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ABSTRACT
This project was undertaken to develop a formal guide

for planning foreign language teachers' conferences. This work is a
response to the need for guidance in planning meetings expressed by
past chairmen of the conferences of the Washington Association of
Foreign Language Teachers. The project was conducted by: (1)

researching both the published material on the subject (of which
there is very little) and the unpublished material (taken from the
files of former conference chairmen); and (2) requesting information,
via letter, of all state foreign language supervisors (20 of whom
responded). The guide, presented here, offers specific conference
.planning procedures, which include: (1) the mechanics of organizing a
conference, (2) location planning, (3) speaker selection and
direction, (4) suggested committees and duties, (5) exhibits, (6)

program planning, (7) housing and boarding arrangements.
Recommendations for further study are made, and a bibliography,
checklists, and sample forms are provided. (LG)
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Chapter 1

STATEMENT OF THE PROBLEM AND PURPOSE

In the ten years existence of the Washington Association of Foreign

Language Teachers there has never been a complete formal written guide for

state, regional, and local conference chairmen. Summary reports and brief

outline guides have been submitted by chairmen of various conferences but

each chairman has had to practically begin anew in planning a conference.

For the past few years conference chuirmen have stressed the need for a

complete written guide for future chairmen.

Each year state and regional conferences have been held in the fall

and the spring. Local district conferences are held on a less regular

basis. State conference chairmen are selected by the president of the

association. Regional conference chairmen are usual.ly determined after

the board has approved the site locations based on membership selection.

They are normally selected or approved by the school district tuazhers

hosting the regional. The author of this project was co-chairman of the

Lynnwood, Washington, regional conference March 15, 19/6, and is co-chLir-

man for the state conference October 11 and 12, 1974, in Seattle, Washing-

ton. The mod for a guide became more apparent bfrer reviewing thm twenty

letters received from state foreign language leaders in response to a

letter rrzuesttng their j.aput as partial research for this project. Only

two states had something substntial to offer and eight requested a copy

of the completed project.

In the past, state confereswe chairmen were colleLe personnel or

district coordinators with relatively tm,re Lir,2 during the day fo: tele-

phoning and meet;n;:s and college perrons it. e. access to the SCAN telephone

J
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system. This year the conference is being chaired by two persons: a college

professor aml a secondary schnol teacher. It is hoped this guide will be

bomplcte eneugh to encourage more secondary school teachers to participate

as chairmen of state-wide conferences. Ultimately the aim of this project

was to make the assignment of conference chainuan easier, more enjoyable,

and in turn, more successful. The guide was designed more with state

conferenerts in mind, but planning for regional and local conferences quite

closely parallels that of state conferences but on a smaller scale. Special

mention will be made when the differences are more apparent. While this

guide is writtr.:a primarily Tor the state of Washington, it could serve to

be useful in other sta:.ea as well.

Definition of key terms:

lagion11 Crnfererre: is usually a one.-day conference preferably
scheduled on a stAte in-service work day. It may last two days
in which case overninht accomodations must be made. A regional
conference involves several school districts.

Local Cenferynelt is often designed for one or more school dis-
trict::, is called an i,.service workshop, and may last one Gay
to once a welt for several weeks. It is normally scheduled for
after- school hours or on SaturdAys. College credit or in-serv-
ice credit; is sometimes awarded. The workshop may travel to
diftereni school districts or it could be called by any group
of teacher:;, held locally, and bn more informal in nature. In
any case many of the suixestioas in this guicis would apply to
n local conference.

There are come limitations which should be considered when evaluat-

ing this project. la the planninz stages of this guido it was decided an

ottcc,st woul4 be paJo to research all available intemation on contorences

designctd svcif!cally for foreign language teachers. It soon became evi-

dent that there is .1 limited amount of information published on the spe-

cific topic. One (r.celleot. published document was identified sat all

other source: are unpu:,,;:ihed sue .tries, outlines, notes, or relateu

0cumcots Cowlt iu tie rile! of forLier conference chaivmen.
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Secondly, only twenty states responded to the letter requesting in-

put for the project. One is hesitant to assume the other thirty had

nothing to offer.

The third limitation might be the fact that the author has not

actually experienced the upcoming state conference pri:r to the completion

date of the project. Three factors qualify this limitation, however:

1. A directive from the association president stipulated that:
the ,ocation, theme, program outline, and keynote speaker
hail to be determined by June 1, 1974. A rou7,11 draft of the

program van presented and appreved at the ?'fay 13, 1974,
board meeting. The chairman and co-chairman have been con-
tinually planning the conference since November, 1973. and
will continue to do so until after the conference.

2. The author mu co-chairman of a one-day spring regional
conference Mnrch 15, 1974, the planning of which began in
December, 1973. The state conference is a two-day con-
ference involving quite similar tasks bu, on a larger
scale.

3. The author had the fortunate experience of attending a
national conference for foreign longues° teachers in
November, )973, in Boston, Massachusetts, and acquired
valtmble ieformatin from the Jirectors en how to plan,
implement, and evaluate a foreign language teachers crie.
ference.
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Chapter 2

REVIEW OF LITERATURE

Due to the nature of this project, n review of the literature may

register slightly askew aom the norm. The investigation began in October,

of 1973, when the author, as recording secretary of the Washington Associa-

tion of Foreign Language Teachers (WAFLT), recorded into the minutes a

statement made by Dr. Peter A. Eddy, chairman of the October, 1973, state

conference for foreign language teachers. "It would certainly be helpful

to future chairmen if there were a more complete guide to planning these

conferences." (1) Soon thereafter, Cut author was asked to becume co- chair-

man of the October, 1974, state conference for foreign language teachers.

A more con,:entrated effort was then initiated to research the pos-

sibilities of writing such a guide as a graduate project. First, a review

of all records of the Association, which originated in 1964, was necessary

to locate any and all references to the subject. Primarily, recording sec-

retary minutes and interviews with past chairmen were used for the study.

Several summary reports, refererces made in the minutes, and informal chec%-

listb were found. Careful notes were made and files ware begun to assim-

ilate this information.

Concurrent with this activity. the author attended a national con-

ference for toreiga language :eachers in Boston, Massachusetts, in November,

1973. While in Boston the researcher interv_ewed Mr. Warren C. Born, Direc-

tor, LRIC Clearinghouse on Languages and Linguistics. Ile agreed that more

could be written on cowerence planning and identified an excellent source,

Developin-1 the Porei7,11 L:In'uafle Ansnefation, as the only such document

4

10
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rilcorded in the MLA EHIC. (2) It is a guide to developing state foreign

4110 language teachers associations and includes a good section on planning

conferences. Indeed, it became the primary source for this project.

Earlier reference to the need for a complete written guide for

foreign language teachers conferences in this state appeared in the WAFLT

minutes in October of 1971. A quotation from Dr. David Benselor, WAFLT

state conference chairman of 1971, read: "David Benscler suggested that

regional an state conference manuals be prepared or revised with guide-

lines for future conference planning." (3) Upon speakieg with Phil llaudin,

1970 conference chairman, the necessity for a guide became increasingly

apparent. As another investigative measure, more notations were made based

on the personal experience of the author as co-chairman for one of the

state's three regiessal foreign language conferences in March of 1973.

After a careful study of WAFLT records, it was decided to further

explore the issue by sending a letter to all state foreign language super-

visors. Ac mentioned earlier, twenty of the fifty states responded. Those

states, is order of response, were: Ohio, Oklahoma, Florida, New

York, Mussachusetts, Montana, Arkansas, Virginia, Illinois, Minnesota,

Lawaii, Lew Jersey, Connecticut, Kansas, Utah, Mississippi, West Virginia,

Wyoming, Nevada, end Maryland. The resporises from Minnesota and Wyoming

were of mast value. Ernest J. Massone, Director of Foreign Language

Education in the state of Massachusetts replied, "Your project when com-

pleted will indeed ful:ill a need we are all fully aware of. Unfortu-

nately most pilLwin.: for conferences is done on a day. -to -day basis founded

on past experience." (4) Duane Jac.f.son of VDntana noted, "The project

about which you wrote Met 13 certainly seems worthy and your finished

producl, should prove to he veluuble to chose involved in planning
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conferences." (5) Fifteen states expressed the lack of aay such guidelines

avuilab3c to their knowledge in their states. Eight of the respondents

requested a copy of the final proposed project.

The main sources for this study have been enumerated. To complete

the research, the author accepted the assignment of co-chairman for the

1974 WAFLT state conference. With the vast amount of time and effort

expended in that project alone (begun in November, 1973, and continuing

through October, 1974) little additional evid.,,nce is needed to show that

the following project will be of lasting importance not only to the

Washington Association of Foreign Language Teachers, but to others as

well.

ta
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Although in most cases literature from published sources is con-

sidered superior by many experts to unpublished material in terms of

validity and amount of research, it is believed that the unpublished

material used here as reference is of equal importance in this project.

The guide is to be of use primarily in the state of Washington and thus,

all reports of past conferences in the state are more likely to 1)e of

greater authenticity and value to the author. The practical experience

of planning a regional and state foreign language teachers conference

added considerable credibility to the project and offred heretofore

unknown information, knowledge, and insight into the trials and tribu-

lations of planning a conference. The added experience of a co-chairman-

ship in both cases provided a new dimension as well.
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Footnotes

8
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A GUIDE TO PLANNING
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FOREIGN LANGUAGE TEACHER CONFERENCES

The following checklist is a comi"ilation of personal experience and

research information used in this project. The purpose of the checklist

is to give the chairman a worksheet to be used in the initial planning

sessions, as a reference guide, and as a final check prier to the actual

conference. It may also be used to partially evaluate the conference and

evoke recommendations for the next conference chairman. Some items may

be more or less appropriate according to the type of conference. Descrip-

tive elaborations appear on subsequent pages which help clarify the items

listed.

The guide is designed to allow easy removal of the checklist and

other appropriate pages for photocopying and distribution to the respec-

tive committee chairmen so each can have his own copy or instructions.

9



CONFERENCE CHECKLIST

Date and Length of the Conference

II. Location

....prioritize needs

identify possible sites

observe selected possibilities

check facilities

select site
11111111MIMIll

III. Theme

BEST COP1 MAME to

obtain schematic of conference area

satisfy any written and/or oral agreements

determine limitations, rules, and regulations

check past conference programs

check current treculs in foreign language education

IV. Keynote Speaker and Other Speakers

check past conference programs

check current trends in foreign language education

____check budget

read current foreign language journals, magazines, and
newsletters

confer with board members

select speakers

secure curriculum and biographical vitae

V. Board Recommendations and Approval

determine procedural agreement with board and president

VI. Filing System

1.6
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VII. Suggested Committees and Duties

exhibits

commercial/teacher-prepared

...program planning

check past conference programs

check past conference reports and evaluations

surveys, interest inventories

determine goals and objectives

check budget

confer ultli leaders for suggestions

establish filing system

session chairmen

keep time, assist participants, select
recorders, attendance checks, thank-you notes

registration/membership

pre-registration, mailing address, packets, crew,
registration tables, signs

complimontary tickets and rooms

determine for whom and for what

city and local newspapers, radio, t.v., school
superintendents, school bulletins, state school
bulletins, nati:.nal Journals, state foreign language
publications, awards presented, photographs

printing

registration forms, program, tickets, name tags

check with chamber of commerce

checl: with school district

check with site officials

11.
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VII. Su3gested Committees and Duties cont.

audio-visual
111111101MMID

request foriA

11111MOIMI
list equipment needed and where it can be obtained

12

_place to store equipment

meals and refreshments

luncheon, banquet, coffee breaks, no-host social hour

hospitality

decorations, check with site officials

keynote speaker and other major speakers/guests

check with chamber of commerce and consulates

check with school district1111110

entertainment

11111111111IM
for major out-of-town guests

check with chamber of commerce and consulates

for conference

for conference participants

check budget

awards

solicit nominations

investigate types of awards and determine costs and
time

select award winner(s)

select award style and inscription

...present award (who does it, publicity, photographs)

facilities

41111troublesheoters



BEST COPY AVAILADIE

VIII. ____Annual Business Meeting

agenda should be published in advance

IX. Pre-Conference Get-Together

X. Evaluati on

decide on good form

decide on method for collecting forms

select committee to tally results

evaluate and summarize conference in terms of the
goals and objectives stated

____prepare summary with suggested recommendations

XI. Published Proceedings

4 9
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Sunt,nr.r Stater.:nts of C nferc,nce Chairman Activities

14

The state conference chairman has been described as having enecutive

ability, wide contactb In the state, and the talent to fuse the efforts of

many professionals in a major operation. (1) To find such a person re-

quires careful consideration on the part of the president of the associa-

tion. An alternative to having one chairman is the possibility of having

two chairmen. Each chairman could represent a different geographic loca-

tion to ensure a greater communications network. Long-distance tolls would

be minimized somewhat and there could be an increase in the possibility of

greater participation in the conference by members more widely distributed

throughout the state. The co-chairmen could also represent different levels

of instruction. The disadvantage of a co-chairmanship is the inconvenience

of one or both of them having to travel in order to meet. On the other

hand, the duties of the chairmen could be divided and shared. Some of these

duties arc listed below:

1. Deternine the date end lenith of the conference. This can
be done by chec%ing the state calendar for in-service work
days. Or, if the concrence is reginnal or local, con-
sideratien mif.;%t be given to eppropriateness in term,: of
teacher work schedules and distance of farthest partici-
pants. The president and board will help with the decision.

2. Deterrine the location of the conference. Suggestions for
this project follow on the ne::t feu pages.

3. Select a there. This can be done in conjunction with the
president and board if desired or a committee designated
for the tank.

4. Select !:enoto r.:a%er This involves not only initial
ccr::unic::tien !,:t!: the spene...er but all succeeding, corres-

pondence. Zither tny chairman or an appointee i5 res-
ponsible or th Tlf.-Ire of the speaker before, during,
and after the conference. Selectio:, of a keynote speaker
is subject to beard approval.
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5. Select nTher mettrmuhru, with approval of board and/o
president..

6. Select coe.elittees rnd chaff.

7. Set tine schedule for plannine conference. Check with past
chairman ...ad records of correspondence from last conference.

8. Coordinn- effnrts WO site officials.

15

9. Submit nroerem rot'.h draft for board approval.

10. Plan nro7r... This can be done by committee if preferred.

11. Plan bud-.nt. In planning the conference it is vital to alwees
keep the budget in mind. Send a travel and per diem reimburse.
ment invoice to general session speakers and ealin speakers at
the banquet and luncheon. Reactors and discussion leaders do
not receive travel, per diem, or hoorarium. **All expense
sheets must be signed or othererse authorized by the conference
chairmen before going to the treasurer.

12. Maintain coe.7unication. As an added precauz.ion it might be wise
to give all participants the telephone number oe address of the
conference chairman.

13. Check with state fornien 1aneonee lenders. After the rough plans
are made for the program it would be advisable to share them
with leaders in the state who might be able to suggest possible
participants from within their areas.

14. Notify_arr= nlanners of nublicntion deadlines. In order to
have publicity about the confererce in state-Iride publications,
it is important for the program planners to know of deadlines
for publication.

15. Coordinate all committees.

16. Select information officer. This may be optional but tt is a
good idea to have someone at the conference besides the chairman
who can offer assistance to allow the chairman more freedom.

17. See to it that follow-uo confirmation notes are sent in time to
participants before the state conference with their time, date,
and topic as listed in the program. List their duties and ask
for any audio-visual requests. A copy of the program might also
be sent at this time.

18. Assign conlintnry rooms to appropriate persons.

19. Openiee Usually the conference chairman takes part in
the openin procev,...ings of the conference to give directions,
instructions, and other annoencements.

20. Verif hotel hills for luncheon and banquet.
04
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21. gritcthank-vou note-i. The seslion chairmen of the program can

write chow: particip4nt3 in their sections, The ,t)nfevenee

chairman 4z responsib'e for than'Aing major speaker:;., comittee
chairman, se,:;ioo chairmen, and any other people of major 1.mpor

tante to the conference.

22. Conferorce)v:Inery Renate A final report to the next chairman

is necessary. It Nhouid include such data as: numbor attend-

Jug conference, list of those in attendance, number of new

memhershipt:, list of resource people, evaluation tallies and

comments, a lwdget stmary, major correspondence, important

f1le!-4, rind ani necessary personal comments, suggestions and

OVALA4Liwki.

It is important or the chairman to see to it that things are moving

along as closely to the planned time schedule as possible. Ideally, the

chairman is "visible" on conference day and in a position to view the con-

ference more objectively, as a participant equal to the others. If things

are planned appropriately this will be the caw:. Of course, the chairman

will do any necessary final checking before, duringland after the confer-

ence.

Location of Conference

Among the first major items on a chairman's agenda after the date

and length of conference have been established is to locate a site for the

cwlierunce. For a st;ite-wide meeting this-sh.:,uld be done at least a year

in advance to insure that no conflicts with other planned conferences will

occur. when planning a state-wide, two-day conference, the following are

some things to consider:

1. Prioriti:!o need;. Decide whet is most important when con-

sidering the location. Keep in mind such things as, centrality

of site, is it fairly easy for the majority to locate it, is it

Dirge enourlh to house the number of people expected, is the

general 5essivn room large enou:11, are there enough breaV!out

roms for small discussions, are the rooms fairly sound-proof,

would there be enou:lh chairs, that is the price range for

luncheon ,Ind b....n.!uct, what is the menu, what is the sound

system li%e, :hat is the room rental, and are the parking

facilities adeluate.

flit)
*:40
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2.. lesntifLennile sites. Cheek to see where past confereneen
Leave been livid. Nake a list of tl!one places and add It to any
from other sources such as the telephone directory.

3. Observe noslible site. It is advisable to take someone elong
for more input when checking out the possiblities. To expedite
the observations it would be helpiul to take a notepad with
the list of priorities.

4. Select site. After considering all factors necessary, it is
time to make the final decision. If the timing is right, the
site shotld be approved by the board at one of its meetings.
If not, tither by telephone cr letter, the board should approve
the site.

5. Mettle; details with sity officials. The conftence chairman
should pcet with the official in charge at the bite at least
once or twice during the initial stases of planning and thin
again once.. or tvice before the actual conference. It is
essential co unserstren4 ar all times which services will be
billed to the association. A written contract of al business
transactions and agreements should be kept on record by butte
parties. Be nertain site officials have all necessary addresses
and phone nusbers for ecAmunieation.

6. Btrionnl an) loyal sites. Derides the aforementioned, there arc
some aditional iteus particular more to regional and local
conferences. The chairman should check to see if it is neces-
sary to have signs posted directing traffic to tha site and if
so to find out city or county regulations regarding the posting
of signs. It is important too, to check with the kitchen crew
if there is one to see what arrangements need to be made.

*For a convenient chealint sumlarizin the above suggestions
consult 4:11enJ/% 1.
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Theme

The president of the association and/or the chairman and the board

determine the theme of the conference quite early in the planning stages

of the conference. Most of the time regional and local conference leaders

are left to their own discretion regarding the theme. When deciding on

a theme for a conference the following checkpoints might be considered:

1. What were the themes of past conferences?

2. What are the current trends in foreign lang'nage education?

3. What ate the theme.: of other conferences being held during
the year nationally, and at state, regional, and local levels?

4. Reep in mind what might apply and appeal more to the people
located in the area of this particular conference.

3. The title should be clear, concise, and to the point.

6. A slogan is often added to a theme.

As one noted foreign language leader once et:eta, whatever the theme

or slogan is. consciously carry it throughota. the conferencedon't just

select it for the purpose of having somcth;ng to put on the program cover.

(2) Quite often the theme in part determines or narrows the field for

possible keynote spea%ers and pruLram topics.

Bexpote Sunser and Other Major Sr,eithers

Berides the information given in the outline preceding this entire

portion of chapter three, there are a few pointers worth mentioning:

1. De sure to consider any honoraria restrictions or limitations
in the budget planning.

2. If a speaker's expenses are to be paid, ask him if he prefers
to estimate expenses in Avanee, so that a check can be issued
at once. If a statement is to be sent later, inquire tact-
fully if he needs any advance paymcht.

3. Arrange for overnif:ht accomodatiors 'Men needed. Sometimes

it is possible to house the per rmbern of thu
board for example, to provide a more pt rsonal touch.
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4. Try to obtain the title of presentations, photographs,
and other necessary information in time for various
publicity releases.

5. All provisions assuring the welfare of the speakers before
and after the eonference what be carefully arranged.

6. Mrike it clear what expenses will be assumed to all con'.
ference participants. This includes transportation
mileage when driving, toll fens, uhd any other similar
exppnditures.

19

Board Recommendations and Annroval

It should always be agreed upon that the board members will be

asked-to assist in the conference in some capacity and that they should

cowl:: if possible. The board and/or president should be involved in

all major decisions such as conference site, date, theme (except perhaps

in regional and local conferences), keynote speaker, oudget, program

content and time schedule. Check to see what requirements must be met

before state in-service education funding is awarded.

Filinn szkva

A filing system should be arranged by the conference chairman soon

into the planning stages. One way that has proven to be effective in-

volve:: some cost but is well worth the investment. Light-weight sturdy

plastic letter files are available on the market with space for about

fourteen filing folders when filled and are easy to store and transport.

Regardlesa of how the files are kept or where, the following might serve

as suggested areaa in need of permanent filing:

1. A file marked Curn_nt could contain matters needing
attention in the immediate future.

2. One marked Notc.s might be handy for miscellaneous
notatior.L its a hurritd fa.lhion or on paper o'
all different sizes and shapes for later compilation.

3. A file for Names and AddresIr_.s of potential conference
c.7antriastora it; one of tilt: mwt important files.

r""
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4.. A Confer,nre Directory listing all those who participated
in the conference in any way is a very valuab:l.e file for
future chairmen.

5. budget one of the main areas where organization counts.

6. For state confcrencr.is it is good to have a file with items
concerning the Conference Site; menus, registration cards
and/or re5crvation cards, advertisements, brochures, room
rental information, and floor plans.

7 Commuic:ition to Conference Chairman should be separated
from ottier mail.

6. CommunieRtion from Conference Chairman should also be
filed qcparately.

9. A list of all incoming and outgoing mail and telephone
calls concerning the chairman in the form of a Commupica-
tion Reco:d helps speeil ar.tention to important information.

10. State Chanters of National ForclicaLInquare Associations
such us the American associations of the various foreign
language groups and other related grcups who will be appear-
ing on the program might also warrant'a file.
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11. Realia such as brochures from travel agencies and advertise
for travel and study-abroad programs should be kept

for the duration of the conference and perhaps forwarded to
the next chaiman. Newspaper, journal, and magazine clippings
with articled of possible relevance might also be included
here.

12. EataghparLa of the current program should be filed.

13. Past Proc,rnms in their printed form and conference chairmen
reports are also essential.

14. Someone L:hould have a published outline of the History of
the Ancocitlticn for reference.

15. ReLiotration forms and letters need to be kept on file.

16. A file for publicity:_ may also be needed.

17. Allcor:erence thairmen should have a List of Exhibitors:
both potentlal and active participants.

18. A file is needed for ?valuation Forms and tallies.

*Consult Arpenuix II for sample forms that might be kept in the
files.

dr)r
,,1
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Sulmested Committees and Duties

Some conference chairmen prefer to designate all committees and

appoint chairmen immediately during the initial planning stages of a

conference and these people are then responsible to the chairman. Other

conference chairmen prefer to make appointments later in the planning

stages, to limit the number of committees per se, and to relegate respon-

sibilities themselves when the need arises. They believe it is easier

this way to be aware of the course and shape of the proceedings as they

evolve and they have a greater control of what happens. Regardless of

the system, the following areas represent the major consideraticns in

organizing and implementinu a conference and should receive attention

during all stages of planning.

Exhibits: Commercial

Conference-goers look forward to seeing the latest publications,

realia, and machinery available and the appropriate companies are eager

to have seaool district representatives study their offerings with a view

to possible purchase. Book companies, electronic equipment businesses,

foreign travel organizations, and foreign language realia dealers arc

among those particularly interePted in exhibiting... (3) Some companies

arc unable to send representatives to the conference but are willing to

exhibit their catalogs.

Notice should be given publishing companies well in advance of the

conference stating the contact person, location and date of conference,

cost to exhibitors and the theme or perhaps a copy of the tentative pro-

gram, Each conference chairman should have a list of exhibitors who have

attended past conferences as well as a list of potential exhibitors. It
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is important to not overlook local firms having an interest in the associa-

tion of foreign language teachers. (4) Community groups or individuals

may wish to attend the conference or provide something for it: restau-

rant and cafe peLsonncl, personnel from consulates, and foreign language

clubs organized for all people interested in language and culture. Com-

mercial exhibits, registration fees, and membership dues are the chief

sources of revenue for the conference. There are often several teachers

meetings on the same date and therefore competition may be tight in getting

publishers1 representatives.

Exhibits:

The following are additional points to remember:

1. Work out a plan for the 2hysical arramlements of the
exhibits. It is advantageous both for the exhibitors
and the teachers if the coffee-break area and exhibit
area are in close proximity of each other. For the
exhibitors this provides optimum exposure to the teachers.
The teachers find it convenient because they do not waste
time looking for rooms.

2. Determine source where the exhibit upimirnt will be
available such as tables and extension cords.

3. Determine the size of exhibit tables.

4. Arrange with program chairman for a specific time for
those attending to see exhibits. Usually exhibit
times are during registration, coffee breaks, lunch
breaks. Exhibits are always on display, however, for
those who may wish to forego a meeting session.

5. For a major conference, the second notiee to exhibitors
should he a letter requesting confirmation of exhibit
and requests for any special audio -1.1sut? equipment.
Dates and time for set-up and disraani.ling could also be
stated.

6. Check the location of outlets to see if extension cords
ill be needed.

7. Booth uum!)ers should he assigned in the order of receipt
of conanutitions. Exhibitor's bootns should have num-
bes visible. It is sometimes helpful to list the booth
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number alongside the exhibitor's name in the program
for cosy identification.

8. Arrange for exhibit rooms to be unlocked in time for
exhibitors to make preparations.
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Teacher-prepared materials are always interesting to conference-

goers who are: trying to find an easy, quick answer to some of their

teaching concerns. The materials can be to look at only, or to take home.

In either case, someone should be on duty to see that things are not

taken without permission. In order to obtain teacher-prepared materials,

the chairman should solicit them in a letter to all teachers, to district

coordinators, or by telephone.

After it is determined which teachers wish to display material,

offer hand-outs in the form of dittoes, or perhaps hang posters, it is

important to have someone in charge of arranging the whole display in an

area close to corercial exhibits. It would also be an added attraction

to have a bibliography available for teachers in this area listing all

types of reference eources for help in teaching the various languages.

These sources could be cocraercial and/or front teachers who arc willing to

share ideas and materials. If dittoes arc to be available as hand-outs,

it is important that the contributor give necessary information can the

ditto so other interested teachers might later contact this person for

additicnal explanation if desired. This is true for all display materials

unless the individual is present at the display. It might come in handy

to have a duplicating machine available and an operator who can make

additional copies if and when needed. Notify contributors to bring ditto

masters to the cv.:fer:nce. Advise teachers where the photo-copy machine

is if one is available and have change available for its usage. Ample

time must be provi6cd to likew all exhibits by the end of the conference.
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This is by far the toughest, longest lasting committee. A year is

usually needed to prepare adequately for an annual meeting and four to six

months for a regional. It in worthwhile in the long run to attend to as

many things as soon as possible to avoid last minute headaches. Planning

the program is usually the chairman's main responsibility. It is often

easier for the conference chairman to plan the overall program himself,

calling on individuals for advice and consultation when needed. If there

is a co-chairman the two should meet on a regular basis of once a week

during those periods when there is a large amount of decision making. Con-

tact by telephone can be made when no actual meetings have taken place.

Meetings should take place at the location site at the beginning, middle,

and end of the planning stages.

*To begin planninathamaral consider some of the fallowing

suggestions:

1. Review past conference programs, chairman reports, and
evaluations.

2. Review current trends in foreign language education.

3. Interview Fast ce:Jerence chair=n if possible.

4. Oneeducator remarked that conferences based on teacher
needs may present motivational problems, depending upon
whose definition of "need" is being used, that of the
chairman or the teachers. (5)

5. Try to survey the interests of teachers in the state or
in a few districts to help determine possible conference
program topics.

6. Determine conference program goals and objectives.

7. Always consider the theme when selecting program topics.

8. Plan a tentative budget. Consult previous conference
budgets.

9. Check with the board after the prelirlary prograr

y)4
Iv
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outline is made. Ask for names of possible participants
from the board and other state, city, and local foreign
language leaders to form a list of resource people. Keep
this list for future chairmen.

10. Begin a filinr, system to keep a record of all ideas,
people, &mei, names and addresses, past programs, and
rough drafts.
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Many conferences tend to assume the aura of "sameness," each one

being much like the last. The typical formct involving speakers, dis-

cussion groups, and small sessions is an effective way to disseminate in-

formation rapidly. The "lecture type" approach sometimes, leaves something

to be desired. Many strategies have been developed in the past few years

to enLanee the effectiveness of conference activities. These revolve

about the idea of active involvement of the audience in some way.

A workshop format can provide activities such as learning how to

perform dances, prepare food, make slides from cutouts, make festive

decorations, build puppet theaters with puppets, sing new songs, design

learning activities, and prepare and use audio-visual aids. Problem-

solving techniques can also be utilized. A "hands-on" display is often

interesting and helpful. Involve students if possible.

Ask pa,:Licipants ao eahance their presentations with audio-visual

aids, to have hand-outs if possible, and to experiment with the seating

arrangement to insure a good feeling among teachers. A large circle

provides a leis formal atmosphere and allows everyone to see each other

and the speaker. If a group is small enough perhaps each person could

identify himself and his school. Allow time for discussion and questica/

aswer soss!ont. As program planner try always to strive for a little

creativity. It could be that creativity that sparks the enthusiasm nt

the conferenea.
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When iikalLir, the program schedule consider the following:

1. The Dumber of nmall-KromlEssiontl within a given time
period depends on the expected attendance figure and the
size and amount of rooms or space available.

2. Strive to achieve a balance of offcrines in small-group
sessions to allow for language, and interest level
differences.

3. Remember that there are teachers who teach more than one

12a211=1:.

4. An hour should be provided normally for makszam
sessions to allow for questions and answers.

5. Be careful not to overload a small=n2up_mlaicip with

too mnnv speaker a. Allow enough time for adequate pre-

sentation of the subjects.

6. If a two-day conference is planned allow for some repeti-
tion of expected popular sessions on the second day.

7. The second day could be designed more for mini - workshops.
Space could be provided on pre-registration sheets for
preferred workshop choice to help predict attendance and
interest level.

8. ScheJule the berqaginnof the conference so most people
can eases arrive on time.

9. tc2._..c2=Sr7r:1 sessions evenly between small-Troup session:).

10. Care should be exercised to avoid overwhelming participants
with an overloPded pron.am which leaves no time for in-

formal visits with colleagues or relaxation. Sufficient

time should be left for coffee breal:s and before eating

engagements in order for people to freshen up a bit, view
exhibits, change clothes, or chat with friends.

11. Provide for sess4.ens conducted in the foreien lan^uaPe.
The AAT sessions would be a oturally appropriate time.
Special workshops, if planned, might also be conducted
in the forei,6n lacTuage allowing for active participation
of conference attendees.

A conference program should provide beyond what an individual can

usually gain fro ::: his own school or district. It should be practical,

stimulating, and worthwhile to everyone. Some of the points to remember

in planning a successful conference program arc; 1. to use a systematic.
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approach, 2. to involve as broad a spectrum of people as possible and

3. to determine goals and objectives based on valid needs and interests

of potential conference attendees.

Program Planning. Selectina particilants

When considering possible participants keep in mind the following:

1. geographic location.
2. age

3. sex.

4. when the person was last on the program and in what capacity
5. langunge(s).
6. level
7. whether the person is interesting, capable, has responded in
some way to requests for conference participation.

8. whether the person is employed in publi^ or private schools.

Thib list is not meant to ba discriminatory in nature but serves rather

to indicate the need for a balance in participation. Too often these

factors are not considered and later the chairman might be subject to

some critical views. Depending on the budget, it might be useful to have

a letter sent to principals for input. Try to know the speaking ability

of everyone en the program.

A very important part of program planning for state and regional

conferences involves the inclusion of the state chapter AAT's and other

groups relating to foreign language education. (American Association of

Teachers of .1.) These groups quite often are represented cn the board but

in some cases they may not be. Two good reasons for them to want not only

to be involved in planning the conference but to actively participate in

the conference activities are: 1. to stimulate action and inqolvement of

these groups in major conferences and throughout the year, and 2. to

perhaps add to their membership.

One more thing to remember: participants should receive full in-

formation as to the content of each schedulee meeting they may attend in

order to make proper se;ections.
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These people preside over individual meeting sessions within the
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conference. They are usually selected well before the conference and can

have some or all of the following duties:

1. Select a recorder who writes a summary of the session for
later publication in the foreign language newsletter or
journal.

2. Be aware in advance of any and all audio-visual equipment
needed by the participants.

3. Know where outlets are, extension cords, light and temperature
controls, ash trays, and extra chairs if needed.

4. Rave water and glasses available if needed.

5. If a particular session is over-crowded with people the con-
ference chairman should be notified for possible room changes.

6. Introduce the speakers with sowething more than just a name.

7. Help to keep the meeting program running smoothly.

8. Assist the participants.

9. Keep time anti notify speakers or presenters when they have
only a few minutes remaining (this can be done inconspicuously
with a note or colored card.)

10. To reach a more accurate account of the people attending the
session, send a clipboard around with a form .ign-up sheet
to include the participant's name, language, school: and

school district. The recorder can collect this.

11. Conduct the question/answer session.

12. Finally, the session chairman should write thank-you notes
to parlic4,,ants in the session stating their specific c,:n-

tribution. It would be impos!dble for the conference chair-
man to write all the thank -}vu not ,s and this assistance

would reduce the load considerably.
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'those involved with this committee by nature of their offices in

the association are the membership chairman and treasurer. Each will work

on this committee and be responsible at the conclusion of the conference

for balancing all financial and membership accounts. The registration

chairman should be the most highly qualified person for this very respon-

sible position.

The registration procedure can be divided into two major sections,

pre-conference registration and conference-day registration.

Pre-Re tistration

gvestions involvin! site officials

1. Deterime how many and what size tables are needed, their location,
and the time they will be expected to be in place. Establish

registration hours.

2. Determine if 124chsIts are provided by officials, the chamber of

commerce, or if some other means must be investigated.

3. Determine if nnme tees are provided and if not whether or not other

commercial possibilities will be explored or perhaps they will be

hand made. Possible items to appear on the name tags are: name,

school and/or district, city, if room, and language. Name to 63 can

be typed or penned in. In either case, materials will be necessary

to fill them out. Name tags can be made in advance for pre-registrants.

When cons:.dLrin type of nz.me Lag, remer.ber that sy.le kinds Oo not

adhere well to polyester materials. If they are the stick-on type

try one out first. All printing should be large enough and very clear.
It is important to assign people to the task of filling out name tags
to assure uniformity and to eliminate the need for the chairman to do

them himself.

4. Determine haw the ionev is to be handled during the conference, both

cash and checks. Determine wi,ere it is to be kept.

5. Determine if empty cash boxes are provided.

Pees
MMEM11,4=1.

1. A ref!istrittion fen :.hould be assessed based en the bud ,,etary income of

the conference. th!.s fee is partly determined by the State
In-crvic: Edcotion Fund, Inc. It is inportnnt to kncw Its require-
mentr, if for in-sorvice fuldinil. Registration fees, membershir

duec., ,n1 evhibiters fees are the min sources of revimuo for 00 con-

ference. ?t,
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Re istration and Membershig cont.: Pre-Tweistration

Fees cont.

2. A policy should be agreed upon to determine what, if anything,

should be done about adjusting fees because of:.
a) one-day as opposed to two-day registrants
b) non-members registering
c) those who Ire - register and those who do not

d) special guests

3. Fluo register? All persons attending the conference must

register. This includes committee members, chairmen, speakers,

discussion leaders, reactors, officers, and board mothers. The

spouse or child of a registrant may or may not be charged a

regintri.tion fee. Keynote speakers and banquet or luncheon
speakers should already be registered by the registration chc.ir-

wan.

4. Com2limentaAvyogistrq12112 baneuetj, and lunyheon are normally

given only to general session speakers and to the main speakers

at the banquet and luncheon. Any additional "coMplimentary"
peinolis must be agreed upon by the conference ehairman and the

association treasurer.

5. Provision should be made for a record of members who are mine

dues.

6. Refunds will be given only up to the time the conference begins.

No refunds will be given after that time.

7. Co.-JAI:lion re^ardino payment: If a person claims he sent in money,

but it WS not received, have him pay ngain. Inform him he will

be reimbursed after the original payment arrives. Be certain the

treasurer receives the names and addresses and amounts for those

who should be reimbnrIed.

8. It is generally advisable to place all monies received for
registration, banquet, and luncheon tickets into a savings

account opened especially for the conference.

ReListri2tion !'ormn

1. Determine when pre-registration information should be published.

2. Deterrin..: A) wl,o will print registration forms, b) who,: informa-

tion appear on them, c) when they will be cent, and d) to

whom they will be sent.

3. Notice be given to the printers when forms must be ready

and to whom L%ey snould be mailed oc delivered.

4. While i:- is best to put all information concerning registration

and resereatif..rs on one side of the page, if it is necessary to

')*°1
t j
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Ituketaion and Memberstia cont.: Preqeeistration

kallwation foft: s cont.

use the back side of the page, be certain to make it clear
on the front aide that readers arc to turn to the back side.

5. Teachers should complete a registration form with such items
included as name, home address, home phone, school name and
address, laneuage(s) taught, menu selection (only if choice
is given), ftcs paid, end for what the foes arc paid. Member-
ship forms mishe :Aso be included.

6. It should be made clear to renders where checks and forms are
to he sent d the vastt.... due date.

7. Include a Mrill of directinns if needed.

8. The first two mailings should be sent to all teachers in the
state regardless of membership status. Private schools are
always to be included.
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9. Three mailings of conference material are ideal:
a) The first mailing should be an announcement to all 'teachers

of the meeting, including place, date, general topics,
and ether pertinent data. This might be included in a
regular state publication(s).

b) The second mailing should include advance registration
forms, meal information, and any new information since
the first mailing.

c) The third mailing will give the individual another chance
to register for the meeting and a final program may be

included.

10. Use bulk !wiling services whenever time permits. This pro-

vides a substantial financial saving.

Peants

1. peterrine what is to be included in the packets. The following

might be considered:
n) progra..,, b) nano tag, 0 menl tickets if purchased,
d) cvt.luacion form, e) survey sheet for teachers to
suggest possible sites for an upcoming conference and
to nominate ponniblc candidates for office, f) the

annual business toeting agenda
The forms and sheets can be color-coded.

2. Detemint. who will stuff packets and when.
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33

Registration cards

1. Determine what kind will be used. Consider what is durable, is

easy to handle, has room for all necessary information, and can

easily and quickly be alphabetized. They may be used to mike

a master list of those attending the conference.

2. Detsrpine what will :wear on them. Perhaps the card could be

a copy of the pre-registration forms.

3. Determine vho will maize the master 11.st. of those in attendance.

This individual can begin the list as soon as pre-registrations

begin ee:niti in. The list can be posted in a few strateGic
places for conference attendees use and can be kept in the

permanent files for the conference. It should be alphabetized.

Work Crew

1. About four months before a state conference a work crew should

be established. Determine registration hours and how many need

to work during each session. There will have to be a few who

will miss opening ceremonies and some of the sessions in order

to register. the late arrivals. These will probably be the

hardest to secure. Make it clear to the crew when they are
to be on location and when they are free to leave. Instruct

them to make certain that names are always clearly written and

addresses arc complete with zip codes.

Final rren_roits1111;

1. Have the printer mail necessary materials for packets far

enough in advance so the packets will be stuffed in a calm,

efficient manner.

2. Have uniform ledger sheets available that have space for all

necessary information.

3. Provide pencils, pens, staplers, staples, scratch pads, and a

typewriter if needed.

4. Have a sufficient number of current, readable, membership lists.

5. Have zopfes of a list of names identifying those persons
recei,.inz eo:..plimentary tickets and/or registrat.on.

6. Have a few copies of a list of all who have paid for or reserved

a room.

7. Have ready cash available for registrants paying in ::ash.
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Registration and Membership: Conference Day

Registration Desk

As registrants arrive they should be met by a flreeter. This person

will'serve to direct the registrants to the proper place. The greeter

should be a professional staff member in most cases. Three kinds of

situations normally arise as follows:

1. Registrant is tuzr,....aid. If this is the
case the registrant is directed to a station where he picks
up the conference packet and is free to go to the exhibit/
coff'e area. Signs should be large and obvious to direct
people to the various stations.

2. Registrant 3s 2p2=alstersianajalutil. The registrant
is directed to the same station as registrant 1. Charges are
totalled and given to the cashier. Fees are paid at the
cashier station and receipts given. The registration card,
as in case O., is filed in the "present" file.

3. New registrants. The new registrant will be given a card
to fill out. The card is given to the member in charge of
name tags, chari,es are totalled, the cashier collects fees,

issues receipts, and the packet is issued. The registra-
tion card is placed in the "present" file.

The work crew should know all the rules and regulations regarding fees.

There should be ample room between stations to avoid congestion.

It is a good idea for the crew to experiment with the table arrangement

before the conference. It might be useful to have a podium on one of

the tables where registrants are filling out cards. This avoids the

uncomiortable situation of bending way over to try to fill out a card.

Registtants should be directed to the coat racks by sign or otherwise if

they are not easily visible. Remember to submit an itemized list record-

ing all transactions for th- conference each day to the membership chair-

man and trcaaurcr.

4.0
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The following arc some important items to remember in planning
publicity:

1. Someone should be in charge of all publicity and be certain
that it is announced by state, city, and local newspapers,
radio stations, t.v. stations, school superintendents'bulle-
tins, and state and national foreign language education
publications.
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2. The publicity agent should procure necessary names, addresses,
and deadlies early in the planning.

3. Foreign language teachers should be encouraged to invite
their p,:inkApals, district administrators, school board
members, counselors, colleagues, and friends to the con-
ference.

4. Keep an account. of expenses.

5. A publicity file should be kept including dates of dead-
lines, addresses, important names, pictures, and relevant
news articles.

6. If conference proceedings are to be published, ask the major
speakers for copies of their papers if they are available.
If photos are to be included in the publications, glossy
prints arc best and should be no smaller than 21.2. x 3'g inches.

7. It is thn responsibility of the various committee chairmen
to notify the publicity chairman of any information they want
publicized.

8. The publicity chairman may have the responsibility of planning
pre-1:Li;Istration inforatiod notices to teachers or that duty
may he a3sumed by the registration chairman.
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Those involved in the printing process are concerned with

reclqtration forms, letters, tIL:octnn perhaps, meal tickets, program
- .0m.....0 .

covers, pror,rn-a content axles, and any other printed information. The

following suggestions are to be considered:

1. Printers have deadline.; to meet, so be certain of them.

2. A written agreement should be secured for both parties

regarAing cost, number of copies, due dates, special

instructions such as a blank page at the end of the

program content pages perhaps for notes, dedication

pages and announcements.

3. It is best financially to have the printing done by

the print shop of a neighboring school district or the

one in which the conference is held, if possible.

4. The chamber of commerce may be able to donate packet

folders to eliminate printing any. Plain folders may

also be used.

5. It is the responsibility of the various committees to
determine what is to be printed for them and to arrange

for a meeting with the conference chairman and printer

well in advance.

6. Before any final printing people from both sides should

look carefully for errors in names, words, and spacing.

7. Be certain nothing has been left out of the program.

8. The program cover might be designed by a student or

art instructor, or someone in the print shop.

9. The color of the program cover and content pages must

be agreed upon also.

10. There are many sizes and designs of programs available.

It is important to select one that readers can easily

follow and that is easy to carry.

11. Restrooms, coat racks, and snack bars may be ir:luded

on a floor-plan map if one is included in the program.
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Usually one person is delegated this responsibility. Student

helpers come in handy in this operation. Request forms must be Mailed

to participants at least one month before conference time and must have

a postmark return deadline specified. The A -V person must first locate

where equipment can be obtained and then complete an agreement form with

a clause about damage or theft in it. Each party retains a copy of the

agreement. If convenient equipment provisions cannot be aranged by site

officials the best plan is to negotiate with neighboring school districts.

Ideally, the school di.etrict of the audio- visual chairman would be in-

volved. It is a good policy to have a backup machine of each type being

used in case of emergency. The outlets should be located in each room

to determine the need for extension cards. See that films and video

tapes are in the audio-isual presentation room, are shown in proper

sequence, and a count of attendance is made. Find out from the site

officials all there is to know about the P.A. system and the procedure for

making tape recordings of major speeches. Test the P.A. system thorowt-

ly_,th :alsIlaggrdon conference day. Be available for sudden malfunctions.

Establish'hihe stations" at the general sessions meetings for audience

participants if needed.

The following equipment: may be needed for the conference: 1. micro-

phones, 2. slide projector, carrousels, and stands, 3. 16 mm. film pro-

jectors, stands, rnd 'perators, 4. screens, 5. extension cords, 6. bulbs,

7. tape .recorders: reel-to-reel and cassette, S. duplicating jacks,

9. overhead projectors and transparancics/pens. 10. film-strip projector,

11. video-tapt- recorder--Cind out film size, and 12. tables for display.

There should be 3pc.ce to store thin equipment the night before the

37
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conference and the key available to the person in charge. Permission

from a speaker shuuld be granted before his speech is tape-recorded.

44
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Meals and tefreshments

This committee plans the luncheon, banquet, coffee breaks, and no-

host social hour if appropriate. It may be that the conference chairman

prefers to be responsible for these tasks. Of course the luncheon and

Ininquet served depends on the many possibilities and cost. These decisions

should ba made well in advance of the scheduled conference. Sometimes it

is easier to :,:fez only one entree, other times it is not. It should

be determined whether or not the meal cost includes tax and gratuities.

This information is usually stated whin listing the choice of menu and

costs :m1 th registration forms. Besides being numbered, tickets should

indicate the event they are for, the date, time, and location. Tickets

are paid in advance during pre-registration or at the registration desk

on conference day, There must be provisions for someone or a number of

persons to collect tickets very carefully for an accurate account. Ticket-

takers should know who have received complimentary tickets in case they

arc misplaced. An agreement is made prior to the event as to the number

of extra meal, to have prepared.

All deadlines for food orders should be carefully noted and honored.

It should also be known how far in advance the decorators can begin

working in the eating areas, should this apply, and how much time is

needed to set up and put away tables and chairs. Hake it clear to officials

if a head table Is needed. Select and notify persons to sit at the

banquet or luncheon head table. Be certain waiters have been instructed

to service those at the head' table first ar.J to cleat each person's place

promptly Then he is finished. These instructions arc important at some

regional and local conferences too, althouv,h in these instances it may not

be as 'Moly to have a heed table.

45
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It has been noted that a kmaut adds distinction to an annual

meeting and enables the conference to end on a pleasant, relaxing note.

The banquet program may include a speech or other entertainment which

should be limited to twenty or thirty minutes at most. It is best and

most suitable to the occasion to present the speech in a lighter vein.

Some groups have the banquet speech or other entertainment in a separate

room after dinnex. (Speakers And/or other entertainment are common to

luncheons also.) Another banquet program format is the Awards Program in

which recognition may be given to individuals whose contribution to

foreign language education has been noteworthy or whose contribution to

the association has been significant. The program following dinner should

not exceed an hour in length, and those participating in the ceremonies

should be given appropriate time limits. (6)

Planning for luncheons at slapnal and local conferences sometimes

involves a clean-up crew, perhaps hiring a professional culinary crew,

determining the procedure for getting the food, (buffet, cafeteria-style

or otherwise), and perhaps a dishwashing crew in addition to other con-

cerns enumerated above.

If a no-host socinl hour is planned, be certain to check with

authorities about cost, rules and regulations, whether or not an attendant

is provided, additional charges, and location possibilities.

Coffee brevhs seem to be one of the most important parts to a con-

ference. They give conference people a chance to stretch the legs, relax,

chat with friends, freshen up, enjoy a little refreshment, perhaps view

some films, or prepare for a presentation. Since this is one of the times

when individuals are allowed to all talk at once, time and space should

be provided. For rost major conrercnces forty-five minutes is not too

low:. if more th::n 200 people are in attendance. De sure the coffee is
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ready on tine and in a strategic location. If possible, it is nice to

have coffee and tea served both in small-group meeting sessions and

during coffee breaks. Avoid congested areas for possible coffee locations

to prevent unnecessary spills. It should be determined if the management

provides coffee, tea bags, hot water, sugar,.creun, stirrers, napkinsocups,

plates (paper), or disposal cans. Determine the cost of services, if any.

Include the registration period as a coffee/tea time too. The main

coffee station could be located in a convenient spot near the exhibit

area.

41

Depending on the budget, donuts or some fascimile are also provided

during coffee breaks. Rather than having the management secure donuts,

try to find a local outlet to save on cost. As an alternative, perhaps

individuals or foreign language clubs can prepare pastries or something,

similar that arc native to the region of the language. They could sell

them or be reimbursed for the cost of ingredients and labor. Someone

would have to manage this operation too, especially if anything is to

be sold. This idea would be a pleasant break from the somewhat familiar

donuts. Always have a plan for any leftovers.

47
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Hospitalqx

411/ Those delegated to this committee are responsible for the decora-

Lions in the dining areas, meeting rooms, hallways and entryways, and the

transportation, housing, and entertainment of guest speakers. They must

know about city tours available and costs. Often hotels have this in-
.

formation already. Before setting up any decorations it ; vital to

check with site officials about their regulations, especially about such

thin'n as tape, pins, and location signs. This committee also provides

for flowers at the head tablc,if desired, placemats, table centerpieces,

posters from airlines, greeter signs and the like. They must always be

alert to any discomforts of guests and be ready to offer assistance. They

should Le idelitifiable in some way, perhaps with a " :lay I help you"

added to their name tag. They should be certain of the welfare of all

special guests before, during, and after the conference.

Entertainment

Entertainment falls into several categories: for major speakers

before and after the conference, for conference attendees before and

after the confrnencn, and for the conference progrnm. If possible, there

shoul0 be sign-up space on registration forms for thoJe wishing to take

available tours. Check newspapers in advance for entertainment. For

other possible leads and ideas check vith site officials, the chamber of

commerce, and emmunity clubs orgnni-ed for persons interested in ioreign

cultures. Consult with program planners about time limitations for con-

ferenee entertainment.
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Awards

The only things that might be added at this point about awards

other than what is presented in the checklist are:

1. the a determination should be made about whether or not
awards are going to be presented,

2. at what time in the program it would be most appropriate
to make the presentation,

3. to chec!: the budget before investing in any particular

type of award, and

4. to select someone to photograph the award presentation
and be responsible for any publicity.

43

Facilicies

.There are always a few details that need attention prior to or on

conference day. Some of these are:

1. A sign should be placed near the speakers station, perhaps
on the podium if there is one, instructing them to watch
the time and posit, ion of micron} one. These two factors are
important to having a well-run uession. Speakers who take
too long cause listeners to be more aware of their dis-
comfort at sitting so long.

2. All seating arrangements should be checked just before
"curtain time.

3. Temperature controls, light controls, and squez4ky doors
should get one final check.

4. Arrows and signs directing or informing should be in place
by contcrcnce time. Signs above or on the door of the
actual conference meeting room help to identify it. Rest-
room directional signs may also be necessary.

5. Water pitchers and glasses should be on tables on time.

6. Coat racks should bn available and easily located.

7. Be sure supplies of scotch tape, safety pins. thumb tacks,
ditto matiters, razor blades for ditto corrections, staplers
and stales, ash tray;, and wantebaLltets arc available and
in the proper places.

8. T4bles for disphzys :,Mould be in place.

49
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Student assistants can check many of these items. For regional and

local conferences make sure outside directional signs are posted and

hopefully water-proof. They should be easily seen while driving and

easily understood. Always check with the proper authorities before

posting signs on public or private property.

44

Troubleshooters

Arrange to have a couple of people available at all times to notify

the conference chairman or committee chai rmen of any unexpected problems.

Site officials and committee chairmen should be informed which people have

this responsibility.
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Annual Business Meetinl

The annu;:l business meeting is incorporated into the program so

that all members of the association may have an opportunity PA accept,

modify, or reject various motions which arc appropriately presented, and

to hear progress reports from those charged with the responsibility of

forwarding the association's objectives. (7) This is also time when a

'member can air a paticilar point or motion to the general audience. The

president should alert all committee chairmen and board members who are

expected to deliver reports to the membership. It is important that

records of this meeting ba kept just as the regular board meeting minutes.

It might also be appropriate at this time for the president bo introduce

board members to the association. The business meeting should be held at

a reasonable time when a good attendance figure is adequately assurer.

A written agenda should be included in the registration packets not only as

information but to encourage attendance.

Pre - Conference Cet-Together

More unlihely than not, is the possibility of arranging an informal

get-tui;caer wit% coarere=1 participants sometime, romeplace, before the

conference. The follouing are possible, activities that could occur:

1. Participants and chairpersons could poet each other and plan the

organizotion of their sessions. 2. Copies of the program could be dis-

tributed. 3. Efforts to unify the association in a team-like fashion

could be facflitate0. 4. With more people knowing each other before the

conference, the greater the chance for a smoother conference.

Evnitmioll

A few su:.6eotinna could be added to those in the checklist;

1. Evaluation is one of the win sonrc,-,s of feedbach froa.

r_4
I 60 A.



Evaluation cont.
BEST COPY AIMIABLE

conference goers that determine if conference goals and
objectives were met.

2. There is often as problem insuring a good return of
evaluation forms in terms of percentage of those attend-
ing. Announce at the openior. session that evaluation
forms are in the registration packets and where they
can and should be deposited.

3. Remind people toward the end of On conferencr day to
fill out the form and any others th.IL still need com-
pletion. A few minutes could be provided in the con-
ference to complete any forms.

4. Provide big, conspicuous boxes for collection purposes.
Label them yell and cover them with bright contact
paper, for example.

5. Be sure the items listed on the form are clear, contise,
and to the roint. 1441%e it easy to tally and be sure
someone remains after the conference to help with the
tally, cr arrange for a later session.

6. Note all comrents and/or suggestioun. This is as tedious

job, to e sure, but so worthwhile to the conference
committee both present and future.

7. Remember that in some states it is mandatory to provide
evaluation results to the state in-service education fund
comWttee in order to receive funding for conferences.

8. The conference chairman may want to have as session with
conference leaders afterwards to exchange reactions.

9. Prepare final conference report based on goals and
objectives. Include evaluation tally and personal te-
coatnend a t ions .

46

Published Proceedines

Be certain all recorders or session chairmen submit their reports

to the editor af the ..ore:gn language newsletter or journal by the dead-

line set for entries. Remi:Id someone on the publicity committee to

secure leynmte sp.!echon if possible. Publiahed proceedings will partially

compensate the ever-present frustration of participants whu wish to

attend all of the v.lny of which occur viv.tuliz.neout:ly. (8)
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Footnotes

1111 1. Robert J. Ludwig, Leadershi) in Forein Lan^une Education:
Develc'pinr, the StateroiJI^eAnsociation (Now York, 1972), p. 9.

2. Lorraine A. Strasheim, speaking in Boston, November 1973.
Reference also from: Robert C. Lafayette in Lorraine A. Strashcim,
"Workshop Nuts end Belts: A Language Loader's Coloring Book and
Discussion Guide" (seven mimeographed sheets: Bloomington, Indiana, 1973).

3. Ludwig, Devoolinc. the St=22/TlaLloarulaUpsociation, p.11.

4. Washinzton In-Service Uucation Fund, Inc., Handbook for
Chairmen (1972), p. 16.

5. Lafayette and Strashei, "Workshop Nuts and Bolts."

6. Ludwig, State V. L. Association, p. 14.

7. Ibid., pp. 8-9.

8. Ibid., p. 13.
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Chapter 4

SUMMARY AND RECOMMENDATIONS FOR FURTHER STUDY

48

Organizing and managing a conference entails a great amount of time,

effort, dedication, and fortitude no matter what the circumstances may be.

Surely, a foreign language teachers conference is no exception. It re-

quires the work of many people with good ideas in order to make it a

success. There is often a renewal of the truss and friendships built

through the years when one is in the ietimes difficult position of

calling upon individuals to serve in borne capacity. The feeling of com-

radeship can comfort the chairman as day by day the event comes closer to

reality.

To be sure, there are countless times when this feeling of comraderie

never consciously falls upon the chairman and planning committees because of

lack of time and true organization. There are times too, when leaders more

or less experience a wave of panic and frustration prior to and during the

actual conferenc. It was with the intent to hopefully avoid or lessen the

intensity of these anxieties that this guide was written. The experience

of writing it provided an example closely paralleling that of planning a

major conference as has been described. The misgivings and temporary hard-

ships in its development were reduced considerably due to the continued

encouragement un4 assistance of the people involved in its creation; the

author's parents, teachers, advisers, friends, collct..gues, both in the state

and throughout the nation, and the Lake Washington School District which

financed the trip to the nations). conference sponsored by ACTFLlin Boston,

in November, 1973. All were instrumental in assuring the completion of the

project.

Amerie.La Council on the Teaching of Foreign Lan;,,uages
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As to recommendations for further study, it has been determined that

this guide is not in final form and is subject to changes, deletions, and

additions by future conference chairmen who wish to benefit from its

usage. The cover is designed to facilitate easy withdrawal and addition

of pages. It is hoped that the guide will be a beginning to efforts in-

tended to improve the development of foreign language teachers con-

ferences in this state and perhaps indirectly it will serve to improve

foreign language education.
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Appendix I

CHECUOINTS rm. LOCATING CONFENENCE SITE

AND VOLLCW-UP SESSIONS WI= SITE orricLas

t-q
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CHECRPOINTS on LOCATINC CONFERENCE SITE

AND FOLIM-UP SESSIONS WITH SITE orriciAls

I. Locatiu.aiu.

11111=0111111111

101111=

1. Prioritize needs

2. Identify possible sites-(It is best to take someone along if
possible when checking potential sites.)

Check location of past conferences, ask for ideas,

check yellow pages of telephone directory

II. Initial wmir.es Durinaclaulawal

1. Is the site centrally located?

2. Is it fairly easy to find?

3. lb it large enough to house the number of expected guests?

4. What arc the conference and guest rooms like? low is the
sound-proofing in the conference rooms?

5. What are the guest room rentals? What is the rental
agreement for conference rooms?

6. What are the eating, facilities besides for conferences?

53

J. What is on the menu?

8. That are the current rates for conference luncheons and banquets?

9. Can a block of rooms be reserved for guests?

10. What is the provision for audio - visual equipment?

11. What is the seating capacity in different arrangements for the
general sessiun, break-out, and dining areas?

12. Check the parking facilities.

**** Be 0,1e to ePnerlbe the approximate program outline based on
past :onf.ercnces: number attending, number and .AZ0 of rooms
needed, length and time schedule of conference.

**** Kno4 the date and time most of the group will arrive and depart.

vv:,** If the site Is later agreed upon, obtain a written agreement
signi05n3 confirlltion of date.



BEST COPY AVAILABLE

54

. III. Second reetinq (after site has been determined)

1. Review initial observation topics listed above.

2. Check out conference rooms again and obtain entire floor plan
of same.

3. Ask about decorations limitations; tape usage and informational
and directional signs.

4. Ask about photo-copy service.

IMS111..1.0

IMOWONmle

5. Can outdoor and indoor reader boards be used? Who makes the
arrangements and when?

6. Inquire about coat rack facilities.

7. What space is available for registration tables?

8. Check to see about room partitions, air walls, etc.

9. Is there any guard service(for exhibits maybe)?

10. Row far in advance should room rental registrations be in?
Does the management provide the cards and handle all room
rentals? /ire there any discounts after a cettain number of
guests have registered for rooms at the site?

11. Begin to finalixo seating arrangements. Are extra folding chairs

available?

12. Ash aboat water pitchers, classes, ash trays, and waste bad:0*s.

13. Do they provide coffee break service? Are coffee, tea bags,
and water, cream, cups, stirrers, and napkins provided? Are
coffee and tea alLo in mceliag rooms at all times?

14. Can lishts be dimmed or parts of the room be darkened in the
general session area?

15. De sure to plan for exhibit space, both commercial and teacher-
prepared.

16. Ask if they provide empty cash boxes, nrme tags, conference
folders, or typewriters for registration.

17. How long does it take to set up and put away dining equipment
if room is to double as a meeting room?

10. Is a heal table included in the dinins arrangements? Are

centerpieces provi.dcd for any of the tables?

19. that kinds of entertainment are provided at and near the

location?



BEST COPY AVAILABLE

20. What about the no-host social hour?

21. Always check to nee if it is alright with the msnagoment if
anythin3 unusual in planned, i.e., cooking demonntrntions in
carpeted rooms, dancing lessons, and similar activities.

55

Some of the above items can be discussed at later meetings. Any

.further meetings will be necessary only to double check on all pre-

arranged items and anything new that might emerge. Be certain to obtain

a written contract of all transactions and agreements.



BEST COPY AIT11.1\nt

tppendix II

SAIIPLE F'0.13,13 1:0.1

RECORDIrG 113'01:TAU DATA
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The fmrmr; on the following pages can be photo-copied for use by

iutuxe conferi,nce and committee chairmen. Of course, adaptations can be

made to better suit their particular needs. It is hoped these forms

will help to case, speed, and organize the pluming procc.s for chairmen.

V')
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CONFERENCE DIRECT=

The following is a listing of people connected in any way to the

conference planninz:

Name

4111

Address
.10

58

Phone Lam,. Comments

:e.'r:t********.'n't;r:r..r.'r.':****Wai*VaIsh'etsi' *******************************4***Vd

cm=ffrzbem.M........ 10111M111011MMIIIP

***.'i******...r.h.:***************1,-,::*****.VkIdn'Hn't*********************************

r r gk*** *%*WC* sfr

***** ************* ******************** *************4******* * ********

.1
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convl cATiorl ',axons: Letters and Tele hone Cslls,

The following record is designed to facilitate prompt attention to

all communication for the conference.

To/rrom Nn!le........... Subject DAte sent Date received.

domm.4.14=mmorammor

6.41.11111.111.=4....... 41.4444

411MIEW

.41.1.11MOM..1.1111MMUMM.

4.1 .11.1.11.111. MEM .110.11.1111.111 ,111.4.41....

ellamInomnaMMIIIM41.4411.11MMEI.

411111111M.MMMIM.1 M11.44.11.1.11...

On.

14IM1141.

41410.11.1111.410. 004...44414no
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EMMET FEPOlT
Income

60

The follouing is in itemized listing of income received for the conference:

From Item & nnntit Cost Date

*A* *It *** ***Vs VI* ********************* 14. *I de* * ** *sit * ** **** * ** *Vs Y * sir*

* * * *NV*** ** ** *It* r* ** *VI * * * le* * * Mr* **le* *VI * * 14* * ** **

* **A * * * *VI*** dra****************************************** shie **V: ** 14":1*

************,:nt *************** ********** s'e* * tie Or* * VI** * ** ****St* *VI * ** * *

* *** ** * *14 14 ** ** * *4* * :+r* ** ** * * *** V I** **********11********

1ie.'4 * * * sr.* ********************f *** ** :Ai*** * * *14 * Mt: ** :r****

*s'e***** *** *** *it* Kr* **.*: ** * r*******4*.A * **** * ***It* * * * *

** * ***it* *******V..1'..******* * I ***V: * * ************* * * 14* * ** * r* **

*V:* **** :r.*:***ir.*:*******-.:**1::*:: ** * * * s4°;. * *

************ ********%':**** ........................................... ***Vdr.'n't******Int

t.t* ** Vr***:: **** ''' '..r...**e.**************************************4"..;
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BUDCtT ntronT
Esoenses,

The following is an itemized listing of ,expenses paid for the conference:

To0 11 /ten Ounntity1 Cost Date

*V:* ft**I'dre'i...r.V.::**,::**********11********************** et*** ** **** ***,V*********

******** ... :4** :** * ** * *** ** ft*** *A* * *Is * ** **** ***** ***** **ir:t * ** **

****** ** * **** * * * * * s'ver * V:** We c********* ****** .4** ******** ***

*le* * ** *** * * ** * * ** * * Vet' n't * ** * * *Vs ** * t**************************

*****************:n't**********::*********************Vr**********************

****** * * 41(et * *** * * * *** * * ft*** ****************** et **** *

* ** * ** * *.* * *** ** s':*** *** * ** Is r* t'r* * * * * **V: Vt*** *** * tit * ** * **

** ***Vs *1'; * *It * *es ******** ****1::***.'4*,,'(**** * * * ************.e..******:r

********* *le *** ** ****** ********** :Ws *lc* ** ****** *IV* **** **

*********************** *** * ***.'r::**..Pr**.%**::****Vo*******

*************************************************************************
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comnwr 6 nimsnir RECEIPTS

rill in the spaces below and check either P. or n or both.

None6
INII , Address ?I Cost WIte

62

**..:****...i.:*****p**************1:******************************************::*

11*************************************************************************

********4::**************************************************************

***********************************************************************

********.4w****************************************************************

****::*****.:!***************************************************************

=1111111111111r

***********.::**************:.**********************************************'
**::********.::******::************************-4.4************************::**

**1:****.;:*******.::**.:-********************....******::*********::::**************

.1=I

To be used by confr,rence chz:irnan in the OVI!*14 zlny registr:Ition or mcmbcr-

ship fees r.re m:liled to him instead of correct a,Jdress.

t79
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courrnma DMEOTCM OF T}1OS IN ATTENDANCE

The following directory is provided for those in attendance in
order to promote continued efforts to share problems and ideas in foreign
language eductition.

Name School & Address City - -Zip LanIumge

,INorresils. AMY

onlmni,111,

To be posted in strategic conierencc locations.
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PRE/POST TEACHER-PREPARATION SURVEY OF TEACHERS
ATTENDING EMONDS SPRING REGIONAL CONFERENCE

March 15, 1974

64

The purpose of this survey is to determine the extent of pre-service
and in-service trainins those of us in the profession luive received NO that
we might have a iirmer base from which to judge the needs of the mmber-
ship in terms of what the professional ori;anizations can do to assist
teachers in the state.

Name School Language(s)

1. When did you receive your first degree in a foreign language? 19 .

Where
College

Language

2. Was your degree in Education? Arts and Sciences? Other?
OMINIONUMO

Location

3. How many total years have you taught Foreign Language?

4. Besides your major field (language) what other languages arc you

competent in? , familiar with?
would kg could teach probably wouldn't

have a slight knowledge of?
tench wouldar-and couldn't teach

5. Did you reside in/travel to the (a) country of your chosen language

before you began teaching? , after?
yes/no yes/no

6. What post-graduate training have you had directly related to your

foreign language teaching position?

7. When was the last time you took a course or workshop directly
related to your foreign language teaching position?

7.11.1.

6. What basic text(s) arc you currently usiv.g?

9. Would you be interested in attending mini-workshops set up regularly

in this region in various locations? Yes NO Naybe

10. !Quid you prefer a Saturday workshop? Weekday afternoon?
0111.11111M.1110.

Lvenine Afternoon/l.veninc? Other? (Please specify.)
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11. What types of programs would interest you or maybe your colleagues?

Put a check by your choices. Put an * b those of articular inter est.

a. seeing other teachers' successful techniques and materials.

b.
AMM

informal conversation practice in the language (no instruction).

c. foreign cooking lessons.

d. viewing fcreign-language films (movies).

c. folk dancing lessons.

f. foreign handicrafts (ma%ing foreign holiday decorations,
trLffic signs, public signs, model Liffeltowers, puppets,
theater sign posts, etc.)

g. audio/visual techniques: ma'aing slides and filmstrips, video-
tape recordings.

h. language camps.

i. foreign customs, traditions, holidays, travel tips.

j. culture with a capital C: music, art, literature, drama, etc.

k. language-skill proficiency updating.

1. foreign-language club activities.

m. determining course/program goals and objectives.

n. planning and developing foreign- exchange student/teacher

programs.

o. study-abroad programs.

p. clearint,house for dissemination of materials: information
on where to write to request for materials.

q. wine-Loating parties designed to get to know one another
better??!

r. politics in foreign language education.

s. :her.

Thcank you.
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The State In-Service Committee requests an evaluation of this conference

as partial repirement for the funding of future conferences. We thank

you for your cooperation in completing this form.

Pleane rate the following by cirolinn your choice:

Total Ct. :fornner:

VERY GOOD

1

1

1

1

GOOD

2

2

2

2

Pre-rec.istration nrocodures.
........._

Tod:or ror.istrntIon urocedures:

Nevnote Mdress:
. 4M.. 41.PW

Coffee/Conversation brenhs: 1 2

JILarly mntorirls: 1 2

"Roo eo you ...?" sessions: 1 2

Luncheon: 1 2

Pnnel Discussion: 1 2

AAT sections: 1 2

Which did you attend? 4NIMi

ConferPnee tie qcheenlo. 1 2

Ph,sical nrrnwTmonts: 1 2
......._..........-.....--

Concludin seerion: 1 2

wan mot'.

3 4

3 4

3 4

3 4

3 4

3 4

3 4

3 4

3 4

3 4

3 4

3 4

3 4

XIV. Tonics crWor disnlnyr/nrotorntntions ott found tort worth, of
........

tine .'.td eiFew!3ion:

XV. What ere the stron, . or won% noints of the conference in cornnrin,n

to othorr, vou h_ve ttcndd?

XVI. Langunge(s) currently teaching:

Institutional level of instruction:

OM.
....10111
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WI WI
WOW.

May 13, 1974

Dear State. Foreign Langunge Supervisor:

68

As partial fulfillment for a Masters Degree in Education at Seattle
University in Seattle, Washington, I am in the planning stages of a
currieulun project. I have been a junior high school teacher of German
for the pee:: seven yearn end recently completed a two-year term of office
as recording secretary for the Washington Association of Foreign Language
Teachers. In planning one of our spring regional conferences la at Witch
15, and in plenning this year's state fall conference October 11 and 12,
I am move await. of the need for a written document on record in our state
for future state, regional, and local conferences to help in planning such
events. You undoubtedly are aware of the work involved in planning confer-
ences. Perhaps, too, you are aware of the fine document on file with MLA-
ERIC written by Robert J. Ludwig, Mont Pleasant High School , Schenectady,
New York, entitled, Dey(21=Lpe the State roreimLamaaLipciation.
This doeement includes several pages devoted to the topics mentioned above.
fly intent is to expand on the topics to provide a more detailed guidebook
for state, regional, and local foreign language conference chairmen pri-
marily for the state of Washington but with the hopes that the completed
work can be of use in all states.

It is with thin in mind that I seek your assistance. Would yea
please send me a copy of any written guidelines for your state, regional,
and local foreign langua?,e conference chairmen either from your office or
from the presieent of your state association of foreign language teachers
as a ferther :c rencarch in this area? Is pay..lent for the

postage, I would be happy to send your Association a copy of my project
after its ecepletion date of July 31, 1974, at your request.

I would appreciate hearing from you before JUNC 15, 1974, if possible.
Thank you for your cooperation.

Sincerely,

Patricia Campbell


