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ABSTRACT
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Chapter 1

STATEMENT OF THE PROBLEM AND PURPOSE

In the tén years cxistence of the Washington Association of Foreign
Language Teachers there has never been a complete formal wiitten gulde for
state, regional, and local conference chairmen. Summary reports and briof
outline guides have been submitted by chairxmen cf various conferences but
each chairman has had to practically begin anew in plauning a conference.
For the past few ycars conference chaizmen have stzessed the need for a
complete written guide for future cnairmen.

Each year state and regional conferences have been held in the fall .
and the spring. local district confercaces are held on a lecs regular
basis. State conference chalrmen are selected by the president of the
association. Regional confercnce chairmen are usually determined afterx
the board has approved the site locations based on meabership selection.
They are normally sclected or approved by the achool district teachers
hosting the regional, The author ot this project was co-chairman of the
Lynnwood, Washington, regional confavence March 15, 19/4, and 1s ce-chiir-
man for the state conference Cctober 11 and 12, 1974, in Seattle, Vashing- N
ton. The nced for a guide becawe more apparent after reviewing the twenty
letters veceidved frouw state foveipn language leaders in responsc to a
letter requesting thedr fnput as pavtial research for this project. Oaly
two states had something substuntial to offer and eight requested a copy
of the completed project,

In the past, state econfereuce chafymen were college personnel or
district coovdinators with relatively sore tare during the day for tele-
phoning and meetinzs and college pergous hied aceess to the SCAN telephoue

)
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BEST COPY RURILARLE 2
system. This year the conference is being chaired by two persons: a college
professor and a secondary schnnl teacher, It is hoped this guids will be
Fomplete ensugh to encourage more secondary school teachers to participate
as chainien of state-wide conferxences. Uluimately the aim of this projeect
was to nake the assipunent of conferrnce chajrman eacier, more enjoyable,
and in turn, wmoxe successful. The guide was designed more with state
confereness in mind, but planning for regional and local conferences quite
closely parallels that of state confereuces but on a cmaller scale. Special
mention will be made when the differences are more apparent. While this
gulde is writtwa primarily for the state of Washington, it could servve to
be useful in other staies as well.

Definition of key taeims:
Repional Canéggﬂgg: is usually a on~-day conference preferably
scheduled on a state in-service work day. It may last two daye

in which case overnipht accomodations must be made. A regional
conference invelves several school districts.,

Local Cenferences is often designed for one or more school dis-
tricte, is called an ineservice vorlishop, and way last nne cay
to once & week lor several weeks, It is normally scheduled f{or
aftev-schoc) hours or on Saturdays, College credit or in-serve
fce credit is somctimes awarded, The workshop may travel to
diftevent. schuoyr discricts or it could be called by any group
of tcachers, held locally, and be nmore informal in nature. 1In
any case nany of the suggestions in this guide would apply to

» local conference,

There are seme limitatious which should be considered when evaluat-
ing this preject., Tn the plananing stages of this guide {t was decided an
attcnét would be wade to research all aveilable inferaation on conforences
degipgned epacifically {or foreign language teachers., It soon became evi-
dent  that theve 1s a linited amount of information published on the spe-
cific topic., One rxcelicnt publinned docwurnt was identified out all
otier sources are uupuutished summaries, outlines, notes, orv rclaLcd

docunicerts (ount iu tie flice of (oraer conference chaitwen,

5
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o . Secondly, only tucnty states responded to the letter requusting in-

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

nothing to offer.

The third limitation might be the fact thut the author has not
actually experienced the upcoming state conference pricr to the completion
datc of the project. Three factors qualify this limitation, howeves:

1., A directive from the association president stipulated that
the 'ocation, theme, progrom outline, and keynote speaker
had to be detewmined by June 1, 1974, A rvouzh draft of the
progrun was presented and approved at the May 18, 1974,
board meeting., ‘The chairman and co-chairman have been cone
tinually planning the conference since November, 1973, and
will continuec to do so until after the confexence,

2., The author wus co-chairman of a one-day spring regional
conference Marxeh 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 czpericnce of attending a
national cenference for foreign languige teachers in
November, 1973, in Joston, llacsachusetts, and acquired
valuable infornation from the uirectors on how to plan,
implement, and evaluate a foreign language teachers cone
ference,

(>
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Chapter 2

REVIEW OF LITERATURE

Due to the nature of this project, u zeview of the literaturc may
register slightly askew .rom the norm. The investigation began in October,
of 1973, when the author, as recovding secretary of the Washington Associa-
tion of Foreign lLanguage Teachexrs (WAFLT), recorded into the minutes a
statement made by Dr. Petev A. Eddy, chairman of the Octeber, 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, the 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 zesearch the pos-
ribilities 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, reccrding sec-
retary minutes and intervicws with past chairmen were used for the study.
Several summary reports, refererces made in the minutes, and {informal chec':-
lists were found. Carcful notes were made and files were begun to assim-
ilate this {nformation.

Concurrent, with this activity, the author attended a national con-
forence for foreipw languape eachers in Boston, lMassachusetts, in November,
1973, Uhile in Boston the researcher interv.ewed Mr. Warren C, Born, Direc-
tor, ELRIC Clearinglouse on Languages and Linguistics. lle agreed that more
could be written on conccrence plunning and identified an excellent source,

Developins the Foreirn Lancuase Assnciation, as che only such document

4
10
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recorded in the MLA ERIC, (2) It is a guide to developing state foreign
languuge teachers uasociﬁtions and includes a good section on planning
conferences. Indeed, it became the primary source for this project,
.Enklier reference to the need for a complete writtén guié; for
foreign langunge teachers conferences in this state appeared in the WAFLT
minutes in Cetober of 1971, A quotation £rom Dr. David Benseler, W.FLT
state conference chairman of 1971, recad: "Duvid Benscler suggested that
regional and ctate conference manuals be prepared or revised with guidé-
lines for future confercnce plannirg." (3) \Upon speaking with Phil Baudin,
1970 conference chalrman, the necessity for a guide became inereasingly
apparent. As another inyestigative umeesure, more notatlons were made based
on the personal cxperience of the author as co-chairman for one of the
state's three regivual foreign language conferences in March of 1973.
After a careful study of WAFLT records, it was decided to furiher
explorethe issuc by sending a letter to all state foreign language super=
vigors. As mentioned ecarlier, twenty of the fifty states responded. Those
states, list..d in order of response, were: Ohio, Oklshoma, Florida, New
{orx, Hassuchusciis, Montena, Arkansas, Virginia, Illinois, Minnesota,
Liavaii, New Jerscy, Connecticut, Kansas, Utah, Mississippi, West Virgiuia,
Wyoming, Nevada, und Meryland. The responses from Minnesota and Viyoming
were of mast veluc. Ernest J. Mazzone, Director of Foreign Language
Education in the state of Massachusetts replied, "Your project when com-
pleted will indeed fullill a need we are all fully ewarc of. Unfortu-
nately most plauuing fou confercuces ic done on a day-to-da, basis founded
on past experience.” (%) Duane cacison of Montana noted, "The project
about which you wrute Mev 13 certainly seems worthy and your finished

produciy siaould prove to be valuuvle to thosc involved in planning

12
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confercinces." (5) Fiftcen states expressed the lack of aay such guidelines
available to their knowlcdge in their states. Eight of the respondents
requested a copy of the_final proposed project.

The main scurces for this study have been enumerated. To complete
the reseurch, the suthor accepted the assignment of co-chairman for the
1974 WAFLT state conference. With the vast-amount of time and effort
expended in that projcet aloue ( begun in November, 1973, and continuing
through October, 197h) little additional evidence is needed to show that
the following project will be of lasting jmportance not only to the

Washington Associstion of Forcign Laiguage Teuclics's, but to others as

well.

o



Summary and Conclusions BEST COPY AVAILABLE

Although in most cases literature from published sowrces is con=
sidered superior by many experts to unpublished material in terms of
validity and amount of research, it is belicved that the uﬁpnblished
material used here as rveference is of equal importance in this project. -
The guide is to be of use primarily in the state of Wushington and thus,
all reports of past'confcrcnces in the state are more likely to we of
greater authenticity and value to the author. The practical experiencé
of planning o i1egional and state foreign languagze teachers conference
added considerable credibiliity to the project and off~red heretofore
unknown information, knowledge, and insight into the trials and tribu-
lations of plenning a conforence. The added experience of a co-chairman-~

ship in both cases provided a new dimension as well.

.1.'_)
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Footnotes

Peter A tddy, 'WAFLT Minutes," October, 1972,

Robert J, Ludwig, Leadershin in Foreisn lannuage Education: Deve lup=
inp the State Foreinn Laavuice Asscciation (Mew York, 1972).

David P, Benseler, 'WAFLT Minutes,' October, 1971.
Ernest J. Mazzoue, "Business reply to survey letter,' May 21, 1974,

Duane Jackson, "Business reply to suxvey letter,' May 22, 1974.
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A GUIDE TO PLANNING

FOREIGN LANGUAGE TEACHERS CONFERENCES

The following checklist is a compilation 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 prior Zo 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 claborations 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 of imnstructions.

R J
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CONFERENCE CHECKLIST

I. ___Date and Length of the Conference
11, ____Location
—prioritizc nceds
—_ldentify possible sites
____observe selected possibilities
—__check facilities
—_select site
___obtain schematic of conference area
___satisfy any written and/or oral agreements
___determine limitations, rules, and regulations
III. ___Theme
—check past conference programs
check current trends in foreign language education
Iv. ___Keynote Speaker and Other Speakers
__check past conference programs
___cheek 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. ___ DBoard Recommendations and Approval
determine procedural agreement with board and president

VI, Filing System

15
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VII. ____ Suggested Corunittees and Duties
woxhibits
—.commercial/teacher-prepared
—program planning
wCheck past conference programs
— Ccheck past confercnce.reports and evaluations
—Surveys, interest invemntorius
—determine goals and objectives
—Ccheck budget
—confer vith leaders for suggestions
—cstablish 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

complinmantary tickets and rcoms
determine for whom and for what

publicity
city and local newspapers, radio, t.v., school
superintendents, school bulletins, state school
bulletins, natiinal journals, state foreign language
publications, auards presented, photographs

printing
registration forms, program, tickets, name tags
checli with chamber of commerce

chect: with school districe

cheell with site officials

[ 33
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VII. ___ _Susgested Committees and Du;ics cont,
—nudio-visual
——rtequest fotis
st cquipnent nceded and where it can be obtained
—plaec to store equipment
wmeals and refreshments
luncheon, banguet, 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 district
——entextainnent
____fsr major out-of-town gucsts
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)

—_scleet cward style and inscription

___present cward (who does 4it, publicity, photographs)
acilities

troublesheoters

9



VIII.

IX,

.

XI.

BEST COPY AVAILADLE

—_Annual Business lleeting
—dpgenda should be published in advance
wPre-Conference Get-Together
Evaluation
—decide on good form
—decide on method for collecting forms
wSclect committec to tally results

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

prepare sumnary with suggested recomnendations

Published Proccedings

9

13
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THE MECHANICS OF ORGANIZING A CONFEIENCE: “A Closer Look"

. Surmary Stateronts of Conforence Chnirman Activities

The state conference chairman has been deseribed as lLaving ezecutive

) ability, wide contacts in the state, and the talent to fusc the eftorts of
many professionals in a major operation. (1) To £ind 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 chairmon could represeat a different geographic loca-
tion to easure a greater cosmunications network. Long-distance tolls would
be mininized somevhat and there could be an increase in the possibility of
greatcer participation in the conference by nembers more widely distributed
throughout the state. The co-chairmen could also represent different levels
of instruction. The disadvantage of 4 co-chairmanship is the inconvenience

. of onc or both of them having to travel in order to mect. On the other

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

dutics are listed below:

l. Deternine the dnte ond lennth of the conference, This can
be done by checliing the state calendar for in-service worl
days, Or, if{ the conicrence is regimnal or local, cone
sideraticn ninht be given to onprepriateness in terms of
teacher worii schedules and distance of farthest partici-
pants. The president and board will help with the decision.

2, Deterrmine tho location of the conferrnece. Supggestions for
this project follow on the neiit feu pages.

3. Sclect a therme, This can be done in conjunction with the
president and board if desired or a committee designated
for tue tuosk,

4, 3Seleet 2 levnote socatier.  This invelves not only initial
cerzunicntion ith the saexter but all succecding corres-
pondence, Lither tie chairman or an appointee i3 rese
poasivle J{or the welfare of the spealtier before, durins,

. and after the conference, Sclection of 2 Leynote spealier
is subject to beard approval,

D
o
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6.
7.

8.

10.
11,

12,

13.

14,

18.

19,

20,

3EST COPY AVAILRBLE :
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Select nvhew major speakers with approval of board and/ew
rresident.,

Select cormittees end chairnmen.,

Sct_time schedule for planning conference. Check with past
chairman and records of cocrespondence from last confercnce.

Coordinn:-c offares w'ith site officials,

Submit pronrcm roush draft for board approval,

Pian procr:z. This can be done hy committee if preforred.

Plan bud~ct. In planning the conference it is vital to alwuvs
keep the budget in mind, Send a travel and per diem reimburse-
ment invoice to general session speakers and nain speakers at
the banquet and lunchecon. Reactors and discussion lecaders do
not reccive travel, per diem, or houorarium. *%Ail expense
sheets must be signed or otherwise authorized by the conference
chairuzn before going to the treasurer,

Maintain comnunication. As aa added precaviion it might be wise
to give a2ll participants the telephone number o: address of the -
conference chairman,

Checl: with state foreipn lanesuase leadors. After the rough plans
are made for the program it would be advisasble to share them
with leaders in the state who might be able to suggest possible
participants from within their arcas,

votify vrecrnn nlanners of nublication deadlines, In ovder to

have publicity abeout the confercence in state-wide publications, -
it is important for the program plannets tc know of deadlines

for publication,

Coordinate all committees,

Select infornmation officer, This may be optional but {t is a
good idea to have sorwwone at the conference besides the chairman
who can offer assistance to allow the chairman more freedom,

Sec to it that follow-up confirmation notes are sent in time to
participants befere 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 tinme,

Assign corplimintary roems to appropriate persons.

Openive vwelcer e, Usually the conference chairman takes part in .
the openingd proceeeings of the conference to give directions,
instructions, and othier announcements,

Verifv hotel hille for luncheon and banquct,
4

? el
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21, 4rite thank-vou notes. The sesddon chairmen of the program can
write thos. participants in tneir sections, The <onfevince
chaitman ‘: responsible for thanking major speakers, connitCee
chairien, se.cion chairmen, and any othexr people ol major lmpox-
tance to the conferunce.

22, Conferonce Summary Report. A final report to the next chairman
1s nccessary, it shouid inciude such dats as: number sttend-
{8 confcrence, list of those ia attendance, nunbrr of new
membershiny, iist of resource people, evaluation tallies and
comments, o budget summary, najor correspondence, important
files, and anmy necessary personal comments, suggestions and
evaluaiiviis,

It is important .or the chairman to see to it that things are moving
along as closely to the planned time schedule &5 possible, lécally, the
chairman is "wisible" on conference day and in a position to view the con-
farence more objectively, as a participant equal to the others. 1f things
are plauned appropriatnly this will be the casw. 0f course, the chairman
will do any necessary final checking before, during,and 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
conierence. For a state-wide mecting this-slizuld be done at least a year
{r. advance to insurc that no conflicts with other planned conferences will
occur. When planning a statc-wide, two-day conference, the following are
some things to consider:

1. Priovitizs nceds, Decide what is most important when con-
sidering the location. Keep in nind such things as, centrality
of site, is it fairly casy f{or the majority to locate $t, is it
large enoush te house the number of people expected, is the
general sessien roem large cnou~h, are there enough brealk-out
roous for smull discussions, are the rooms fairly sound-proof,
would there be enoush chairs, wvhat is the price range for
luncheon and banauct, what {s the menu, what is the sound
system like, «what is the roem rental, and are the parking
facilitics adejuale,
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2,. Identyfy possible sites,  Cheek to see where past conferences
‘ have been heia, Hoke a list of those places and add it to any
from other sources such as the telephone dixectory.

3. Gbserve nossible sitee. It 4s advisable to take someone wlong
for more input vhien cheeking out the possibiities, To expedite
the ebservations it would be helpful to take a notepad with
the list of prioritics,

[ 0]

b, Select site. After considering all factors necessaxy, it 18
time Lo wake the finol decision, If the timing 4s wight, the
site should be approved by the hoard at one of ite meetings.,

If not, cither by Leacphone or letter, the board clould appiova
the site,

- 5. Discuzs drtails with site officials, The conference chairman
should weet with the olficial in charge at the gite at least
once or twice during the initial stages of planning and than
again once o¢ tvice before the actual couference, It is
essential Lo umiderstand ar all times which services will be

. billed to the association. A written contract of all business
transactions and agreements should be kept on record by bLoth
pavties. Be certain site officlals have all necessary addvesscs
and phonae nuubers for coaaunication,

6. Repional ond Yocal sites, Berides the aforementioned, there are
° some additional ijtetts particular more to regional and loecal

conforences, 7The chairman should check te see if it is noces-

sary to liave signs posted directing traffic to the site and if

so to {ind out city or county repulations regarding the posting
of signs, It is important too, to cheek with the kitechen erew

if there is one to see what arvangements need to be made,

o *For a conveajent checklinst sunmarizing the above suggestions
consult Aopendin 1,
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Theme

The president of the association and/or the chairman and the board
detarmine the theme of the couferemce quite carly in the plasning stages
of the conference. lMost 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 checlpoints might be consildercd:

1. What were the themes of past conferences?

2, What arve the current trends in foreagn language ceducation?

3. What are the themer of other conferences being held during
the year unationally, and ar state, regional, and local levels?

4, Xeep in mind what might apply and appeal more to the people
located in the arca of this particular conference,

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

6. A clogan is often added to a theme.

As one noted foreign language leader once stated, whatever the theme
or slogun is, consciously carry it throughout the conference--don't just
select it for the purpose of having somcthing to put on thie program cover.,
(2) Quite often the theme in part determines oz narvows the field for

possible Leynote spealicrs and prujram topics,

Keynote Sneanler and Othex Major Snedlters

Beeides the information giveu in the outline preceding this catire
portion of chapter three, there are a few pointers worth wentioning:

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

2. If a speaker's esxpenses are to be paid, ask him 4f he prefers
to cstimate expenses in wdvance, so that a check can be issued
at onecc., If a statcment is to be seat later, iaquire tacte
fully if he nceds any advance payment,

3. Arrange for overnight aceomodaticers -hen needed., Sometimes
it {5 possible to house the speshers vith mombers of the
board {or cxample, to provide a nore pursonal touch,

2k
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ke Iry to obtain the title or presentations, photographs,
and olher necessary information in time for various
publicity releases.

9« All provisions nssuring the welfarc of the speakers before
and after the confervace must be carefully arranged.

6., Make it clear what expenses will be asswned to alld con=
ference participants. This includes transportation
mileuge when driving, toll fees, and any other similar

expenditures, ,

Board Recommendations and Apnroval y

It should alvays be sgreed upon that the ﬁoard members will be
asked "to essist in the conference in some capacity and that they should
comply if possible. The voard and/or precident should be involved in
all major decisions such as conference site, date, theue (cxcept perhaps
in regional and local confercnces), keynote gpeaker, oudget, progranm

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

before state in-service education funding is awarded,

Piling System

A filing system should be arranged by the conference chairman soon'
into the plsnning stages. One way that has proven to be effective in-
volves soume cost but is well worth the investment. Light-weight sturdy
plastic letter files ure available on the narket with space'for about
fourteen filing folders when {illed and are easy to store ancd transport.
Regardless of how the files are kept or where, the following might serve
a8 suggested wreas in need of permanent filing:

1. A fiJe marked Currcrt could contain matters neelding
atteation in the immcdiate future,

2. One marked lntes might be handy for miscellaneous
notaticr. mauwe in o hurricd fashion or on paper ol
ell different sizos and shapes for later compilation.

3. A file for Jares and Addresses of potential conference
contributors is one of tie nmosi important files,

L9 1ast
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b, A Conferrnce Directory listing all those who participated
' in the conference in any way is a very valuable file for
future chairwen.

5. Budpet is one of the main arecas where organization counts.

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

T. Communicntion to Conference Chairman should be separated
from oluecr mail.

8. Communication from Conference Chairman should also be 7/
filed separavely. ' '

9., A list of =zll inconing and outgoing mail and telephone
cells concerning the chairman in the form of a Communica-
tion Reco.l helps speed actention to important information.
10. State Chaoters of National Foreipgn Lansuare Assceiaticons
cuch us the American associations of the various foreign
lenguage groups and other related groups who will be appeuar-
ing on the program might also warrant'a file.

11. Realia such as brochures from travel agencies and advertise-
. ments for travel and study-abroad programs should be kept
for the duration of the conferunce and perhaps forwarded tc
the next chairmazn. Newspaper, Journal, and magazine clippings
vith articles of possible relevence might also be included
here,

12. Rourh Drafis of the current program should be filed.

13. Past Proreoms in their printed form and conference chairmen
reports are also escential.

1L, Someone should have a published outline of the History of
the Aszocicticn for retf'erence,

1%, Repistration forms and letters nced to ve kept on file.

16. A file for Putlicity may also be needed.

17. All corlerence chairmen should have a List of Exhibitors:
botls poteniial and active participants.

18. A file is needed for Fvaluation Forme and tallies.,

*Consult Appenuix I1 for sample forme that might be kept in the
files,

on
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Supsprested Committees and Duties

Some conference chairmen prefer to designate all committess and
appoint chairmen immediately during the initial planning stages of a
conicrencé and these people are then responsible to the chairman. Other
confercnce chairmen prefer to make appoimtments later in the planning
st&ges, to limit the number of committecs per se, and to relegate respon-
sibilities themselves when the na2ed arises. They believe it is ecasier
this way to be aware of the course and shape of the procecdings as they
evolve and they have a greater contrcl of what happens. Regardless of
the system, the following areas reprasent the major cousideraticas in
organizing and implementing a confurence and should receive attention

during all stages of planning.

Exhibits:s Commercial

Conference-goers look forward te sceing the latest publications,
realia, and machinery available and the appropriate companies are eager
to have scuool district representatives study their offerings with a view
to possible purchase, Book companies, electronic equipment businesses,
foreign travel organizations, and foreign language realia dealers are
among those particularly interceted in exhibiting. (3) Some companics
arc unable to send representatives to the confercnce but are willing to
exhibit their catalogs.

Notice should be given publishing companies well in advunce of the
conference stating the contact person, location and date of conference,
cost to exhibitors and the theme or pcrhaﬁs a copy of the tentutive pro-
gran, Fach confcrence chairman should have a list of exhibitors who have

attended past conferences as well as a list of potential exhibitors, It

7 <oy
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. ‘ is important to not overlook local firms having an interest in the associa-
tion of foveign language teachers. (4) Community groups or individuals
may wish to attend the conference or provide something for it: restau-
rant and cafe peisonncl, 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 wevenue {or the confcrencé. There are often several teachers
meetings on the same date and therefore compctition may be tight ingetting

§

publishers' representatives,

Exhibits:
The following are additional points to remember:

1. Vork out a plan for the phvsical arranacments of the
exhibits. ‘It is advantageous both for the exhibitors
and the tcachers if the coffce~break area and exhibit
‘ area are in close proximity of each other. For the
exhibitors this provides optimum cxposure to the teachers.
The tcachers find it convenicnt because they do not waste
time looking for rooms.

2, Determine source vhere the exhibil equipment will be
available such as tables and cxtension cords,

3. Deternine the size of exhibit rtables,

4, Arrange with program chairman for a specifiec time fov
ichose attending to see exhibits, Usually exhibit
times are during registration, coffee breals, lunch
breals, Exhibits are always on display, however, for
thosc who may wish to forege a meeting scession,

5. For 2 major confererice, the second notice to exhibitors
shoild be a letter requesting confirmation of exhibit
and requests for any special audin-visuc® equipment,
Dates and time for set-up and disuaneling could also be
stated.

0. Check the location of outlets to sce if extension cords
vill b needed,

-~
.

Booth numhers should be assinned in the order of receipt

of confimmuations. Exhibitor's bootns chould have nume
bers vigible., It ic sometimes helpful to iist the booth

28
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number alongside the exhibitor's name in the program
for casy identification,

Arrange {or cxhibit rooms to be unlocked in time fox
exhibitors to nalke preparations.

29
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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 cam be to look at only, or to tale home.
In either case, somecone should be on duty to sce that things are not
taken without permission. In order to obtain tcacher-prepared materials,
the chairman should solicit them in a letter to all teachers, to district
coordinators, or by telephone.

Afrer it is determined which teachers wish to display material,
offer hand-outs in tha form of dittoes, or perhaps hang posters, it is
important to have someone in charge eof arranging the whole dféplay in an
area close to commercial cxhibits, It would also be an added attraction
to have a bibliography available for teachers in this area listing all
types of vefecence sources for help in teaching the various languages.
These sources could be cormercial and/or from teachers who are willing to
share ideas and materials. If dittoes arce to be available as hand-outs,
it is important that the contributor give mecessary information ¢n the
ditto so other interested teachers might latcr contact this person for
additicnal explanction if desired, This is true for all display materials
unless the individual is presemnt at the display, It might come in handy
to have a duplicating nachine available and an operator who can make
additional copics if and when necded, Notify contributors to bring ditto
masters to the ccufereonce. Advise teachers where the photo-copy machine
is if one is available und have change available for its usage. Ample

time must be provided to view all exhibits by the end of the conference.
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Procram Planning

. This is by far the toughest, longest lasting committce. A year is
usually needed to prepare adequately for an annual meeting and four to six
months for a xegional. It is worthwhile in the long run to attend to as
many things as socn as possible to avoid last winute headaches. Planning
the prograr is usually the chairman's main vesponsibility. It is often
casicr 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 sliould meet ~n 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 mectings have taken place,
Meetings should take place at the location site at the beginning, middle,

and end of the planning stages.

. %“To begin planning the program consider some of the follcwing
suggestions:

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

2. Review current trends in foreign language education.
3, Intcrview past cciference chaimmen if possible.

4., Onecalucator 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 fow districts to help determine possible confecrence
program topics,

6. Determine conferensce program goals and odjectives.
7. Alvays consider the therme when selecting program topics.

8. Plan a tentative budact. Consult pruevious conference

. budgets.

9. Cheel: with the board after the prelimiuary prograr

24
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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 £iling system to keep 2 record of all ideas,

people, dategi names and addresses, past programs, and
rough drafts.

' each onc

Many conferences tend to assume the aura of "sameness,'
béing much 1ike the last, The typical formect involving speakers, dis-
cussion groups, and small sessions is an effective way to disseminate in-
formation rapidly., The "lecture type" approach sometimes leaves somcthing
to be desired, Many strategies have been developed in the past fcw years
to enl.ance 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, prcbnre 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
fntercsting ond helpful. Involve students if possible.

Ask paciicipants to eulicace their presentations with audio-visual
aids, to have hand-outs if possible, and to experiment with the seating
arrangement to insurce 2 good feeling among tcachers. A large circle
provides & leds formal atrosphere and ollouws everyoue to see each other
and the speaker. 1f a group is small enough perhaps each persoa could
identify himsclf and his school. Allow time for discussion and questica/
arswer scssiont. As program planner try always to strive for a little
creativity., 1t could be that creativity that sparks the cnthusiasm at
the conference,

I
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‘ When plennins the pronram schedule consider the following:

1. The numbher of small-group sessions within a given time
period depends on the expected attendance figure and the
size and amount of rooms or cpace available,

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

3, PRemember that there are teachers who tcach more than ove
lanounae,

4, An hour should be provided normally for small-saroup
sessions to allow for questions and answers.

5. Be carcful not to overload a small-croup session with
too many speaiers. Allow enough tiwe for adequate pre-
sentation of the subjects,

6. 1f a two-day conference is plinned allow for some repeti-
tion of expected popular scecions on the second day.

7. The sccond day could be designed moxe for mini-workshops.
Space could be provided on pre-registration shects for
‘ preferred vorkshop choice to help predict attendance and
interest level,

8. Schedule the beninning of the conference so most people
can casily arvive on time,

9. Space penercl sessions evenly botueen small-proup sessions,

10, Care should be exercised to avoid overwhelming participants
vith an overloaded procram which leaves no time for in-
formal visits with colleagues or relaxation, Sufficicent
tirme should be left for coffce breaks and before cating
enpagements in order for people to freshem up a bit, view
exhibits, change clothes, or chat with friends.

11. Providc for scssiens conducted in the foreign lansuage,
The AAT sessions would be a weturally appropriate time,
Special voriishops, if planned, might also be conducted
in the foreign laasuage allowing for active participation
of conference attendees.

A confcrence program should provide beyond what au individual can
usually gain froi his oun scheol or distriet, It should be practical,
stimulating, and worthwhile to everyore. Some of the points to remember

in plaaning a successful confercnce progranm are;l. to use a systewmatic
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approach, 2, to involve as broad a spectrum of pcople as possible and
3. to determine goals and objectives based on valid needs and interests
of potential conference attendees.,

Program Planning* Sclecting participants

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. language(s).

6. level

7. whether the person is interesting, capable, has responded in
some way to requests for confercence participation,

8. whether the person is empleoyed in publi~ or private schools,
This list is not meant to be discriminatory in nature but scrves rather
to indicate the need for a balance in participation. Too often these
factors are not considercd and later the chairman might be subject to
some critical views. Depending on the budget, it might be uscful to have
a letter sent to principals for input, Try to know the speaking ability
of everyone con 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 .,.) Thesc groups juite often are represented cn the board but
in some cases they may not be. Two good reusons for them to waant not only
to be involved in planning the conference but to actively participate in
the conference activities are: 1, to stimulate action and involvement 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 scheduled meating they may attend in

order to make proper sciections, > A
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. These people preside over individual meeting sessions within the

conference. They are usually sclected well before the conference and can

have some or all of the following duties:

1.

2.

3.

b,

3,

7.

Select a recorder who writes a swamary of the session for
later publication in the foreign language newsletter ox
journal,

Be awarc in advance of any and cll audio-visual ecquipment
necded by the participants.,

Know uhere outlets are, extension cords, light and temperature
controls, ash trays, and extra chairs {f nceded,

liave water and glasses available i{ nceded,

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

Introduce the speakers with sowmcthing moxe than just a name,
Help to kécp the meeting program running smoothly.

Assist the participants,

Keep time and notify speakers or presenters when they have

only a few minutes remaining (this can be done inconspicuously
with a2 note or colored card.)

10. To reach a more accurate account of the pcople attending the

11,
12,

session, scnd a clipboard around with a form cipgn-up shect
to include the participant'’s name, language, school, and
school district, The recorder can collect this.

Conduct the question/answer session,

Finally, the session chairman should write thank-you notes
to particuants in the session stating their specific con-
tribution. It would be imposuible for the conference chair-
man to writc all the thanik-yu not-s and this assistance
would reduce the load considerably.
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Repistration and Membership

Those involved with this committee by nature of their offices in
the association arve the membership chairman and treasurer. Lach will wori
on this committee :nd be responsible at the conclusion of the conferxence
for balancing all financial and membership accounts. The vegistration
chairman ghould be the mozt highly qualificd percon for this very respoa-
sible position.,

The registration érocedure can be divided into two major scctions,
pre-confercnce registraﬁion ard conference-day registration.

Pre-Repistration

Questions involving site officinls

1., Deterime how many and what size tables are nceded, their locatio,
and the time they will be expected to be in place. Establish
registration hours,

2, Determine if packets are provided by officials, the chamber of
commerce, or if some other means must be investigated.

3. Determine if name tass are provided and if not whether or not other
commercinl possibilities will be explored or perhaps they will be
hand made. Possible items to appear on the name tags are: name,
school aud/or district, eity, if room, and language, MName tags can
be typed or penped in, In either case, materials will be nccessary
to fill them out, Name tags can be made in advance ifor pre-registrants,
When considering type of name tapy, reaerber that suae kiuds do not
adhicre well to polyecster materials. If they are the stick-on type
try onc out first, All printing should be large enough and very cicar,
It is important to cssign people to the task of filling out name tags
to assure uniformity and to climinate the need for the chairman to do
them himscelf,

4. Determine how the money is to be handled during the confcrence, both
cash and cliccks., Determine wiere it is to be kept.

5. Determine if empty cash hoxzes are provided,

1. A rezistration fee chould be assessed based en the budsctary income of
the conterence,  Soumctimes this fee is partly determined by the State
In-%¢rvice Lducotion Fund, Inec. Tt is inportant to knew its require-
ments, if cny, for in-service funding., Registration fees, membership
ducs, .nt erhibiters fees ave the main sources of ravenue for the cone

fi rence, f?{;
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Repistration and lembership cont.: Pre-Repistration

' Feey cont,

2. A policy should be agreed upon to determine what, if anything,
should be done about adjusting fees because of:
a) once~day as opposed to two-day registrants
b) non-members registering
¢) those who pre-register and those who do not
d) special guests

3. Who should_reeister? All persons attending the conference must
repister. his includes committce members, chairmen, speakers,
discussion leaders, reactors, officers, and board members, The
spous? or <hild of a registrant may or may not be charged a
registrution fee, Keynote speakers and banquet or luncheon
speakers should already be registered by the registration choix-
wan,

4, Complimentary rroistration, banguet, and luncheon are normally
given only to gencral sessiom speakers and to the main speakers
at the banjguet and luncheon. Any additional “eomplimentary"
peisons must be agreed upon by the conference chainman and the
association treasurer,

. S. Provicion should be made for a record of members wvho are owing

‘ " dues.,

6. Refunds will be given only up to the time the conference begins.
No refunds will be given after that time.

7. Cor.fusfon renarding pavment: 1 a person claims he sent in money,
bdut it was not reccived, have him pay again. Inform him he will
be reimbursed after the original payment arrives. Be certain the
treasurcr receives the names and addresses and amounts for those
who should be reicbuvrned.

8., Tt is gencrally advisable to place all monies received for
registration, banquet, and luncheon tickets into a savings
account opencd cspecially for the coaference.

Repristration Forms

1. Determine vheuw pre-registracion information should be published.

2. Determine: 1) whn will print registration forms, b) whae informae-
tion »i17 appear on them, c¢) vhea they wiil be rsent, and d) to
whom they will be sent,

3. MNotice shteuld be given to the printers when forms must be rcady
and to whom they snould be majled ox delivered,

l 4. While i: is Lest to put all infovmation couccrning registration
and reservatisrs on oue side of the page, 1f It is uccessary to

P den/ *
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Repistration and Membership cont.: Pre-Renisgtration

Repgiastiation forms cont,.

use the back side of the pape, be certain to make it clear
on the Lront side that readers are to turn to the back side,

5, Teachers should complete a registration form with such items
included ns name, home address, honme phone, school name and
address, languape(s) taught, menu selection (only if choice
is piven), fecs paid, and for what the fees arc paid. Member=
ship foras micht also be included,

6. 1t should bLe made clear to readers where cheelis and forms are
to be sent and the postnarik due date,

7. Include a wmap of dircctions if needed,

8. The first tuo mailings should be gent to all teachers in the
state regardless of mewbership status. Private schools ave
always to be included,

9, Three nmailings of conference material are ideals .
a) The first mailing should be on announcoment to all teachers
of the meeting, including place, date, general topics,
and cther pertinent data. This might be included in a
regular stace 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
includced.

10, Use bulk meiling services vhenever time permits. This pro-
vides a substantial f{inancial saving.

Pacliots

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

might be considered:

2) progra, b) neme tag, ¢) meal tickets if purchased,

d) cvaluacion form, ¢) survey sheet for teachers to

suppest poasible sites for an upcoming conference and

to nominate poneidic candidates for office, f£) the

annual business vecting apgenda

The foins and shects can be colov-coded,

2. Detcrine who will stuff packets and when.

¢
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' Repistration and Membership cont,: Pre-Reri{gtration

Ropiastration cards

1.

2.

3.

Determine vhat kind wil) be_used, Consider what is durable, is
easy to handle, has room for all necessary information, and can
casily and quickly be alphabetized. They may be used to muke

a master list of those attending the conference.

Determine what will sppear on them, Perhaps the card could be
a copy of the pre-rvegistration forms.

Determine wvho will make the master list of those in attendance,
This individual can begin the list as soon as pre-registrations
begin coming in.  The list can be posted in a fow strategice
nlaces for conference attendees use and can be kept in the
permanent files for the conferemce., It should be &lphabetized,

1.

L]
About four months before a state conference a work crew should

be established, Determine registration hours and how many need

to work during cach session. There will have to be a few vho
will miss opcaing ceremonies and some of the sessions in oxder
to register the late arrivals, These will probably be the
hardest to secure, Make it clear to the crew when they ave

to be on location and when they are free to leave, Instruct
thein to make certain that names are always clearly written and
addresses arc complete with zip codes,

Final Preuarations

1.

2,

I‘o

5.

6.

Have the printer mail necessary materials for packete far
enough in advance so the packets will be stuffed in a calm,
efficicnt namer,

Have uniform ledger sheets available that have space for all
necessary information,

Provide pencils, pens, staplers, staples, scratch pads, and a
typevriter if nceded,

llave a sufficient number of current, readable, membexrship lists,

Have ceveral opies of a list of names identifying those pexsons
receiving cowplimentary ticlets and/or registrat.on,

Have a few copices of a list of all who have paid for ov reserved
a roomm,

Wave ready cash available for registraats paylug in cash,

29
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legistraéion and Membership:  Conference Day

Reeistration Desk

As xegistrunts arrive they should be met by a greeter, This person
will sexve to direct the registrants to the proper place. The greeter
should be a profecssional staff member in most cases, Three kinds of
situations normally arise as follows:

1. Registrant is pre-reeistered, prepaid, If this is the

case the repistrant is directed to a station where he picks
up the conference packet and is free to go to the exhibit/

coffre area, Signs should be large and obvious to direct
people to the various statioms,

2., Registrant is pre-registered, not prepaid. The registrant
is directed to the same station as vegistrant 1, Charges are
totalled and given to the cashier, Fecs are paid at the
cashier station and reeeipts given., The registration caxd,
as in case #1, is filed in the "present" file,

3. MNew repistrents. The new registrant will be given a card
to {ill out. The card is given to the member in charge of
name tags, charges 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 fecs.
There should be ample room betwecn stations to avoid congestion.
It is a good idea for the crew to experiment with the table arrangement
before the ceonfercnce, It might be useful to have a podium on onc of
the tables vhere registrants are filling out cards., This avoids the
uncontortable situation of bending way over to try to fill out a card.
Registrants should be directed to the coat racks by sign or otherwise if
they are not casily visible, Remember to submit an itemized list record-
ing all transactions for tho conference each day to the membership chair-

man oand Lreasurer,
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. The following are some important items to remember in planning
publicity:

1. Someone should be in charge of all publicity and be certain
thet it is announced by state, city, and lecal newspapers,
radio staticns, t.v. stations, school superintendents'bulle-
tins, and state and national foreign language education
publicatious.

2. The publicity agent should procure necessary names, addresses,
and deadliues early in the planning.

3. Foreign larguape teachers should be encouraged to invite
their principals, distriet administrators, school board
members, coutnsclors, colleagues, and friends to the con-
fcrence,

4. Keep an accounc of expeunses.,

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

6. If conferenceproceedings are to be published, ask the major
. speakers for copies of their papers if they are available,
1f photos are to be included in the publications, glossy
prinuts arc best and should be no smaller than 2% x 3% inches.

7. It is ther 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-vegisiration inforuiation notices to teachers or chai duty
may be assumed by the registration chairman,
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Printing BEST c0
. Those involved in the printing process are concerncd with

recistration forms, Jetters, none tass perhaps, meal tickets, program

covers, proersa conteat venes, and any other printed information. The

ﬁollowing suggestions are to be considered:
* 1, Printcre have deadlines to meet, so be certain of them,

2. A uritten agsreement should be sccured [or both parties
regarding cost, number of copies, due dates, special
fnstructions such as a blank page at the end of the
progran content pages perhaps for notes, dedication
pages and announcements. :

3, It is best finaneially to have the printing done by
the print shop of a neighboring school distriet or the
one in which the conference is held, if possible.

4. The chamber of commerce may be able to donate packet
folders to climinate printing any. Plain folders may
also be used,

’ 5. It is the responsibility of the various committees to
determine vwhat is to be printed for them and to arrange
for a neeting with the conference chairman and printer
well in advance.

6. Before any final printing people from both sides should
look careiully for errors in names, words, and spacing.

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

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 nust
be agreed upon also,

10, There are nany sizes and designs of programs available.
1t is important to selcct one that readers can easily
follow and that is ¢asy to carry.

11, Restrooms, coal racks, and snack bars may be irzluded
on a {loor-plan map if one is included in the program.

A
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Audin-Visunl

Usually one person is delegated this responsibility, Student
helpers come in handy in this operation. Request forms must be mailed
to participmts at least one month before conference time and must have
a postmark return deadline specified. The A-V person must first locate
vhere equipment can be obtained and thew complete an agreement form with
a clause about damage or theft in it, Each party retains a copy of the
agreement. If convenient ejuipment provisions cannot be arianged by site
officials the best plan is to negotiate with neighboring school districts.
ldeally, the school dicstrict of the audlo-visual chairmen would be in-
volved., It is a good policy to have a backup machine of cach’ type being
used in case of emcrgency. The outlets should be located in each room
to detemmine the neced for extension ¢ .rds, Sce that films and video
tapes arc in the audio-visual presentation room, arc shown in proper
scquence, and a count of attendance ig made, Find out from the site
officials all there is to know cbout the P.A, system and the procadurc for

making tape recordings of major spceches. Test the P,A, system thorou~h~

ly . _advence and on conference doy. Be available for sudden malfunctions.

Establish 'hike stations' at the general sessions meetings for audience
participants if neceded,

The following cquipment may be nceded for the conference: 1. micro-
phones, 2, slide projector, carrousels, and stands, 3. 16 wm, £ilm pro-
jectors, stands, -nd nperators, 4, screers, 5. cxtension cords, 6. bulbs,
7. tapc.rccorders: recl-to-rveel ¢nd cassette, 8, duplicating jacks,

9, overhcad projectors and transparancics/pens, 10. filme-strip projector,
11, video-tape recorder-~{ind cutl f{ilm size, and 12, tables for display,

There ehould be space to store this equipment the night before the

A3
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conference and
nd the key available to the person in cl
s warge., Permissio
n

from a spuake
awer §
hould be granted before his speech is t
ape-recorded,
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Meals and Refreshments

‘ 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 tﬁe luncheon and
banjuet served depends on the many possibilities and cost, These decisions
should b2 nmade well in advance of the scheduled confexcnce. Sometimes it
is_easier to vifex only one entxece, other times it is not. It should
be determined whether or not the meal cost includes tax and gratuities.
Ihis information is usually stated when listing the choice of menu and
costs on the registration forms., DBesides being numbered, tickets should
indicate the event they are for, the date, time, and location. Tickets
are paid in advance during pree-registration or at the registration desk
on conference day, There must be provisions for someone or a number of

. persons to colleci tickets very carefully for an accurate account, Ticket-
takers should know who have received compligcntary tickets in case they
arc misplaced. An apreement is made prior to the event as to the nunber
of cxtra meals to have prepared,

All deadlines for food orders should be carefully noted and honored.
It should also be inown 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. lMake it clear to officials
if a head table is nceded. Select and notify persons to sit at the
banquet or lunchcon head table. Be certain waiters have been instructed
to service those at the head table first ard to clear each person's place
proaptly when he is findshed, These instructions are important at sonme
vregional and Jocal confercnces tao, clthough an thoie instances it way not

. be as likely to have a head table,
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It has been noted that a banquet adds distinction to an annual

meeting and enables the conference to ¢nd on a pleasant, relaxing notc,
he banquet propram ray include a speech or other entertainment which
should be linited to twenty or thirty minutes at mésc. .It is best and
most suitable to the occacion to present the speech in a lighter vein.
Sowe groups have the banguet speech or other entertainment in a separate
rooin after dianea. (Spealiers aind/ox other entertainment are common to
luncheons also.) Another banquet program format is the Awards Program in
vhich 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 cercmoniecs
should be given appropriate time limits. (0)

Planning for luncheons at repional 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 othcrwise), and perheps a dishwashing crew in addition to other con-
cerns enumcrated above,

I1f a no~host sccial hour is planned, be certain to check with

authoritics about cost, rules and regulztions, whether or not an attendant
is provided, additional charges, and location possibilities,

Coffce breolis seem to be one of the most important parts Lo & con-

ference, They give conference people a chance to stretch the legs, relas,
chat with {riends, freshen up, enjoy a little refreshment, perhaps view
some f{ilme, or prepare for a presentation. Since this is one of the tines
when individucls are z2llowed to all talk at once, tinme and space should

be provided, Tor rost najor conferences forty-five minutes is not too

Jous 1f more thaa 200 people are in attendance, Be sure the coffce is
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ready on time and in a strategic location. If£ possible, it is nice to
have coffce and tea scrved both in small-group meeting sessions and
during coffce breaks. Avoid congested arcas for possible culfece locations
to prevent unnecessary spills, It should be dctcrmincd’if the managenent
provides coffece, tea bags, hot water, sugar,.cream, stirrers, napkins,cups,
plétos (paper), or disposal cans. Determine the cost of scrvices, if any,
Incrude the registration period as a coffee/tea time too. The main
coffece station could be located in a convenient spot near the exhibit

area,

Depending on the budget, donuts or some faccinmile are also provided
during coffce brecaks. Rather than having the management secure dowuts,
try to find a local outlet to save on cost. As an alternative, perhaps
individuals or foreign languase clubs can prepare pastries or something
similar that arce native to the region of the language. They could sell
them or be reimbursed for the cost of ingredients and labor. Someonc
would have to manage this operation too, especially if anything is to
be sold. This idca would be a plecsant break from the somevhat familiar

doauts. Always have a plan for any leftovers.
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Hospitality

. , Thosc delegated to this committee are responsible for the decora-
tions in the dining aveas, meeting rooms, halluays and entryways, and the
tranaportation, housing, and entertainment of guest spc&kcrs. They must
know about city tours available and costs. Often hotels have this in-
formation alrcady. Before setting up any decorations it s vital to
chesal: with site officials about their regulations, especially about such
thirgs as tope, pins, and location signs. This committee also provides
for flouwers at the head table,if desired, placemats, table centerpicces,
postecs from airlines, grecter signs and the like., They nust always be
alert to any discomforts of guests and be ready to offer assistance, They
should be ideutifiable in some way, perhaps with a "May I help you"
added to their name teg. They should be certain of the welfore of all

‘ speci.al guests before, during, and after the conference.

Entertainment

Entertainment falls into several catemories: for major speakers
before and after the confercence, for conference attendees before and
after the conference, and for the conference programe If possible, there
should be sign-up space on registration forms for those wishing to take
available tours. Checl: neuwspapers in advance for entertainment. For
other possible leads and ideas check uvith site officials, the chamber of
comnerce, and community clubs organi-ed for persons interested in foreign

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

ference entertainuent,
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Ayards
———

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

other than what ic presented in the checklist are:

1, thee a determination cshould be made about whether or not
avards are going to be presented,

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

3, to checit the budeet brfore investing in any particular
type of award, and

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

Facilicies

There are alvays a few details that nced attention prior to or on
confervence day, Some of these are:

1, A sign should be placed near the speakers station, perliaps
’ on the podium if thore is one, instructing them to watch
the tirme and pesition of microphone. These two factors are
important to having a well-run scssion. Speakers wiho take
too long cause listeners to be more aware of their dis-
comfort at sitting so long,

2. All scatine arrangements should be checlied just before
“eurtein tine,"

3, Temperature comtrols, light controls, and squeuky doous
should get one final check,

4, Arrows and sions directing or informing should be in place
by confcrence time, Sipns above or on the door of the
actual conference meeting room help to identify it, Rest-
roon directional eigns may also be nececssary,

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

6., Coat racks should be availeble and casily located,

7. Be sure supplies of scotch tape, safety pina, thumb tacks,
ditto masters, razor blades for ditto corrections, staplers

and stanles, ash trays, and wastebaskets are available and
‘ in the proper places,

8., Tublus for ddspluys ohiculd be in place,
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Siudent assistants can check many of these items, TFor regional and
local confercnces make sure outside directional signs are posted and
hopefully water-proof, They shouid be easily seen while driving and
casily understond. Always check with the proper authpzitics before

posting signs on public or private property.

Troubleshooters

Arrange to have a couple of people available at all times to notify
the conference chairman or committee chaismen of any unexpectad problems,
Site officials and committee chairmen should be informed which people have

this responsibility,

1
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‘ : Annual Busincess Meeting

The annuzl business meeting is incorporated into the program so
that all members of the association may have an opportunitv *~ accept,
modify, or reject various motions which axe nppropriatciy presented, and
to hear projress reports from those charged with the responsibility of
forvarding the association's objectives, (7) This is also time vhen a
‘member can air a particalar point or molion to the general audience. The
president should alext all committec chairmen and board members who are
expected to deliver reports to the pembership. It is important that
records of this meeting be kept just as the vegular board mecting minutes,
1t might also be appropriate at this time for the president o introduce
board members to éhc association. The business meeting should be heid at
a rcasonable timie when a good attendance figure is adequately assured,

‘ A written agenda should be imcluded in the vegistration packets not only as

information but to encourage attendance.

Pre-Conference Get-Tocether

More unlikely than not, is the possibility of arranging an informal
get-togpcther with confercnce participants sonmetime, someplace, before the
conference, The follouwing ave possible activities that could occur:

1. Participants and ehairpersons could mect cach other and plan the
organizoation of their sessions, 2, Copics of the program rould be dis-
tributed. 3. Effoxts to unify the association in a team-like fasiion
could be facilitated. 4. With moxe people kunowing cach other bafore the

conference, the greater the chance for a smoother confcrence,

‘ Evaluation

A few susestions could be added to those in the checklist:

1. Evaluatien is one ol the noin sourers of fcedbacl frow
ot |

¢S a
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Evaluation cont.

confurence goers that detevmine if conference goals and
objectives were met,

2., There is often a preblem insuring a good return of
evaluation forns in terme of percentane of those attende
ing. Announce at the opening session that evaluation
forms are in the registration packets and where they
can and should be deposited,

3. Remind people toward the end of the econference day to
£i1) out the form and any others thai still need cowme
pletion, A few minutes could be provided in the con-
fercnce to complete any forms,

4., Provide big, conspicuous boxes for collection purposcs.,
Label them well and cover them with bright contact
paper, for cxample,

S. Be sure the items listed on the forn are clear, convise,
and to thle point., tilake it casy to tally and be sure
someone vremains after the conlerence to help with the
tally, cr arrange for a later session.

6. Note all conments and/or suggestious. This is a tedious
‘ : job, to be sure, but so worthwhile to the conference
committee Loth present and future,

7. Remember that in some states it is mandatory to provide
evaluation rcesults to the stata in-service education fund
cummittee in order to receive funding for conferences,

8. The conference chaivman may want to have a session with
conference leaders afterwards to exchiange reactions,

9, Prepare final confcrence report based on goals and

objectives, Include evaluation tally aud personal re-
coruiendations.

Published FProccedings

Be certain all recorders or cession chairmen submit their reports
to the editor of *he ‘orcign language newsletter or journal by the dead-
line set for centries. Remind somcone on the publicity committee to
securce keynnte speeches if pessibles Published proceedings will pavtially

. comprnsate the ever-present frustration of participants who wish to
attend all of the aseetiage, wany of wiidch oceur simultoneously,  (8)

tevey

lod @ )

s .'d




BLE
BEST COPY VAILR o

Footnotes

1. Robert J. Ludwig, Leadership in Foreien Lancuare Education:
Develepine the State Foreisn l.onsunsne Association (New York, 1972), p. 9.

2. Lorraine A, Strasheim, speaking in Boston, November 1973,
Reference also {rom: Robert C. Lafayette and Lovraine A, Strasheim,
"orkshop Nuts ond Lelte: A Language Leader's Coloring Book and
Discussion Guide" (seven wmincographed sheets, Bloomington, Indiana, 1973).

3. Ludwig, Developing the Stote Foreion Lanpuape Association, p.ll,

4. Washington In-Servire Education Iund, Inc,, Handbook for
Chairmen (1972), p. 106.

5. Lafoyette and Strasheim, 'Workshop Huts and Bolts,"

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

?. Ibid.’ ppo 8.90

8., 1bid,, p. 13.

N
)



BEST COPY AVAILABLE 48

Chupter 4
SUFMARY AND RECOMMENDATIONS FOR FURTHER STUDY

Organizing und managing a conference entails a great amount of time,
effort, dedication, and fortitude no matter what the circumstances may be,
Surely, a foreign lungusge teachers confereﬁce ic no exception. IV re-
quires the work of many people with good ideas in order 1o make it a
success. There is often a renewal of the trusis and friendships built/
through the years when onc i5 in the sowetimes difficult position of
calling upon iadividuale to serve in some capacity. The feeling of com~
radeship can confoi't the chairman as day by day the event comes closer to
reality.

To be sure, there are couantless times when this feeling of comraderie
never consciously falls upon the chairman and planning committees because of
lack of time and true ofganization. There are times too, when leaders more
or less expericnce a waQe of panic and frustration prior to and during the
actusl conference. It was with the intent to hopefully avoid or lessen the
intensity of these anxieties that this guide was written. The erperience
of writing it prcvided an example closely paralleling that of planning a
major conference as has been described. The misgivings and temporary hard-
ships in its development vwere reduced considerably due to the continued
encouragement and assistance of the pecple inﬁolved in its creation: the
author's parans, tcachers, advisers, friends, collcergues, both in the state .
and throughout the nation, and the Lake Wachington School District which
financed the trip to the nationnl. conference sponsored by ACTFLlin Boston,
in November, 1973, All were instrumental in asswring the completion of the

project.

dAmericin Council on the Teuching of Foreign iLanguages
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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 vho wish to benefit from its
usage. The cover is designed to facilitute easy withdrawval and addition
of pages. It is hoped that the guide will be a beginning to efforts ine
tended to improve the development of foreign language tcachers con-
ferences in this state and perhaps indircctly it will sexve to improve

foreign language education,
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Appendiz I

CIECKPOINTS TOR LOCATING CORFERENCE SITE

ARD I'OLLCW-UP SESSIONS WITW SITE OrriICIALS
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CUECRPOTILS FOR LOCATING CONFERENCE SITE

AND 1'OLIOV-UP SESSIONS WITH SITE OFTICIALS

I, Loecatins site

1.

2,

Prioritize neceds

Identify possible sites«(It is best to take somecone along if
possible when checking potential sites,)

Check: location of past conferences, ask for ideas,

check yellow pagces of telephone directory

Initial Ynouirfes Durine Oboservations

11.
1.
2.
_l‘.
5.
6.
7.
8.
9.
10,
li.
12,

Is the site centrally located?
1s it fairly easy to find? .

Is it large enough to house the number of expected guests

that are the conference and guest rooms like? 1low is the
sound-proofing in the conference roons?

What are the guest room rentals? What is the reatal
agreement for conference roons?

Uhat are the cating facilitics besides for conferences?

Uhat is on the menu?

What are the current rates for confercace luncheons and banquets?
Can a block of rooms be rescrved for guests?

What is the provision for audio-visual equiprent?

What is the seating capacity in different arrangements {or the
general session, break-out, and dining arecas?

Checli the poriiing facilities,
e ohle to d(rseribe the approximate program outline based on

past conterences: number attending, number and size of rooms
needed, length and time schedule of conference,

% Fnow the date and time nost of the group will arrive and depart,

1f the site s later aprecd upon, obtain a written agrecuent
sipnitying confiration of date,
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. 111. Sccond llecting (after site has been determined)

1.

16,

17,

18.

19,

Review initial observation topics listed above.

Cheel: out conference rooms again and obtain entire floor plan
of sac,

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

Asl: about photo-copy sexvice,

Can outdoor and indoor reader boasds be used? Who makes the
arrangenents and when?

Inguire about coat rack facilities.

What space is available for wegistration tables?

Check to sce cbout room partitions, air walls, cte.

Is there any gucyd scrvice(for exzhibits maybe)?

How far in advance should room rental registrations be in?
Does the nonagement provide the cards and handle all room

rentals? Ave there any discounts after a certain number of

guests have registered for rooms at the site?

Begin to finalize scating arrangements. Are extra folding chairs
available?

Ask about water pitchers, glasses, ash trays, and waste bazkers,
Do they provide coffee breat service? Are coffee, tea bags,
and water, cream, cups, stirrers, and napkins provided? Are

coifce and teca alvo in sceting vooms at all times?

Can lights be dinmed or parts of the room be darkened in the
general session crea?

Be sure to plan for cxhibit space, both commiercial amd teachex-
prepared, '

Ask if they provide empty cash boxzes, wrme tags, conference
folders, or typewriters for vegistration,

How long does it talie to sct up and put away dining equipment
if voom is to double as a neeting room?

Is a hesd table included in che dining arransements? Arve
centerpicces provided for any of the tables?

What hinds of entertainnent are provided at and near the

location?
60
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' 20, \hat about the no-host social hour?

: 21, Aluvays check to see if it is alrvight with the managoment if
anything unusual is planned, i,e., cooling demonstrations in
carpeted roowms, dancing lessons, and similar activities,.

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

Sfurther mectings will be necessary only to double check on all pre-

arranged itenms ond anything new that might cierge. De certain to obtain

a written contract of ail transactions and cgreements,

o}
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SANPLE FORMS . TFolk

RECORDING IMPORTANT DATA
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The farns  on the following puges can be pioto-copicd for use by
future conference and committee chaivmen. Of course, adaptations can be
made to better suit their particular needs. 1t is hoped these farus

will help to case, speed, and organize the planning proce.s for chairmen,

en

L'y



58
Coraments

.ang,

Phone

Y

¢ connccted in any way to the

CT0

4

DIRE

k]

gEST COPY AVAILABLE
RENCH

.
r

CONFI

wing is a listing of peopl
Addres

The follo
conference planning:

Nanme

IV IV

Y PTUY

‘.'

4

<
<=
<
“on
b> 4
Se
o
=

SRR N TP T RVIV IV IVEVAY AN AX T Y

W

VIRVt

YYD

PR

IR TR TRYRY

SEVe R

LI I AP LY

3

A I¥IRCE S TYY

FAYD

RV A DI S VR TR

]

VTR Y IviY]

sevive

dlenvevesevenive

]

JY YL YA

v

P RV IV IV S YIV EY

o,
»

Vet

PRIV Y

Y PV

Y]

WIIIPE Y I IVIY LR

]

YAY4

Py

12 Y4
YRR YIS

YaY

(AR egts

eoeve

(AYAY]

N

et

STV IS SV N

ot Faots By tiaty 0 gt et 0 a0ty
AR R R TR LA TR T PR

e L0 0,8, 0,
sl e

N DR I A Y

T
<

k)

Q

Aruitoxt provided by Eic:

E



BEST COPY NVAILABLE

. COMMUNI CATION RECOINDS: lLetters and Telephone Calls

The following record 15 designed to facilitate prompt attention to
all comsaunication fov the confcrence,

To/Fron Name Subicet Pate sent Date recefved

- o ap . p— - - -
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BUDGET REDPOR
Incone

The follouing 15 an itemized listing of income reccived for the conference:

Fron Iter & Quantity Cost Date

*‘-\'*mﬂ'm'k YRRV A YR R R AV R B IVEY VY D A DS 2~ B Y Y ST EDU IV ¥ IV T P MEPIVTV VIVEZ VS IV T VBT TV IR T T OTVIV B PO OTUTONA

O L R S N B T e N R N O I o e Ve NI N e I e vess

T B T S N o O T N Ry e Y A S O N e e Ve v Vv vevone

VROV TV PV I X Ty R VT Te o B T B A R T T B T T R e R S TP Ty T A T A S D T R L T PO BT TR To R SR T T TR RPN

Y Y LY TR LY IV DOV RO IV BV VR A IV DL T U LT IS

LR R R TR I T T IV TV PV VIV IV Iy BV IV IV TY ST VRV R S T SV TVIVICIVE IV TRV IVTY BT

Y ISULY o SV IVE PIVIYIVIUS,

Y PO DAY S TIV TV IV TV LY IVIN Y DAV R W ATV INT PR SN S SV TV ¥ IV TN TNV (LY LUV ICIY RS YTV IV EVIV VIV IY TV T IV IV IVIV IV

P R SR Y VAV AV IV I VL ¥ TNV AR TY I VS ¥ IV N D TP TV XWXV TY SV IV VD A ST B DY TUTY Y DOV TV TRV 2T VI T TV L A S VTV TR U T IV VT VRV

Y- Ry - Y B I TV IV TV N RV W IY AR I R YV R ¥ LY Y I I TV Y D VR ¥ AV I AN VLY TN S YAV T YRR Y T Ty TLUY DY DY T T A VY A VI TR TN P D TV

LYY et D I S T L T oy T I D S S ] VLY N e R TR A TR Rt Y a T s VLY S L Y RV L B T T AL T IV N T LR T T T T Y S B RV Y IV Y

N e e e e I e e v e e Ve e et v e Ve vele

FYAL o PP PV

R AV IV YAV Ty DU ey TV IV P IV A YAV R s X DEVRVEV TS ST




Q

ERIC

Aruitoxt provided by Eic:

BEST COPY AURILARLE 61

BUDGET REPORT
cxpensen

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

X7} Itenn & Quantity Cost Date
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CONFLRUHCE RECTSTIATION & JMUBERSHIP RECEIPTS

i1l in the spaces below and check either R or il or both,

Nanme Address R 4] Cost Dote

otasselysl, l'l
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o be uscd by confevence chairnan in the evee any vepistration or menber-
ship fees nre majled to him instead of the correct address.
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COWFLRENCE DIRECTONY OF THOSE IN ATTENDANCE
| | The following directory is provided for those in attendance in
. order to promote continucd efforts to share problems and ideas in foreign
languege ecducation,
Name School & Address Citv--Zip  Lannuape
‘ To be posted in strategic conserence locations,
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and in-scivice training those of us in the profession have received <o that

BEST COPY pvan &RriF 64
PRE/POST TEACHER=-PREPARATION SURVEY OF TEACHERS
ATTERDING ED:ONDS SPRING REGIOHAL CONFERLENCE
March 15, 1974 -

The purpose of this survey is to determine the extent of pre-service

we might have a firpmer base from which to judge the needs of the members
ship in terms of what the professional orpcnizations can do to assist
teachers in the state,

Nanme

1.

3.
4,

6.

7.

8.

9.

10,

School Language(s)

When did you receive your first degree in a foreign language? 19_,

Where

College Location
Language

Was your degree in Lducation? Arts and Scicnces?___ Othex?

How many total years have you taught Foreign Language?

Besides your major £icld (lamguage) what other languages are you

competent in?_ s familiar with?

would & could teach probably wouldn't

have a slight knowledge of?

teach wouldn't and couldn't tecach
Did you rcside in/travel to the (a) countxy of your chosen language

beforc you began teaching? , after?
yes/no yes/wo

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

foreign langucge teaching position?

When was the last time you tonk a course or workshop dircctly
related to your foreign language teaching position?

What basic text(s) arc you currently usiuvg?

Would you be interested in attending mini-vorkshops set up regularly

in this region In various locations? Yes tio MHaybe

touid you prefer a Suturday worhkshep? Weekday afternoon?

Lvening? Afternoon/livening? other? ___ (Plcase specify.)

0
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11, What types of programs would interest you or maybe your colleagues?

. Put a check by your chofces. Put_an ** by those of particulay interest.

a, ___sceing other teachers' successful techmiques and materials,

b, _ _informal conversation practice in the lanshnge (no instruction).

c. _foreign cooking lessons.

d. __vieuing fcreign-language films (movies).

c. _folledancing lessons,

£, ___foreign handicrafts (uaking foreign holiday decorations,
tri.{fic sions, public signs, model Eiffeltowcrs, puppets,
theater sign posts, ctc.)

g. __audio/visu~al techaniques: mauting slides and filmstrips, videos
tape recordings.

h, ___language camps, ]

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

J. ___culture with a capital C: music, art, litcrature, drama, ctc.

’ k., ___lmguage-skill proficicncy updating.

1. __ forecign-lanpuage club activities,

m. ___ determining course/program goals and ebjectives.

n. planning and developing foreign-ezchange student/teacher
programs,

O study-abroad programs.

P cleoavinchouse for disseminatien of materials: information
on where to write to reguest for materials,

q. wine-tasting porties designed to get to know one another
better??.

vr. __politics in foreign language cducation,

s. __cchev,

Thank you,
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WAFLT SPRING REGTONAL 1974
Lynnuwood High School
EVALUATION

The State In-Scervice Commiltee requests an evaluation of this conference
as partial rejuirement for the funding of future conferences. We thanis
you for your cooperation in cempleting this forn, '

Please rate the followiug by cireling your choice:

L.
il.
IIl.
1v,
V.
VI.
ViIi.
VIII.
IX.

Ko

K1,

XL,

RI11.

X1V,

PAR

VI,

VERY GOOD GOOD FAIR FOOR

Tata) Co-.feoyrrnee: 1 2 3 4
_gfo-rcgistrnrion procedures: 1 2 [
Todoy's reristyation procedurest 1 2 3 4
Keynote /ddress: 1 2 3 b
Coffcc/Conversation breahs: 1 2 3 4
Displey naterinlss 1 2 3 4
"How do vou ...?" sessions: 1 2 3 4
Luncheon: 1 2 3 4
Pane) Diseussion: 1 2 3 4
AT sections 1 2 3 4
Which did you attend?

Conference time schedules 1 2 3 b
Physica) arranacnentss 1 2 3 4
Concludinr secsion: 1 2 3 4

Topi.cs ond/or disglgys/ﬁrcsnnCntionsAyou found mont worthy of
tire nd discunsioen:

What uere the strone or wea: points of the conference in comnaxisn
to others vou h.ve “tgended?

Language(s) currently tcaching:

Institutional level of instruction:

-

g
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May 13, 1974

Deax State Foreign Language Supervisor:

As partial fulfillment for a Masters Degrec in Education at Seattle
University in Seattle, Washington, I am in the planning stoges of a
curriculum nroject, 1 have been a junior high schoo?! tcacher of Geruan
for the past seven years and recently completed a two-year term of office
as rvecording secretary for the Washington Assocination of Foreign Language
Teachers, In planning one of our spring regional conferences iest Merch
15, and in planning this year's state fall conference October 11 and 12,

I om wore awaze of the need for a written document on record in our state
for future state, vegional, and local conferences to help in planning such
events, You undoubtedly are aware of the worit involved in planning confov-
ences, Poerhaps, too, you are aware of the fine document on file with MLA-
RIC written by Robert J, Ludwip, Mont Pleasant High School, Schencectady,
lew York, entitled, Developine the State Foreiun Lonpussne Associstion.

his document includes several pages devoted Lo the topics mentioned above,
liy intent is to expand on the topics to provide a move detailed guidebook
for state, regional, and local foreipn language conference chairmen pri-
marily for the state of Washingten but with the hopes that the completed
wvork con be of use in all states.

It £s with this in nind that I seek your assistance., Would you
plvase scend mwe a copy of any written guidelines for your state, vigional,
and local forcign languaze conference chairmen either from your office or
from the president of vour state association of foreign language teachers
ag o ferthor wmoans te vy rescavch in this arca? Ik payuent {or the
postene, I would be happy to send your Association a copy of my project
after its coupletion date of July 31, 1974, at your reyuest,

I would appreciate hearing from you before JUNE 15, 1974, if possible,
Thank you for wour cooperation,

Siacerely,

Patricia Campbell
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