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Introduction

This publication has been produced by members of the SCONUL Advisory Committee on Staffing based on experiences gained over a number of years of organising events.  It is intended to provide a detailed guide to the many aspects of organising an event, in order to share best practice.  It is anticipated that event organisers will select the relevant parts of the checklists appropriate to their own event and customise them.  The publication also provides an overview of ways in which SCONUL members may be supported.

SCONUL support

Would you find it useful to get together with colleagues to consider an aspect of academic library service and its relation to teaching and learning?

Maybe SCONUL can help you.

How?

SCONUL works to promote librarianship in the national and higher education libraries in UK and Ireland.

SCONUL provides a regular forum at which directors/heads of service, or their representatives, can exchange working experience and at which they can formulate advice on common problems and joint responses to national initiatives.

We also encourage a wide dissemination of information on good practice and matters of general professional interest. To do this we actively involve colleagues from SCONUL libraries in making responses to national initiatives, writing position papers and serving on working groups. This is a matter of philosophy and of sensible practice, it helps SCONUL’s work and provides staff development opportunities for our colleagues. Another of the specific ways SCONUL seeks to fulfil its responsibilities is by encouraging staff development and training events through its Advisory Committee on Staffing.

How does this work in practice?

SCONUL’s Advisory Committee on Staffing may be able to underwrite your first one or two events against loss.  If you wish to explore this you should discuss with them the details and the financial arrangements as soon as they are reasonably firm.

We can advise about premises, speakers and delegates.

We have a checklist which helps you with the administration of your event.

We can help you publicise your event. The SCONUL Newsletter will always carry advance notices of forthcoming events and we maintain mailing lists, which cover:

· Higher education institutions and national libraries in membership of SCONUL

· Librarians responsible for staff training and development in the Universities

We can suggest ways of evaluating your event.

We will help to publicise the outcome of your event by means of printing a report in the

SCONUL Newsletter, assisting helping with the preparation of conference proceedings, (possibly even publishing them as a SCONUL paper) and by helping you to place reports in the press and with interested individuals.

Does it work?

Several groups and one‑off events have been supported in this way.

What’s the catch?

The catches are that in return for this support we ask you to:

· indicate on your brochure that this is a joint event run by your group and SCONUL if we are underwriting you;

· report in writing on your events and activities through the SCONUL Newsletter. The Newsletter is published three times a year. The Editor should be informed in advance that a report is forthcoming and will advise on copy date (generally in the month preceding publication). No limit is placed on the length of a conference report but 1500 words can be used as a rough guide.  Contact details can be found at http://www.sconul.ac.uk/newsletter.htm

If you are interested, please contact 

(a) The current Chair of the SCONUL Advisory Group on Staffing (contact details can be found at http://www.sconul.ac.uk/staffing/index.htm) or via the SCONUL Office.

(b) Any member of the SCONUL Advisory Group on Staffing (members listed on the SCONUL web site http://www.sconul.ac.uk/staffing/index.htm)

Running a staff development event ‑ a course and conference checklist

1
Starting up
1.1
Get together a steering group to plan the event. (All our experience shows it should be small, say three to four people.)

1.2
Identify your target audience. Who are you trying to reach?

1.3 Define the purpose of your event. What are you trying to do or say?

1.4 Identify the topics to be covered.

1.5 Identify when you are going to hold it. (You need a surprisingly long lead time. A minimum of six months is advisable, unless it’s going to be very simple and can be done quickly, or very topical in which case it needs to be done in a rush.) 

2
Deciding on the style and format of your event

2.1
Style:

Is your event going to be

· Didactic or experiential (i.e. an expert imparting knowledge, or interactive so that delegates grow to possess the knowledge as a result of attendance?)

· Delegate centered or speaker centered? Information giving or problem solving? Information exchanging or fact finding?

· Training or orientation?

Will your organisers be

· Directing or facilitating/co‑ordinating?

· Participatory or authoritarian?

· Democratic or laissez‑faire?

2.2
Format:

Will the plenary events be

· Formal delivery?

· Demonstration?

· Debate?

· Panel?

· Other?

Will they result in

· Written reports/flip charts/wall posters?

· Be sufficient unto themselves?

Will the events be

· Structured or unstructured?

· Brainstorming?

· Case study based?

· Simulation/role playing?

· Microteaching?

· Competing groups?

· Collaborating groups?

Will you benefit from having briefing/position papers to focus and stimulate discussions? (These can simply be a list of trigger phrases covering the issues and sent to delegates in advance or issued at the start.)

Do you want to elicit delegates’ skills and interests in advance? (Suggested layout for a form to elicit delegate resources is attached.)

Will they result in 

· Flip charts/Wall posters?

· Oral reporting back?

· Written reporting back?

Do you need

· Group leaders?

· Rapporteurs?

Will the conference as a whole result in -

· Written proceedings for general publication and sale?

· Written proceedings published for delegates only?

· Brief conference report for delegates only?

· Brief conference report for relevant journals (e.g. SCONUL Newsletter)?

· Be sufficient unto itself?

· Give birth to a subsequent event?

· Something tangible makes people feel they’ve had value for money?

We are happy to share our experience on matters of programme style, format and timing. We can let you have sample programmes from past events.

3
Who will do what?

Who will

· Co‑ordinate planning

· Provide secretarial assistance

· Produce publicity material?

· Deal with the budget including invoicing, etc.

· Tout for financial support if appropriate (e.g. Suppliers will sometimes provide a reception)

· Invite and brief visiting speakers

· Negotiate with speakers over fees

· Invite observers

· Invite dignitaries

· Visit the venue to inspect facilities

· Book the venue and deal with local contacts

· Recruit/contact delegates

· Run the registration procedure

· Provide technical assistance/equipment

· Produce audio visual material

· Co‑ordinate on the day

· Back‑up on the day and stand‑in in emergencies

· Welcome delegates

· Welcome speakers

· Chair the whole proceedings (including opening, closing and making

· housekeeping announcements)

· Chair plenary sessions

· Produce small group delegate lists

· Chair the small groups and delegate any reporting and postering work

· Brief small group leaders,

· Keep a weather eye out (times for eating and session starts, emergencies, etc.)

· Clean up​

· Thank speakers, group leaders, etc

· Evaluate the event

· Write the conference report

· Produce conference report if it is to come out as papers/proceedings rather than published in a journal. (This is much better if set up in advance. Slow production loses all the impetus of the event)

4
Budgeting and costing

4.1
What do you need to consider budgeting for
· Venue hire?

· Catering?

· Accommodation?

· Pre‑conference planning meetings?

· Site visits by course organisers?

· Speakers’ expenses (travel, accommodation and feeding)?

· Speakers’ fees/thank you presents?

· Equipment hire?

· Preparation, printing and materials costs of conference documents (pre‑conference, conference papers and folders, AV aids like overhead projectors/Powerpoint facilities, name tags, post conference papers)?

· Postage (of documentation and invoices)?

· Advertising?

· Telephone?

· Technical support time?

4.2
What to charge 

· Sufficient to cover all costs outlined in 4.1 above. But is your event to be—

· Free?

· Subsidised?

· Full cost recovery?

· Profit making (particularly with a view to providing a budget for your next event)?

· It’s useful practice to round the overall course fee up above predicted costs. This allows for shrinkage, e.g. people dropping out, and where fixed costs are high, this has to be covered. You can consider cancellation fees but don’t forget the cost and difficulty of collection.

4.3
Pricing structure

For the sake of simplicity it is probably worth charging a simple flat rate fee but it is worth considering - reduced fees for early booking ‑ Divisibility of event (e.g. can someone attend for one day only and not stay and if so what will you charge? Someone will ask) ‑ Cancellation fees for withdrawal (graded in relation to length of notice)?

4.4
Invoicing, collection and final statements

· Who will generate invoices? Who will send them out?

· Who will they go to? Have you asked attendees for an invoice address?

· When will they go out? Pre event? At the event? Post event?

· Who will they be paid to? (Payment address and cheque wording)

· How will you handle non‑payers?

· When will you handle non‑payers?

4.5
Sponsorship
Consider whether it is possible to get sponsorship for the event from one of the library suppliers.

Consider whether an exhibition should be attached for which you can charge in order to get income for the event.

5
What to look for when inspecting your venue

5.1
General:

· Check in and out times

· Parking and security

· Disabled access and facilities

· Emergency provision (fire alarms, exits, extinguishers, first aid, etc.)

· Signing and guiding 

· Information on venue and location (both for inclusion in delegate pack)

· Is it easy to get to by road, rail air, sea.  Are special travel deals available?

5.2
Working areas:

· Size

· Shape

· Location

· Availability of group rooms

· Access to group rooms

· Lighting

· Blackout

· Chairs (numbers, comfort)

· Tables (numbers, size, shape, combinations)

· Electrical outlets

· AV facilities (blackboard, whiteboard, flipcharts, screen, OHP, slide projection, video, film projection, copying machines)

· Heating and ventilation

· Has the venue/hotel got building works going or planned (disaster)!

5.3
Associated areas:

· Registration area

· Exhibition space and facilities

· Tea/coffee area

· Toilet/cloakroom facilities

5.4
Social areas:

· Accommodation (numbers, standard, bathrooms, prices)

· Catering (where, numbers, self service/staffed, speed of service, standard, special dietary needs, e.g. vegetarian/vegan/fat free)

· Bar

· Telephones

· Other (recreation and shops)

6
What to cover when booking

6.1
General:

· Conference/course title

· Dates (of conference, for finalising delegate numbers, for finalising catering details, for passing on cancellations)

· Advance party arrives/departs (time and place)

· Delegates arrive/depart (time and place)

· Organiser and contact

· Venue contact

· Conference registration (location and availability) i.e. maximum numbers

· Venue’s cancellation fee and when it comes into operation

· Whom to contact in an emergency

· Signing and guiding

· Conference notice board

· Parking

· Transport to and from station etc.

· Secretarial support

· Technical support

· Copier charge/availability

· Payment arrangement (conference pays for, delegates pay for)

6.2
Working areas:

· Plenary

· Group

· Organiser’s room

· When required

· Chairs and tables (theatre style, in the round, speakers table and chairs, small group, etc.)

· Security

· Keys and opening

· AV needs (OHP, video, screens, tape recorder, computing, whiteboards, flip charts, marker pens for OHPs/whiteboards

· When AV required

· Cleaning

6.3  Catering and accommodation:

· Room numbers (single, double, duration, location)

· Residential registration

· Meal menus (breakfast, lunch, dinner, conference dinner, sandwiches for late arrivals)

· Dietary requirements

· Meal times

· Meal numbers

· Tea/coffee times

· Tea/coffee numbers

· Tea/coffee venue

· Drinks with meals

· Bar availability

· Social space availability

· Local entertainment

6.4
Costs

· Full delegate rate

· Part delegate rate

· Day attendance only if overnight stays involved

· Accompanying partner rate 

· Staying on (people bring partners to new places, sometimes want to stay on)

· Main room

· Seminar/syndicate room

· AV needs

· Food 

· Tea and coffee

· Other drinks (social and with meals which you may chose to provide, e.g. sherry reception)

· Bulk deal possible

· Service charges

· VAT

· What delegates pay for privately (phone/paper)

· Who will pay the bill

7
Documentation

7.1
Pre Conference

· Press releases/flyers

· Calls for papers

· Invitations (speakers, guests, helpers)

· Briefs to speakers (see Appendix 1 for detailed checklist)

· Publicity (title, date, purpose, programme including rough details of content, structure and timing, and names and credentials of speakers, place, cost, delegate numbers, catering, accommodation, organisers, application procedure, catering and accommodation details, deadlines, further enquiry contact)

· Eliciting delegates skills and interests in advance of start (see Appendix 2 for suggested format)

7.2
Registration

· Delegate full name, title, sex

· Delegate contact details (address, telephone, e-mail, etc.) 

· Accommodation

· Accompanying guests

· Programme interests/options

· Dietary requirements

· Any disabilities that need to be noted

· Invoice to

· Registration cut‑off date

· Cancellation details

7.3
Post registration:

· Letter confirming place

· Final programme

· Pre conference documentation (e.g. position/thinking papers, bibliographies, delegate resource questionnaires)

· Catering and accommodation details

· Map

· Venue information

· Travel information

· Check‑in instructions

· Locality information

· Acknowledgement of deposit/payment/invoice

7.4
Conference

· Delegate lists (for registration checking and hand out)

· Delegate packs

· Name tags (reusable or multiple sets if more than one day)

· Handouts to be used on the day

· Spare programmes

· Writing paper and pens

· Evaluation forms

8
Checking before the start

8.1
General

· Registration set up

· Delegate lists

· Name tags

· Conference noticeboard (maps, including work rooms, toilets, and catering areas)

· Reception arrangements for speakers and visitors

· Secretarial and technical support

· Photocopier

· Emergency provision (organiser backup, telephone contact number, taxi firms, first aid).

8.2
Working rooms

· Work Rooms

· Plenary rooms

· Group rooms

· Group lists (made out and referring to delegate resources register if compiled and deliberately manipulated to make interest/varied groups)

· Organiser’s room

· Seating (notably the clusters for small groups which will need labelling)

· Equipment placed and working (several spare OHP bulbs!) Materials

· Guiding 

· Drinks for speakers

8.3
Catering and accommodation

· Residential accommodation

· Meals

· Tea/coffee

9
On the day

9.1
General co‑ordination ‑ the organisers should:

· Check the day’s events

· Check that organisers have arrived

· Confirm working room arrangements

· Confirm meal and accommodation arrangements

· Check technical facilities/AV and spares

· Check that speakers have arrived

· Brief the Chair (see Appendix 3 for suggested guidance notes for session Chairs)

· Ensure that speakers submit claims

· Cope with delegate needs

· Check travel arrangements

· Review next day’s events

· Ensure evaluation forms received (see Appendix 5 for suggested evaluation sheet)

9.2
Chairing session

Before the session the Chair should:

· Read background papers

· Brief themselves on the speaker

· Arrive early

· Locate the room

· Check the seating

· Contact the speakers

· Check over the arrangements for the session with the speakers (sequence, timing, AV, etc.)

· Check on the equipment/technical support

· Check the speaker has a drink available

During the session the chair should:

· Start on time

· Formally open the event

· Explain the format to delegates

· Introduce the speaker/session

· Appropriately welcome latecomers

· Keep to time

· Keep delegates/speakers aware of how the session is going

· Give everyone a chance

· Acknowledge requests to speak and take in order

· Remain neutral

· Keep the discussion focused

· Summarise where helpful

· Adjourn on time

· Thank speakers and delegates

· Formally close the event

10
After the event

· Pack up

· Clean up

· Pay up

· Collect income outstanding

· Draw up balance sheet

· Settle outstanding bills/commitments

· Disburse any profit as pre‑agreed

· Thank people (venue staff, organising staff, speakers)

· Produce post conference material (see Appendix 6 for detailed checklist on producing a conference report)

· Distribute post conference material

Produced by members of the SCONUL Advisory Committee on Staffing ( SCONUL 2001

Reproduction in whole or in part of the contents of this publication is authorised for all non-commercial purposes within the academic library sector provided the source is acknowledged. 

APPENDIX l: Briefing the Speakers

What you want to tell them
· The aims and objectives of the Course/Conference.

· Where and when it will be held.

· Who the target audience is and likely delegate numbers.

· Their event

· Single speaker?

· Panel of single speakers?

· Interactive panel

· Question time

· Start time and overall duration

· A brief for their event

· Aims

· Level

· Style (serious, descriptive, provocative, idiosyncratic, summarising, etc)

· The rest of the programme

· Recompense 

· Fee

· Travel costs

· Food

· Overnight stay

· Gift

· What you want from them

· Will they accept? What type of level of reward? If fee, etc, how do they want it paid? AV requirements?

· Title of talk/Briefing/position paper (required by you/do they want?)

· Handouts (required by you/do they want?

· Copy text of their talk for publication

· Equipment required

· If a Powerpoint presentation is being used date by which you will need the data to load

APPENDIX 2: Suggested form for eliciting delegate skills and interests

(Title of Course/Conference and dates)

Delegate resources analysis

(Conference theme amplified to serve as guidance for those filling in this form.) It will help to make the Course/Conference a success if you can fill this form out for us in advance. We will use the information in structuring group events to best advantage and may call on you in interactive question sessions. We might also contact you if the event results in any follow up initiatives or activities.

Name: …..………………………………………….. Institution: …..…………………………...

Address: …………………………………………………………………………………………..

Tel no:
……………………………………….
Fax no: ………………………………………...

E-mail address ……………………………………………………………………………………

Job title: .………………………………..…………………………………………………………

Job responsibilities relevant to the Course/Conference ….…………………………………

………………………………………………………………………………………………………

………………………………………………………………… …………………………………..

Relevant experience .........................................................................................................

Relevant skills……………………………………………………………………………………..

Relevant knowledge (degrees, higher degrees, courses attended, training followed

What I particularly want to gain from this Course/Conference ………………………………

………………………………………………………………………………………………………

………………………………………………………………… …………………………………..

Thank you for completing this form

Please return to …

APPENDIX 3: Suggested guidance notes for session Chairs

These notes are designed to help you with the business of being a session Chair, and to act as an aide memoire.

What to do in advance of the Conference

Read any background papers

· Published material especially by speakers

· Produced for Conference to stimulate delegates

· Briefing letters to speakers

Find out about the speakers and their careers so that you can introduce them.

Agree the extent of your duties with the organisers.

Contact the speakers and agree the sequence and timing of the session with them.

Check whether they have any special requirements, notably AV.

Tell them if the session is to be recorded and/or published.

Check the availability of copying and secretarial support.

What to do before each session

Arrive early.

Find the room your session is in.

Check the seating arrangements.

Check the AV provision and the spares and materials position (e.g. OHP bulbs and transparencies and audio tapes).

Make sure the speakers have a drink available.

Make sure the speakers have scrap paper and pencils available.

Make sure you have

· A programme (annotated for your introductions?)

· A delegate list.

· A watch

· Any papers to be handed out

· Background papers in case they are referred to

Make sure the speakers have arrived.

What to do during each sessions

Start on time.

Run briefly through the objectives of the Course/Conference and of the session.

Run briefly through the structure of the session (e.g. talk for x minutes, discussion x minutes, sum up x minutes).

Introduce the speakers.

Start the tape if you are recording.

Welcome latecomers quietly and point out seats.

Keep an eye on the time ‑ Keep speakers to time and give them warnings before time up ‑ Keep yourself to time

Summarise at appropriate parts.

Make sure everyone gets a chance to speak in panel discussions.

Maintain a neutral role yourself.

Take questions acknowledging bids and stating a speaking order if necessary.

Make sure speakers identify themselves (and their workplace?)

Be flexible about pacing during question time. Let ‘hot’ topics go on, shut off topics before they get over detailed and arid.

Help questions to be precise if they wander.

Stop discussion with time to summarise and thank speakers and participants.

Make ‘next’ announcements.

End on time.

What to do after each session

Thank the speakers even if they will be written to.

Tidy up.

Pass on any difficulties to whoever is keeping an eye on problems and emergencies.

APPENDIX 4: Suggested guidance notes for group leaders

These notes are designed to help you with the business of being a group leader.

What is my job?

You have been asked to act as a group leader so that you will discreetly ensure that your group’s discussion has some structure and is related to the aims of the Course/Conference while remaining loose enough to ensure that individuals can have their say. (The time you have available is actually very short.) It is also your job to ensure that your discussions are fed back into the event.

What are the aims of this Course/Conference?

The aim of this Course/Conference is to …

· Impart knowledge about (topic)?

· Allow colleagues to share knowledge and practical hints about working in the field 

· of (topic)?

· Carrying forward proposals for future action?

How is this helped by the structure of the Course/Conference?

The Course Leader provides a welcome and overview of the aims of the Course/Conference, and a summation.

The first speaker provides an introduction which identifies the key features of the area and starts the thinking. 

Subsequent speakers give differing views, philosophies and practical working examples to round out the discussion. Speakers may also act as role models.

Question sessions with the speakers allow the topic to be explored, varying opinions questioned and reinforce the points made.

Small group sessions allow delegates to chew over what they have heard and relate it to their own circumstances. They also allow them to voice their own experiences and opinions and input them into the event.

What are the aims of these small group sessions?

This session is aimed at allowing the maximum number of delegates to explore … (topic) … in an easy social manner which gives each individual the opportunity to consider the area in the ways discussed above.

So you need to

(a) Ensure that everyone actively participates and is involved in the discussions. In this way they can actually set about solving their own problems.

(b) Actively refer to and review the material considered previously in the Course/Conference. But not too much!

(c) Aid development of the discussion by feeding in or eliciting new opinions and experiences.

How can I go about my job? 

Before the session the course leader will meet all the group leaders to go through the programme in detail and explain your role. If you have any questions this is the time to ask.

To help you prepare for your role as group leader here are some useful hints:

(a) Don’t forget to have a programme, a group list and scrap paper and pens to hand. Do you need a flip chart and felt pens? Check out the room in advance.

(b) The ability of groups to participate in joint discussion will vary enormously. Some will be lively, some pedestrian. Some will bring interest and enthusiasm to the occasion, others will be pedestrian. Some groups will perform differently on different occasions. They need you to create a supportive atmosphere allowing for constructive exploration, but not to lecture at them or control them too obviously.

(c) A friendly and social atmosphere helps, but success of the discussions related to addressing the objectives. It can be the quiet or serious groups that, in the final analysis, get most from the day.

(d) Welcome your group at the start and introduce yourself to them, briefly summarising your experience and interests. Something humorous and self deprecating helps.

(e) Learn their names. Who are you dealing with and what are they for?

A useful technique for learning names is to draw a series of circles to represent the positions of everyone in the group and fill in the names as they are given, e.g.

Steve

Jill


Nik

Liz




Sue

James


Kevin

Self

Some useful icebreaker techniques are:

Hats in the ring

You ask the participants in turn to introduce themselves briefly, explain why they have come to the Course/Conference and describe what they hope to gain from the event.

Interview and introduce

You ask the participants to form pairs with someone they don’t know well and to interview each other for a minute or two. Then each participant in turn introduces his or her partner to the group as a whole.

Learning names 

You say your own name and ask the person next to you to repeat it adding his or her own name. This continues round the circle with an ever lengthening list of names to be remembered, the frequent repetition ensuring that the whole group learns each other’s names easily. This activity can usefully follow ‘interview and introduce’.

What’s on top?

Participants, in turn, briefly introduce themselves and explain what feelings and concerns relevant to the topic are uppermost in their minds. The expression of anxiety or reluctance can release and assist the proceedings. However, this may be difficult to handle for someone not trained in experimental techniques. This activity can be used or repeated at the end of the workshop.

(a) Run briefly through the objectives of the Course/Conference and of the discussion group session emphasising the value of their contributions.

(b) Run briefly through the structure of the discussion group session. (e.g. talk for x minutes, sum up x minutes, prepare report back x minutes).

(c) Select a rapporteur/flip chart writer (two people, one to make notes and the other to write up, can be helpful).

(d) Select a timekeeper.  (Both of these are almost impossible to do yourself and spreading tasks amongst the group can generate a feeling of common endeavour.)

(e) When asking questions, avoid those which require the answer ‘yes’ or ‘no’. It is better to begin with ‘What do you think of …?’ or ‘How would you deal with …?’ – otherwise your discussion will never get off the ground.

(f) Do not got round the group according to the order in which they are seated, but switch from one person to another more or less at random. This encourages everyone to stay alert. Be permissive – adopt a neutral attitude and do not get emotionally involved. Only when your group has voiced their opinion should you commit yourself to an opinion of your own.

(g) Avoid arguments between members of the group. Control the over-talkative and draw out the quieter members whenever they are ready to make a contribution.

(h) The group will tend to direct questions to you. Whenever possible, redirect them to other members of the group, and keep yourself in the background – your role is to stimulate and guide discussion, not to be the focal point of the group.

(i) Encourage the use of examples to avoid discussion in theatrical or philosophical terms. Try the ‘that’s very interesting – can you give us an example of what you mean?’ approach. Use examples to back up your points.

(j) Taper off in time for reporting preparation.

(k) Close and thank them.

At the end of the session or the Course/Conference the course leader will debrief all the leaders.

(Acknowledgement: This advice note draws heavily on material produced by Beryl Morris and on John Shepherd and Sally Richardson’s excellent ‘Staff Development for PICKUP: Workshop Materials Manual’ FEU 1988 ISBN 1 85338 065 2)

APPENDIX 5: Suggested evaluation sheet

Name of Course/Conference:

Date and place:

It would be very helpful in planning future events and in making them successful if you could complete this brief questionnaire.

Please indicate your views below:

(1) Overall assessment of the event

	Useless

Uninteresting

Badly presented

Irrelevant

Impractical

Boring

At wrong level

Badly planned

Poor

Badly run

Uninspiring

Obscure

Inapplicable

A poor use of your time


	1

1

1

1

1

1

1

1

1

1

1

1

1

1
	2

2

2

2

2

2

2

2

2

2

2

2

2

2
	3

3

3

3

3

3

3

3

3

3

3

3

3

3
	4

4

4

4

4

4

4

4

4

4

4

4

4

4
	5

5

5

5

5

5

5

5

5

5

5

5

5

5
	6

6

6

6

6

6

6

6

6

6

6

6

6

6
	Very Useful

Very interesting

Well presented

Highly relevant

Practical

Enjoyable

At the right level

Well planned

Excellent

Well run

Inspiring

Clear

Applicable

A good use of your time




(2) Speakers/group events

	Poor
	1


	2


	3


	4


	5


	6


	Very good




(We suggest you provide a similar identified point of comment for each discrete section of the conference.) 

Most useful part of the conference …………………………………………………………..…

Least useful of the conference ……………………………………………………..…………..

(3) Venue

Poor
1      2       3       4       5       6
   Very good

(4) Catering

Poor
1       2       3       4       5      6
   Very good

(5) Accessibility/travel

Poor
1       2        3       4       5     6   Very good

(6) Timing (start and finish time etc.)

Poor
1      2       3       4       5       6
    Very good

(7) Meeting colleagues

Useless
1       2        3       4       5       6
     Very useful

Any other comments: ………………………………………………….…………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

What will you take away to use in your working life? ………………………………………..

……………………………………………………………………………………………………..

……………………………………………………………………………………………………..

Thank you for your help.

Please return to: …

APPENDIX 6: Producing a Conference Report

What to include and where from

Title page giving conference title, dates and organising groups (don’t forget SCONUL)

Introduction stating aims and objectives methodology, i.e. programme

Delegate list

Pre-conference background papers

Speakers papers

Recordings of speakers and question sessions

Handouts

Reports from rapporteurs

Flip charts

Posters

Visual presentations (Powerpoint, OHPs, etc.)

De-briefing notes from small group leaders

Reprinted articles

Conclusion/summary stating further action

Bibliography

ISBN

Contact point

When to do it   

Best done quickly otherwise you lose impetus of the event.

Suggest editorial team is set up in advance.

Suggest speakers are asked to provide copy reading texts of their talks on the day or by deadline.

Suggest introduction is largely pre-written.

Suggest costings and printing production are set up in advance.

What to do with it

Issue it to delegates

· free within conference fee

· at cost

Use it for publicity

· professional library press

· professional education press

· parallel professional groups/organisations

In whole or in precis?


BRIEFING PAPER












