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I wish to start off with my heartfelt thanks to the small committee of dedicated individuals that helped make Every 1 Counts such a success.  I am also pleased that our choice of venue, Fanshawe College, worked out so well.  The following paragraphs will share my ideas of what worked well, what could be improved for future events, and general comments about the conference planning process.
If future conference planners only read part of this, then I will stress now 
what I consider the MOST important things I learned:

· Keep all your e-mails (sent and received).  Organize them into subfolders in Outlook or something similar so you can find things when you need them.  This saved us money – probably in the neighbourhood of $1000.

· Get EVERYTHING confirmed via e-mail.  This includes agreements with friends of your committee chairs, etc.  EVERYTHING!!!!!

· Have someone who is capable of using Mail Merge to be your primary (only?) contact with presenters.  Contact them regularly and give them lots of information ahead of time.  Get confirmation that they are receiving your messages (sometimes the e-mail addresses in MCIS are incorrect)  Include their MCIS numbers in every contact.
· Plan your volunteer use well in advance, and provide a written schedule and responsibilities.  Verbal instructions are not good enough!

· Have someone in charge of registration who is insanely conscientious about details.  This will make the conference run very smoothly!
· Minimize the “little expenses” that get on people’s nerves.  (parking, snacks, transportation to the banquet)

· Try to come up with ways to solve the problems when everyone is trying to access small areas at the same time (getting into parking lots, getting lunch)

· Spend a bit of money to make exhibitors happy.  Perhaps breakfast before they open, or snacks delivered to them throughout the day.

· Make sure all committee members have cell phones on-site, and even some of the student volunteers.  Have a complete phone list with each phone!

The rest of this document will go into detail about the facets of our conference.

	Committee Volunteers


We had a small executive committee with only 10 members.  This caused some problems with people “doubling up” at the beginning of the planning process since we had been told that all major committees should have two chairs.  It soon settled into most committees having only 1 person in charge, and that seemed to work well for our group.  We were also extremely lucky that over half our executive were either retired or on leave throughout the planning process.


Although I call them “committees”, I found that very few of the chairs involved anyone else.  We had a database full of names of people who were willing to volunteer, but most of them were never contacted by the committee chairs.  This is unfortunate, since I think that we might have had more local involvement in the conference if more people had been a part of the process. 

The volunteers that were involved were given free registration to part or all of the conference, based on their time commitment.  This did not involve much, since most of them were already involved in some other capacity (eg. Presenter.)
Recommendations
· Get your committee chairs set up BEFORE gathering a list of volunteers.  We had one big info meeting where we were looking for BOTH, and so we didn’t really know what we needed yet.
· Make sure the committee chairs stay in contact with the Conference Chair(s)
· Ask for written reports BEFORE your meetings, so that you can provide them in print and spend less time on general information and more time on important discussions at meetings.
	Getting Information Out About the Conference


· Get your website up and running VERY early – perhaps even before the start of the previous year’s event.  We had people looking for information before we were ready.
· Ask the previous year’s registrar for the e-mail contacts of everyone that attended.  A personal message when registration opens will get their attention.

· Don’t get carried away with printing booklets – a maximum of 13000 would be my recommendation.  You will likely need less than 2000 to send directly to OAME members.  We shipped boxes to each board office containing 2 flyers for each of their schools (and sent an e-mail to the contact person there letting them know they were coming and asking them to get whatever permission was needed to send them through their board mail.)   This was a total of 9536 booklets to school boards.  A few more went out to local private schools.   We had enough left over that we stuffed them in the conference bags as well, and we still have TONS left.
· Send messages out to anyone and everyone that you have contacts with in your own area.  
· We had very low turn-out from our local boards and were quite frustrated with the lack of interest shown.  I’m not sure what else we could have done, but it is something that needs to be addressed before an event of this magnitude should be brought to this area again.

	MCIS


· This system helps keep all your information organized.  Try to adapt to it early in the process and get familiar with how it works.
· This system is still being expanded and improved continuously.  The willingness of Greg Clarke to work with us on this was very much appreciated.
· There were many minor glitches as we were the first conference to use the on-line speaker proposals section.  We made the mistake of allowing people to use the system or fax/e-mail their proposals.  Don’t do this – make them enter it in the system themselves.
· It would be good if the proposals that have been submitted could be viewed by others in the system – this would help new presenters see how to phrase their proposals, and would also let people know what topics have already been submitted.    

· There are several areas of MCIS that should be “automated” as it is fine-tuned so that it is easier to get CORRECT and COMPLETE information into it.  Some of these areas are :  not allowing one person to have multiple MCIS numbers, creating a “double” or longer session with only one or two clicks, allowing the administrator to alter special events lists, allowing the administrator to set some “default values” for session caps and/or audio visuals available, allowing people to get a “hint” about their password.

· QuickStats could use some improvement so that it is easy to see how many of each “category” of registration are in the system.  It was great to see the numbers registered each day, though, so we could anticipate the needs for snacks, etc – so don’t remove that feature!!!
	Registration


· We were exceedingly lucky to have Sue Hessey as our registrar.  She quickly got involved in chasing down payments and solving problems, and had almost all registrations paid and finalized before the event began.  
· Sue had paper copies of all her information, which was a blessing because MCIS was not functioning for the duration of the conference.  In fact, it was probably better that way, because walk-ins were handled quickly and personally.

· Make sure your “rules” are clear both on-line and in any information that goes out in e-mail or print form.  Then STICK TO THEM!!!!  This includes deadlines, refunds, etc.
· Do not hold spots in “FULL” sessions for people whose payment has not been received.
· Better yet, do not accept cheques.  Make all payments be done via credit card.  Provide a phone number for those who do not like to put their card numbers into the internet.

· Do not have complete conference listings with room numbers available to delegates on-site.  That way, people cannot attend sessions other than the ones they have registered for.  The presenters appreciated this.
	Site 


· It is always best to try to arrange rooms that are close together for all conference events.  That was our original plan, but college building projects got in the way and we had to move things to various locations around campus.  All locations could be accessed without going outside in case of rain, but some paths were a bit confusing.  Lots of signage, appropriately placed volunteers, and maps available certainly helped.  
· The people at the college were amazing at helping us.  They had never had an event of this magnitude before, and we were both learning together.  We were supposed to make all contacts through the conference coordinator, but it was often better to deal directly with the departments involved.  It would have been a much smoother planning process if their conference coordinator had more experience, but she did an admirable job.

· It would be a good idea to have a list of what things you need to set up at the site, and get contact information about each department early in the process.

· The executive committee stayed on-site throughout the conference, which was very beneficial.

	Exhibits


· We had an outside company set up the exhibit area.  Make sure that the exhibitors know what their area will be like.
· We almost had a problem with power, since we mistakenly thought that the set-up company would take care of that.  However, the college facilities people were awesome at solving this.
· We had student volunteers help the exhibitors unload on the Wednesday afternoon, which was much appreciated.  

· The take-down on Friday was a bit tight, since some of the exhibitors needed to get their materials to the shipping/receiving area of the college near their closing time.  I would recommend making arrangements for overtime to keep shipping/receiving open later that day.

	Student Volunteers


· We had the spouse of one of our exec bring members of his high school football team to be our student volunteers.   We unfortunately had not thought this through very well, and did not have the volunteers on site when they would most be needed – EARLY in the morning to help presenters set up!
· Using a school team in uniform saves you money on t-shirts.  The uniforms make them stand out enough to get attention.

· There were issues, as expected, with the students missing so much school.  I would recommend using VARIOUS school groups/teams from your local area.  Have one group help set-up exhibits and bag stuff on Wednesday afternoon.  Have a second group help presenters set up and help direct delegates on Thursday morning.  You would only need a few bodies to help direct things in the afternoon and help presenters pack up.  Have a third group help on Friday morning (early start again).  Have a fourth group help Friday afternoon, including complete take-down of the exhibit area.  Have a fifth group help on Saturday morning ( early start again, and stay to end to help presenters and then COMMITTEE pack up)  Keep in mind that anyone that helps outside of school time is entitled to volunteer hours.  You could make deals with them about how much they would receive based on whether or not they would need bussing, whether or not they would like lunch provided or would bring their own, etc.  Someone from the exec should be in charge of these volunteers, and should go to their schools the week before to meet with them and go over specifics of what they would be doing.  This is an area of our conference that I felt should have been more organized. [image: image8.png]
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Cathy Lynch, Co-Chair OAME 2006

132 Clara Cres

London  ON  N6E 3G7

cathy.lynch@sympatico.ca    519-649-1735
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