEM. 
· It is recommended that the deadline for all registration payments be the same date as the last day to register online (usually 7-10 days prior to the conference).  This deadline should be advertised well in advance of the conference via the chapter conference website, www.oame<<year>>.ca as well as the OAME website, www.oame.on.ca , and in the program.  This is necessary as unpaid registrations will hold workshop spaces as well as hospitality event spots which are often pre-confirmed numbers.
· If a decision is made that post-dated cheques will not be accepted, a notice to this effect must be included on the registration form as well as on the MCIS website.

· If a refund is required, a $25.00 administration fee is applied.  Refunds will be granted until 10 days prior to the conference only.  The refund can be issued by cheque (minus $25.00) if originally paid by cheque, or a credit to the delegate’s credit card (minus $25.00) if originally paid by credit card.  The refund policy must be included on the registration form as well as on the MCIS website.
· The honorarium for a featured speaker should be reasonable in light of the overall budget for the conference.  In addition, there may be costs for economy travel and accommodation.  This may be influenced by availability and corporate sponsorship.

· Loans advanced by OAME/AOEM and membership fees should be repaid within 30 days of the end of the conference.  (See By-Law 21).
· An interim financial statement shall be submitted by August 15 following the conference to the OAME/AOEM Executive Director(s) to allow completion of the Fiscal Year End Accounts.  This statement should be submitted using the OAME annual conference financial template.  The total revenue from the PD fee should be paid by August 15th following the conference.

· An interim financial statement with a cheque for the estimated 50% profit should be presented at the October board meeting following the conference by a conference representative

· A financial statement shall be presented to the February OAME/AOEM Board of Directors meeting following the OAME/AOEM Annual Conference.

· All financial ledgers shall be closed by one year after the last day of the OAME/AOEM Annual Conference concerned.

	Planning

	· All committees of the Annual Conference Planning Committee, their tasks, and their members shall be the responsibility of the sponsoring chapter or group as outlined in the attached guidelines and timelines.

· Permission to deviate from these guidelines may be granted by the OAME/AOEM Executive Committee upon request.

· The President of OAME/AOEM shall be an ad hoc member of the Annual Conference Planning Committee.

	Exhibitors

	· The charges to exhibitors should include space fee, and may include electricity charges, and draping fees, unless these fees are to be paid directly to the venue (e.g. hotel).  
· If the venue has preferred spacing, it is recommended that the exhibits committee communicate this information with exhibitors prior to the opening of MCIS exhibitor registration.

· If the total number of exhibitor tables is limited, the committee may wish to consider setting a maximum number of exhibitor tables per exhibitor.  If such a decision is made, this information should be shared with exhibitors prior to the opening of exhibitor registration.

· Exhibitors will register via MCIS.

	Recognition

	· Provisions should be made for the OAME Awards to be presented preceding or following a major plenary session on Thursday or Friday, or at the OAME banquet dinner.  Allow at least 15 minutes in time-tabling for the presentations.  Saturday may be preferred for the Fryer Award
· Acknowledgement of volunteer workers should be made at a plenary session or banquet.

· The OAME/AOEM President should thank the Annual Conference Committee members at a plenary session or banquet.

	Announcements

	· Time should be scheduled daily for management announcements or a daily newsletter should be published to notify delegates of such announcements.

· Visual presentations such as an LCD projector or TV notices may be useful for presenting daily announcements.

	OMCA

	· Clear communication between OMCA and OAME should encourage cooperative scheduling for the May OMCA meeting and/or professional learning sessions in conjunction with the conference, but no arrangements for accommodations or meals should be undertaken by the conference committee.

	Equity  Breakfast

	· The conference committee should cooperate with the organizers of the OAME equity breakfast with regard to arrangements with the facility, inclusion in the program, registration and payment via MCIS, and issuing of tickets.
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