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!that science supervisors perform. This manual should Dggv1de tremendous
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B ' . . ‘ ..
Introduction ) Y o N
v " . ¥
;
- / -
The planning and offering of sucCe§§fuI leadership conferences '

.

fér scierce éukézzieors_is'a challenging yhsk. Manf science syper-
- M ~ . : - - w *
. r !

visor's positions may require the educa?éés to plan and offer Lo

- , ‘N 3
'

1eadershio conferences.

.

'Th§s prepared- manual should provide considerable ﬁelp to the

science supervispr with the major items and minufé fetails needed

v

to address in order to hav?'a successful -1leadership conference.

’

A model using four phases is suggested. Within the~four phases
yise usage of nine working committees is nggested to achieve~the
written ‘objectives for the planned conference. f%ﬁe model proviﬂgg
for input to be used during the operation of a cooference which

allows for necessary changes: to be 'made. Thorough follow—up and

K ’
evaluation piytzoures are suggested. : f .

Leadership responsibilities are among gﬁe most important functfoﬁs

-

’ - . N
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CONFERENCE MODEL: GUIRELINES EWR "SCTENCE SUPERVISNORS NN Lo -
HOW TO CONDUCT A SUCCESSFUL LEADERSHIP CONFERENCE ’

. '. . . \-. R
N e ce : '
<A _ 'As leaders in science education, supervisors and '
‘ . chairpersohs Provide ‘a crithal function in the total , .
process of. educatlng our nation" s students and prov1d1ng
\
d1rectlon to sclence teachers" However, effectlve

sciénce superv1s1on depends on a well-informed, competen%

‘,’{ 1eader espec1ally durlng thlS period of time of changlng
<" " job respons1b111t1es. One method of prov1d1ng contlnued
v - leadership training that w1ll offer experiences to meet ! . T

[

the superv1sor S needS in 1mplement1ng changlng roles
v ‘ ‘and job- respons1b111t;es is the leadership conference. S
The project staff of the National Science Supervisors
s . Association \ortheas ;eglonal Summer Leadershlp ConFer—
ence utilized 'a successful ‘conference plann1ng model that | = ' ’
"Can be of value\to'other supervisors. This model * :
‘ cons{sted of four phasas: . ; \. P
Phase I t.Initial Conference Planning :

‘Phase II - Interim €onference Plannlng

Phase .ITI - Conference ' -
Phase IV - 'Post Conference‘,. '
Funded under the Vatlonal Sc1ence~Foundation s Informatlon
Dissemination for Science Education Program (NSF Grant
v #79095?;),'the conference\was held g‘August of 1980 at
. the Pocono Env1ronmental Education Cénter, Dingmags Ferry,
| PA. _ . "' o
Success is not ‘4nherently guaranteed to conference N
\ plan s. A successful conférehc requlres hard work
diljgent and direct/planning,-mulsl 1ateral plannlng, and
mos importantly,,peer participation. 1In ‘effect, nothing
/J. shou be ieft'bo.chance‘or‘Eb\the whims of a faw plannerst
This conference plannihg model is.designed a

guide for planners of ﬁuture science leadershlp conferences.

) Itimay be’ used 1n part or 1n total: The Conference Model: -~

, Guldellnes are présented in ‘Esequence of suggested
) - ' . .




activities, for each of the four'phases of the cohferepce .
planning modei. @onference planners will no doubt grasp -
the '"feellng" of each phaSe and are encouraged to modlfy

the suggestions to meet local requlrements.

. M . ' \
. - N

~
-

~, PHASE T - INITIAL CONFERENCE PLANNING . ' -
- £ »
. 1 A. Identify a'Need and Purposg f6r the Conference

The key to any’successful conference is that it

v

answers tshe questlon WHY?". Leadershlp confer—
" ence planners must be cognlzant of the need for
a conferencev There are a variety of sources
that can provide that41nformatlon. (a) the NSSA ’
_— . . . Executive Committee, (b) the NSSA glonal

Director, (c) executfve committees of state and

local superv1sory assoc1at10ns, (q) state science

consultants/superviso 'S ahd (e) superv1sory

organization membershlp responses. Be pos1t1ve
that a genuine need and purpose exist before

’initiating the conference. planning process. -

- B."® Select a Conference Chairperson

Any organlzed function is only as effectlve and

he conference
i zér Who “Should

o "move and _ shake"

efflclent as:its organlzers.

-chairperson is 'the chief orga
posséss the qualities needed
_the conference committeé and the a@®nference

'planning process throughou its four phases.

.

who has the 1eadersh1p abiliwy, t1me, ‘and stamlna,

to oversee the entire process. The chairperson

. ° should be responsible for: * ‘ N . Y “
’ * Selecting compgtent people to.serve as,

members of the Conference Plannlng Commattee.

v
.ot | * Appointing. members to chalr each of. thet 1
. . working committegs. 2. R

¢ * Establishing the Con;erence Planning Commlttee
V4 ' . meeting agenda.

* Tnitiating the ¢ormatlon of a needs assessmeht ’
study. »

- - N

N ‘ ' ) . . »
e i ) d N ’ i

\
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* Pre51d1ng over the Conference P%annlng
Committee meeting. ) b 3 !

* Ass1gn1ng tasks to each working committee.

* Coordinating allworklnycommittees throughout
each phase.

* Assisting working committees as needed,
* Reviewing and approving Finance Committee- Budget-.
* Preparing master Gantt Chart.

* Receiving all conference participant )
application forms.

* Selecting conference participants
Participant Selection Committee.

£hey were selected or.not-selecte
pants. ) -

* Sending letters of appreciation fto-all who

made the conference a success.

making recommendatiohs to .Conf
Committee for its publicaty

ernice Planning

and distribution.
* Overeeelng development\hf Conkerence Proceedings.

Form the Conference Plannihg € ommi

The Plannlng Commlttee repfesents the, “braln trust"”
for the.cdnference planning process. - Each
committee chairperson will be assigned the
resoonsibility of accomplishing key‘tasks.~ The
number of megbers depends upon the type and vari-
ety of tasks required, i.e. program, brochure and
application, participant selection, registration,

publicity,” finance, vendors, facilities, and

evaluation. Thefollowing is a listing of

ittees and thelr responsibilities: -

T-ram Commlttee

bubmits budget “to Finance Committee.
M1ocks out conference daily schedule.

Refines llSt of generated conference ',
. topics from needs assessment study.

, * Obtains program presen £s via phone
contacts or letters.

* Develops and sends letters requesting
persons as program presenters.

¢ "_G/\.




’\

Maintains communlcatlon with program
presenters. ) e

[

Negotlates honorariums for program
preseriters.

Arranges honorarium payments through
Finance Committee. ~

Forwards information to Pub11c1ty
Committee. . . ,

Obtains a chairperson for each -presenter's . -
programe . *

‘

Prepares a conference program.

Coordinates special social events with -~
{ Facilities Committee. .

‘Arranges for prlntlng of conference
program.

Arranges for presenters' room and board
through Facilities’Committee.‘

-

Coordinates special travel arrangements
for presenters.

Attends #o presenters' needs éLring
-conference. ¢ ' -

*° Arranges for conference needs (meeting

manager of conference facility,. ,

Maintains daily, master program during

‘conference. . ~

4 ,
Develops and sends thank you letters to

conference presenters.
Reviews, confergnce evajuation data.

De&elop% and distributes Conference ;"
Proceedings. .

Submits bills for payment to Finance
Committee. ‘

Brochure ard Application Conmittee

i

=

*

Submitg budget to Finance Committee '\\\
Develops conference brochure.
4

Develops. participant application form
after confirming with Participant
Selection Committee.

e —

ArXranges for printing of conference
brochures ‘and appllcatlon forms.

Obtains mailing labels from professional
organlzatlons and commercial malllng
list serv1ces. N

rooms, equipment, seating, etc.) ' with “ I



Mails conference brochures and appli-
cation foéorms.

Submits bills for payment to Finance ' R
Committee.

3. Participant Selection éommitteéj

*

*

*

-

»

Submits budget to Finance Committee.

Develops process and criteria, for
participant selection. T .

Develgps participant application form
with BrocVure and Application Committee.

Dévelops.process foriscreening and
Selecting conference participants.

Seleéfs, along'with Conference“Chair- . < ‘
person, conference participants. -

Assists Conference Chairperson develop

letters notifying applicants who have -
been selected and those who have not

been selected. y : )

SuBmits bills for payment to Finahce :
Committee. L . -

’

4. Registration Committee

" conference programLﬂgtC.) to participants.

Submits budge; to Finance Committee.,

Develops process for registering
conference participants. -

Receives all conference participajt
registration fees.

Forwards all registration fee checks to
Finance.Committee. )

Develops confe}ende~registfa£ion forms.'
Assembles conference registration.
materials “packet. - -

. )l, Ed ) ‘ )
Arranges, for registration area needs
(tables, chairs, etc.) during the confer- '
ence with the manager of the conference,

facility. c//
Prepares registration list of conference
participants.

Prepares necessary signs for registration
area.
)

Registers all conference participants. . o

Distribtites all conferencB® materials .
(registration materials packet, room
assignments, name tags, meal functions,




»

L Submlts bills for payment 'to Flnance .
Committee. T
7

Publicity Committee . i -

N

* Submits budget to Finance Committee.

* Assembles cbnference information frem

all committees. . : )
* Prepares ahd ‘sends initial confereme€ .
news releases. :

* Pfepares and sends conference news releases
periodically as conference time approaches.

~

* Develops plan ' for obtaining summaries of
conference presenters' programs. \

* Arranges for. publication of all selected
summaries of conference presenters' A - -

]

programs. - - . .
* Prepares.and ‘sends post'cqnference news - 7
1re1eases. :
* Submits bills for payment to‘%lnance
Committee. - .
~ a
Finance Commitfee - : L ‘

* Establishes a.process and procedure for
maintaining a sound fiscal accounting of
all conference monies. .

* Confers with the Qénference Chairperson
and Committee Chalrpersons regardlng \
their budgetary requ1rements. .

* Prepares preliminary budget.” o

* Presents prxeliminary conference budgetK

for approva bytgonference.ChalrpgrSOn- .
preliminary budget then becomes finalized
conference budget. . .

* Establlsheépconfeience checking account.

_* Obtains necessary fidelit¥ bondlng as
requlred. : v

* Establ;shes and malntalngyconference . y 0
accounting books. :

* Develops all' required forms and'vouohers.

* -Recelves all reglstratlon fee checks and
'dep051ts -them in account.

* Receives all committee bidls and dlsburses
"( payment checks.

*  Submits perlodlc financial statements to
" Conference Chairperson and Confereﬂce
Plannlng Committee. . .t




Vendors Committee *

Arranges for'periodic and final auditing
of conference financial records. '

Arranges For the closing of conference
accounts ‘and disposition of unused fuhds.

Sends f1naI report of conference
flnanC1aI status 'to Conference Chalrperson.

%*
%*

*

%*

%*

.

Submits budget to Finance Committee.

Arranges detalls (space, 1ocatlon, rental
fees, etc.,) for exhlblts w1th manager of |
conference facility.

Prepares a floor plan of exhibit area.
Establishds exhibit fee schedule.

Develops letter of agreement between
project and vendors. e

Develops letters for.soligiting vendors,

+ and fliers advertlsihgvconference.

%*

%*

Develops 1nformatlon sheet (number of ®
tables, utilities needed,.spec1al requests) .

»

Develops mailing 11st og potentlal

.- exhibitors,

%*

%*

%*

* . -Maintains ma

&

%*

%*

%*

%*

*

Mails letter's and fliers to vendors.

Solicits money support from vendors for
special conference functions. -

Assigns exhifit space.

ter exhibitor's ¥loor plan.

Prepares awd sehds letter of confirmation
(exhibit hours, table. number , etc.) to
participating vendors.

Forwards Vendors' fee checks to Finance
Committee.. .o,

.

Arrangés } vendor registration and
prénares re 1stratlon and mater1a1s
packet.

Coord1nates "set up" of exhlb}ts.

~

Ma1nta1ns close contacts with and attends
to tge needs of vendors throughout
conference. :

’
’

Slibmits bills for payment to Flnance
Committee.

-~

Fac111t1es Commlttee .

%*

%*

Submits budget to Finance Commlttee.

Develops criteria for selectlng conference
site based on total confereﬁce needs.,

“‘:18




s 4

Develops list of potq&flal conference.
sites.

Visits potential conference sites and
confers with managers. *

Submits conférence site recommendations
to Conference Planning Commlttee for
final selectlon. ) N

Confers with each Commlttee Chalrperson
regardlng speeific needs.

Negotiates contract w1;h manager of
conference site, subject to approval of
Conference Chalrpe;son.

-

Arranges for specific social events;
confers with Program Committee.

Liaison between conference committees
and cohference ‘facility manager; attends
to arrangements as requested by committees.

.Arranges for specific security requirements

(overnight surveillance of exhibit area,
participant reglstratlon badge check, etc.).

Arranges for posting of signs throughout
conference site. ;

Coordinates meeting room arrangements
with conference facilities manager.

. . . :
Coordinates special ttravel arrangements.
Selects menus for all meal functions.

Arranges for rentals or reservations of
requested equipment. 'y . :

Coordinates all overnight room assignments
with conference facilities manager.

Collects all materlals at end of conference.

‘

Submits bi?ls for payment to Finance
Committee. .

-~

Evaluation Committee

*

*

Submits budget to Finance Committee.

Confers with. .Conference Chairperson and
each Cémmittée Chairperson regardlng

specific evaluation items. v

Develops prellmlnary evaluation instruments
(over-all conference and each presenter's
program) for approval by Conference Planning
Commlttee.

Arranges for pxinting of evaluatlon
1nstruments. * ’

te



. . . : >

4 . ]

. ¢
. * Transfers evaluation data into statis-. .
tical format. . Al

* Presents conference evaluation data to
- Conference Planning Committee. ow

.* * Arranges for publication and distribﬁtion
. of conference evaluation data as dlrected
by Conferertce Planning Committee.

69// * Sypmits bills for payment to Flnance
., Committee. . . 4

-

‘Convene the Conference ‘Planning Meeting

The Conference Planning Committee attends to
'specific tasks during the conference planning
meeting. These. include:

1. Reviewing pﬁrpose of conference.

2. Identifying clientele. . .
3. Selecting caffference dates and.facilities.
4, Developing conference objeétives.

5. Conductinhg a needs assessment.

6. Formulating the conference program.

7. Setting committee assignments.

8. éstablishing a, time line. '

9. Wrapping up the session. ’ o
Inclusively, theseftasks'willyform the agenda
for the meeting: -

.

1. Review the;pﬁ}pose of the conference

-

From information and data provided by a

, variety of sources, the Planhing Committee

-~
.reaches consensus on the conference's

purpose. It will remain the guidiné theme
for selecting clientele, setting objectives,

and establishing the program. Examples
may be: ¢
. To provide a leadership conference that
. will offer experiences Fo meet the needs
of science supervisors 1in implementing
their changing JOb roles and responsibili- -
tiess -~ .

. To provide a 1qﬁdersh1p confexence that

will focus on tHe role of the science °

. supervisor in supervising programs for

students with special needs (gifted and
talented, handicapped, special education).

. RO T B




I'dent}&fying clientele ' g

Who-will benefit most from the stated purpose }
of the 1eader§hip conference? Braihstorm all \
the possible job tit;e(coﬁbinations; for i
examplé, supervisors K-12, supervisors 9-13,

_ supervisors,K-8, department chairs, generél

area supervisors, coordlnators, Consultants, i
prindibals, assistant superlntendentg. ' ",
directors of field centers, resource teachers,

teachers preparing for supervisor's'qertifica—

tion, etc. These posiﬁions can be representa-

tive of all levels of instruction from

kindergarten through college and from both

‘public and private institutib S. T i

Selecting conference dates an faciiity V ) ,

The conference dates should be selected with ‘ \

conflict with:*

. Lqcal sphool calendars, holldays or
prpfessional days?

. National, ¥fegional, state, county, and:
local c®nvpnfions or conferences?

. Schedules of Conference Planning Commlttee .
‘members?

A number of variables will affect the choice
of a conference facility. Four types of
facilities may be'considered: (a) ‘hotels and
motels, (b) conference and convention centers, -

(c) resorts and retreats, and (d) schools, | ‘ |
colleges, and community centerp Each has

advantages and .disadvantages. Variables to .

‘be aware of are: ' .

. .Cost.

. Site features-number and size of meeting
. rooms, recreation, accessibility...

. Type of 'setting.:

. Food services (on:site, catered, huffet,
or banquet style).

. Transportation to and from conference ,

.

10 <15 o

a number f concef?f in mind. Do they I
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workshop site (@Ublic/mass"transit or
car pooling poténtiak)

»7
_« Support serv1ces— copy serv1ces,sSeCre—
.tarial, and audio- V1sua1 equ1pment.
. . Length of conference. ’ .

.. Time of year[a -

-

. ; . Number . of participantsh‘
\r Initial'contacts(between the Facilities
Committee and conference facilities®' ‘manhagers
v should yield a list of\requirements which will ’
- . highlight ong ?Ype'of facility over another. *
. A Trade-offs relative to site selectiorf will
| invariably resnlt; .8 X
Consideration should pe given to each of the

four types of facitlities with a view toward

their‘advantages and disadvantages.
a. Hotels and Motels . o

¢ 'Advantages = . _ /
" Abundant and- everywhere, .

. e Staffed by people. experienced in
. y ' .mamaging grOUp events such as conferences.

. . « Usually have a combination of large
. and small NEetlng rooms.

. Have suitable equipment such as public
address ,systems, screens, chairs, i
.tables, podra,and prqQjectors.

) ) N Sufficient.SIeeping accommodations to
. , reduce hassles th logistical and

politicdl. N

v . In cities Close to
reStauraﬁts, renta
pools,; and other

. Accessible by caf, airport 11mou51ne,
. or pub11c=tran portation.

ntertainment,
firms, secretarial
pport services,

i

. Convenierit and efficient to Conference
Planning Committee because they offer
meeting, eat1ng and sleeplng facilities
under one roof. v

T ‘ . Disadvantages ca E S~
[] ‘Expel‘lSiVe ° " '

N : : . Privacy may be minimal due to potential
I . presence of other greups.

) . ) . Proximity to urban centers may provide
. . " too Much distraction.
o - "1u 16 ‘
ERIC .. . | :
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- S . May be too ‘formal and/qr, 1mperSOna1.

) , . While audlo—v1sua1 equipment may be
\ , o e " on hand, rental fees are expensive
~ ) and staff ‘to operate equlpment
v . ‘ minimal and/or expensive. _

b. Convention Centers: and Confefence Centers !

, . Advantageg . . s .

. - Facilities. env1ronment de51gned to- ‘ )
' 'enhance learming. -

. Facilities equipment and perSOnnel
are conference or1ented.

i

: ) o Vacat;oners and/or’ transient guests
’ ‘ ’ usually not (2 problem. v K

. Usually offer full access 'to recreational
y activitgss such as—swimming, golf, and
tennis. -

. Capable of accommodating- 1arge groups. -

. Edﬁlpment, recreation and food serv1¢es
provided on site.

-

. . Disadv&ntages
' ) . *Usually the most expensive facilities
' ~ , - for conferences, '
s
« ~+ Can be too formal for some klnds of
confekences. -
~. ) -
) . ®Presence of other groups can be
| distracting. ) .

. ’ [ . Recreational facilities can be dis-
» ' tracting if conference 1s strlctly
‘ ", ' ‘informational. - : . ' '

.. Entertainment rarely provided.

. . May -be 1nappropr1ate for smaller'
conferences. . A

’ - c. Resorts, Retreats, Lodges, Parks,and Camps

o ) ) Advantages .
" . Privacy, sec1u51on,,resp1te ‘from phone
. ‘calls, television, andBtraffic,
. . > partlcularly during "off. season".

- -

. - . Usually. situated in nétural areas.
. Encouragés partic1pants to get acquainted.
. . ) . :. ‘. Relax1ng. o~ "
e Encourages conference participants to
“ experience "non-informational" agendas
- - critical to many leadership development
conferences., S .

+
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Ra

- y : . B
« During "off season" can be lnexpensive,,
flexible, willing to make accommoda-

. tions. . , .

P

- . Can provide inducement for participants
to attend the conference.

N

Drsadvantages i ’ /

. Remote settings can be 8ifficult to
flnd ‘\ .

. Expen51ve to get to, and in northern -
clime may be unpredlctably accessible
'in winter. - :

.. Usually tog far from other facilities
to house overflow conference part1c1-
pants.

. If not designed for conferences, then
usually lacking are audio-visual equip-
ment, appropriate meeting rooms (size
and number), and sufficient number of

. single bedrooms.

. Most close at conclusion of the
bu31ness day; conference part1c1pants'
‘left to fend for theniselves. :

d. fSchoole,Colf%ges; and Community Centers

Advantages

."Most fac111t1es 1nexpens1ve to use.

. Some facilities designed specifically
- for learning and Wworkshops.

-

* "Equipment (audio-visuals, food,
facilitjes, recreation) usually
available at most.

Disadvantages

. Classroom énvironments sometime

“provide a verz uricomfortable workshop
setting. '

. Spartan,cdorhitbry stylle, and often
minimal numbers -of pevSonal rooms.

. Food service'limited; sometimes quality
questionable.

.

. Site staff frequently inexperienced.

Develop_ng conference obJectlves

ObJectlves relate dlrectly to the conference's
purpose. The overall theme sets the direction
for the Conference Plannlng Commlttee as it

reaches consensus on conference ob}ectlves.

S I I
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An example may be: ~
Purpose: To provide a leadership conference
that will offer experiences to meet the
needs of science supervisors in implementing
their changing job rolés. and responsibilities.
Objectives: This conference will enable
participants to improve their supervisory
skills by: - ’
Increasing leadership skills in selected
techniques and strategies of:

. Teacher evaluation. I)'

relationships.

Planning and evalyation.

Accommodating needs of special groups
of students.

Examining trends in science curriculum

relating. to:

Funding for curriculum development
and implementation.

Issues confronting curriculum developers.

Technology in curriculum implementation.

Science in a "back-to-basics" world.
Providing enriched social and professional
sharing experiences among:science leaders

from the northeastern United States.

.Conducting a needs assessment t

In order to' provide a worthwhile program for’
the conference participants and one related
to the conference's purpose and objectives,

a carefully planned needs assessment is in
order., Current, interest;ng and intellectually
stimulating topics can be obtained through a
survey of the membership or a poli of super-
visors in the area. The Conference Planning\
Committee also-brains£orms a list of topics
for con51derat10n. Some topics'may be as
follows: 7 ‘-'

. Teacher evaluation strategies.

19




e Stress and bﬁrnout.
. -Sclence for - the handicapped.

- - - Conductlng effect

ve meetlngs.

. Technlques,for increaking enrollments.

. Use of m1cro'computer

. Self’assessment.
.. Safety and liabild

. Relatlng research to the classroom.

!
. CoLe L. Developlng effective K-6 science programs.

. . . e plying management skills to sciencé
. ) ucatlon. .

. 'Teaching the bas1cs through the content
area of science. . R . 1
. Formats for staff development.,

6.~ Formulating conférence program . '

Referring to the list of possible conference

topics generated during the needs assessment, .
! . the Conferénce Planning Committee selects, in
’ ) priori(ﬁeorder, those topics which will form

the actual confgaence,prograﬁ. Whatever

P—T;? priority order selection process is used,

the Tonference Planning Committee makes the. Cor
'selectlons by keeplng in mind. that the f1na1 ' -
list of. topics must dlrectlz relate not only ) '
ko the conference s purpose and goals but

P also to the needs of the identified clientele. o
’ - v L )
Once consensus is reached on the topics for

/ . ) inclusich into the program, P1ann1ng Committee
meqbers generate a list of potential present-
ers for each topig¢. The names are later

presented to the Program.Committee. Tenta- ‘ .

tive program topics should be considered due
to the possible unavailability.of specific.

potential presenters.

~
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Setting committee assignments e

" As sfated under the section, Form the

Conference Planning Committee, this committee‘

- is composed of the Conference Chalrperson
and the Commlttee Chalrpersons. The Confer-{
' ence Chairperson reviews each of the ‘

‘ commlttee respon51b111t1es and empha51zes
the worklng relatlonshlp among them.

Each .committee chairperson rev1ews’the
commlttee s respon51b111t1es~and 1dent1f1es

+ people who will serve ontt¥at commlttee.

Time is provided fo; the commlttee cha1r—
perso to formulate plans and begin .

) worki on their responsibilities. Before
this Phitial planning meeting termlnates, a
few key respons1b111t1es should be flrmed
up. They include:

(/Tentatlve blocked-out da11y program.

o

. Tentative confegence budget. .
Criteria for brochure and application.
Criteria for selecting! partrc1pants.
Prellmlnary publlel V4 1nformat10n.

. L%st of potential yYendors to contact.

. List of potential facilitiea to contact.

3

8. Establishing a t‘pe line

. A reallstgc time line is establlshed that
v" provides a comprehensive view of the tasks
required, the persons responsible, and the
completion datelfor each. The Gantt Chart
is an excellent vehlcleiiar v1SuaL1y dis-
playlng this 1nformat10n. Two types of
o Gantt,Chartg should be constructed; one

containing critical tasks and deadlines kept

by the Confererice Chairperson and one

*containing key tasks and deadlines kept by .
f ]
.each Committee Chairpers®n. Appendix 1

shows)a sample Gantt Chart for the Conference




¥ ;

= . ) ) v
Chalrperson/éhd Appendlx 2 shows a sample ~
Gantt Qhart for thérProggam Commlttee '

. . Chalrperson. /
9. Wrapping @b the session W
Each Committee Chairpefipn reviews the work -
‘yx ' . completed on the assigned tasks -and presents
- " a completed Gantt Chart. The Conference
’ Chairperson aﬁdbtherCommittee Chairpersons
\ . ‘ listen to each presentation and note any ’ .
conflicts in tasks and deadlines. Adjust-
, ments are made accordingly. The Conference
- - i Planniﬂ6’Committee ad journs and begins
N 3 working on committee tasks.
| Im;oftance of Phase,I ) '

'»Phase I-of the conference planning model ‘iﬁ’the most
critical of all phases. A welilplanned/conference will
insure a eu cessful one for the planners, the presenters,

. and most on;}x for the participants.
| . > . . ’ B !

. . 1
~——""\ PHASE II‘- INTERIM CONFERENCE PLANNING - <
. //‘ During the Interim Gonference Planning‘Phase,
Commlttee Chairpersons will have establlshed their
commlttees .and begun to work at the1r assigned tasks.
, . The Conference Chalrperson is pusy checklng with each
. £ha1rperson on a reguldr basis. )
In addltlon to the many responsibilities that the
committees must attend to during this phase, the
Conference Planning Committee should fI;m\hp a
' number of key assignments. These shob\d include:
‘ A. Program Committee
1. Refine ‘the daily prodram schedule keeping in
- : -mind the following: ‘
. Allow sufficient time for each presentation.
Don't over schedule, - s
. Consider p0551b111t1es of pregen 'ng
session®s for example, single sessions for
all part1c1pants, concurrent sess1ons, or
( . repeat sessigns. S

223 | . » . :
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) . Block n mealr funetions, breaks, receptions, .
o exhibit Viewing time, and other évents..

. Consider ‘op&n-ended rap sessions and
follow-up sessions. -

-

. Conslder sessions to disfuss information
’presented in previous session(s).

T . Allow for free time, p0551b1y a mid-=
rvonference break for a whole afternoon
#nd/or evening.

. Avoid scheduling presentations late i;\ihe

evening.
t . . Allow for t1me to have part1c1pants :
"mingle and mix" -
s . Schedule recreafional activities.
. 2. Contact program“presentérs being sure to
p mention:
¢ . The event's sponsor, purpose, date(s),
and location. .
i ‘ . Background information about the organi-
i . Zation. ~ ’
4 .
- . The presenter's topic, date, and time of

presentation.
“ .. Audience profilé.
. Honorarium and/or expenses,
. Tra&el, room and board arrangementsS.
3. Confirm details with presenters including:
- . Confirmation of terms and conditions.
. Exact title of presentation. ’

.

. List of audio-visual equipment needed.

‘( ’ ~ ,. Biographical information. )
\\\ B. Brochure and Application

( l. /Develop a conference brochure which should .
. ‘include the following informations

. Front cover should include name of
sponsoring organization, names of job
titles (clientele) for whomconference

- 1s\planned dates, location,and organi-
zation logo. .

. . Purpose and objectives.

- . Exact times and dates from reglstratlon'
’ time to departure time.

) . Brief overview of type and caliber of
- program presenters.

l{fC S ' 18 23 -




. Listing of suggested program -topics.

. Registration details should include

number of participants being considered,

// ' specific job titles included-in clientele,

- . , acceptance.,

-
B

deadline for receiving tegistration ferm,
and deadline for notification of

Travel arrangements should be described;
such as, travel allowances (approximate
reimbursemént if known), consideration of

a sliding scale allowance for carpooling,
and description of alternate methods-of

-~

travel.

. «Credits: certificate of attendance (can
be submitted to local distrjct to
qualify for in- serv1ce credlt), college

or university. credits’

. Accommodation information should include
details about room and board arrange-
ments at conference facility.

. Name, address, and phone number of contact
person for dlrectlon of questions and

1nformat10n.

2. Develop a barticipant application form which
canh be either printed as part of the
conference, brochure or'inseiied in it. It

- should 1nc}ude°

positien,

. Participant 1nformat10n. name,
home/school address, and telephone

number. Yy

/// » Statements'which require narrative
information about the person's present

position and responsibilities, professional
background,and how he/she plans to use
the knowledge and skills acquired at the

' leadership conference.

. Slgnature of applicant and the date.

-~ . Name, address, and phone number of person

to whom appllcatipn form should be returned.

3. Obtain mailing labels from professional
organizations, including NSTA registry,

C. Participant Selection Committee

that is based on sp

1, Develop a participant selection process
> ag§ific objective criteria.

‘ ‘ 2. Select the cGmference partigﬁpants and
' “ present names to the Conference Chairperson

for approval and notification.

. .- . —

L
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) Conférence-Chalrperson T, o
/ Notify applicafits who have and have not
‘ been seleated. - N . .
v - : . Keép in constant contact with -each Commlttee
] .- Chairperson and ass1st as needed. .
B . /
’ E. egistration Commlttee« N
. -'l. Prepare and receive the conference SR
- reglstqatlon forms. Information should, :
. ’ . include: . K '
,...Part1c1pant’lnformatlon name, position,
Py - home/school address, and’ telephone number .
. Deadline fbg%returnlng form.
o pprox1matevround trip mileage (1f travel
~ «f. - allowance is%given). -
Itemized registration fee schedule (may
. include gggm and board, tuition, materials,
and activity fees). :
. . Special needs information: smoker or non-
smoker room ass1gnment spec1a1 diet
requlrements, etc. . . .
R L
& . Signature of applicant and the date.
. Name, address, and phone number of person
to whom registration form should be '
returned. ' .
> 2. Prepare and send packets of registration .
‘ . materials. Information should include: .
. Cover.letter with details. ‘.
. Directory of participants. ,
. Directo of conference staff (committee
chairpersodns and members).
. Preliminary donference daily %schedule.
) . Map tracing travel routes to the conference
! site.
. Details about the conference facility. j
- \ . Receipt for registration fees.
4 F. Publicity Committee
1. Prepare and send news releases to NSSA, NSTA,
‘regional, state, and local profess1onal
organlzatlonsy science education publica-
tions' edltors. . )
. 2. Prepare néws releases during and after ,

completion of conference.




.

G.

.. . o
‘ : . ’

— ~ v - 3

. Finance Committee . . ' :

--1." Prepare a working budgeé based on the
prelsminary regguests established at.the
Conference P1 ing Méeting. Included
should be accHunts for: ‘

Recelgts L0 . : S

S AT ~ .
‘'« Registration fees,* : -

\\q} X

s -Vendors' fees. X R

lsbursements . - . ,

“° « Honorariums. : . e
. *Travel allowances.,
~ . Room and board.

. Coffee breaks. ’ , 4

. Receptions. . , e
¢ Pri p@ghg ‘and dupllqatlng. L N

. Postage and: malllng :g
. 'Secretar1a1/c1er1c&1§
. Telephdne.

. Mailing labels.

. entals (a.v. equ1pment, etc.). g
. Staff stlpends.

1
. Miscellaneous. .

Q."Dévelop an approved accounting system for
receiving and disbursing funds.

o ®
.

4
Vendors Committee

7 .
1. Contact vendors being sure to mention: ¢

+ The event's sponsor; purpose, objectives,
datesy and location. .

+ Number and demographic information about -~
the clientele to be served by the conference.

. -‘Reason for exhletlng and types of exhlblta\“
. Exhibit fee schedule. :

. Details about exhibit area.at the confer-
ende facility; such as, available space,
exhibit area in relation to conference
area, special needs (utilities), and
security arrangements.

. Tentative conference program; meeting .
time, break time, free time, and exhibit
tlme . )

- A . ‘
. Name, address, and¢<phone number of
conference contact person.

21 |
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Z. Confirm details with vendors including:
ef’ . ‘Confirmation. of terms and conditions.
; S

4 . Receipt of vendors' fees and signed
] agreement . .

. Space assignment and location.
. 'Details for setting up and dismantling
exhibit.
: ‘ 3. Prepare and send packet of registration
+ materials.
I.  Facilities Commlttee

!

1. Negotlate a contract with the facility's '
" manager ..

2. Confer with th® Conference Chairperson,
~ Program Committee, and Vendors Committee
to finalize room assignments and special
- needs requests (utilities, seatlng arrange-
r ments, audio-visual equlpment needs, etc.).

3. Coordinate room a551gnments with the

P -facility's manager. - .

J. Evaluation Committee

1. Prepare the e‘aluatlon instruments. !%hese
..may ;nclude one for evaluating each conference
session and one ‘for the overall Zonference.
Refer to the Appendix for sample evaluation
" instruments: Session Evaluation (Appendix 3)
and Conference Evaluation (Appendix 4).

Importance of Phase II

All the cgntacts, selectlons and organlzatlonal ground . -
work tasks are attended to by all the committees duri ‘ ‘
Phase II,: Flex1b111ty will be required by all as . -

adJustmgnts and?modlflcatlans will no doubted}y be made .

" throughout -this per1od.

e ’ - .

\

.
8

PHASE III - CONFERENCE _
= - : .
Thegnfer;ence phase represents the culmination of the

‘Conf@Pence Planning Committee's efforts. Committees

g work together to insure a smoothly run, efficiently
" working 1eadersh1p coriference throughout this period,

v

A qulck reference to each Conference P1 ning Committee

-

member ' s responsibilities will prov1de the leadership
conference plahner with a review of some of the tasks,

- »
-~ . \ . “
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which must be attended to during the Conference, Phase.

The bulk of the work is shouldered by the Program,

Registratign, Vendors, and Facilities Committees.

Time should be scheduled tﬁroughopt the Conference Phase
for the Conference Chairperson and Committee Chairpersons

to meet and review the day's activities. A review can

. alse be accomplished on a continuous basis by the

Conference Chairperson with each Committee Chairperson

as the need dictates. However, a committee meeéting at

the end of the day can provide a quick, comprehensive ° -
evaluatlon. Modifications and rev1s1ons.can be suggesteq

and planned for the next day'ss program.

Leadership conference planners should consider the
appointment oﬁka fonference ombudsman. This‘berson can
either be selected by-the participants or appdinted g
by the Conference Chairperson to act as a mediator .
between £he participants and the Conference Planning

\§:Tifttee.\ ponference participants can approach this

rson and discuss their concerns and needs relating to

a variety.of areas, i.e., add an additional rap session,

ﬁreak early on~a given day for a recreation time,
provide a special early morning program for bird wqéchers,
adjust the air conditioning in a particular meeting .
room, etc. The omqusmah relays this information to the
Conference Chairperson and Planning Committee for considera-
tion and action. Experience has proven that a conference
onmbudsman is an invaluable asset to a sucEessfuI- N

leadership conference. .

Importance of Phase III

]

As the leadership confereﬁte proceeds on its own 1nert1a
durlng Phase III, the pace becomes hectic and one of,
organized prec1s1on. Commlttee members work together to
insure a successful leadership conference. Patience aﬁd
‘flexibility are needed by all in order to adjust to the
many unforseen and planned events that arise during  this

period.,




PHASE IV - POST CONFERENCE ) ')

Review and assessment should” be the focus of the

i, Conference -Planning €Committee during this final phase

- . of the, conference planning model.

/

~0f critical importance 35 a survey of the tabulated
»

L4 \

~ .

session and conferénce evaluation data presented by the

*gummary.( Copies of the proceedings can be made available |,
to all conferees: committee members, participants, and
bresenterse The document Could even be made available
(for a small fee) to other science §upervisors-through

advertising and distributing by the'pargnt organization.

Finally, the Conference Chairp should prepare a . .
simmary report of the leadersgzgzgsgference to the

sponsoring organization.

Importance of Phase IV

This pﬁase is just asfimpo;tant as those that preceded it.
A general accounting of the effectiveness of the conference
and its future implications to the sponsoring organization
arg critical. The evaluation of the data and the
\?issemination of the information can provide a negdéd
professional service to the organization's membership.
Future goals and types of services can be planned with a

greater‘degree of accuracy. -

CONCLUSION -

Leadership conferénces for science suge:viébrs can provide
a. greatly needed service. The National Science Supervisors
Associatipn and its affiliate state supervisory organiza-
tions encourage their members to Become actively.involved ,
in the sponsorship and the implementing of similar

conferences. The Conference Model, hopefully, Qill

‘ provide future conference planners with a practical

guide. for achieving that goal. -

-
[}
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l v . . ADI')ITIONAI}*‘L ‘R‘ESQURCES

A Conference and Workshop,Plaanrs Manual by Lois B. Hart
v * ¢ and
) J. Gordon Schleicher

" Available form: AMACOM
American Management Associations

135 West 50th Street

' New York, New York 10020 v
This manual presehts 4" systems approach to the g
complete planning of conferences and workshops.
» “m
. Conference Planning, edited by W. i'hrner Burke A

II . and
: Richard Beckhard

l Available 'from: University Associates

‘ 1§96 Eads Avenue

‘ La Jolla, California 92037
' ' This book is a collection of articles that presents )
) ) an overview of the bas1c pr1nc1pLes of conference
plannlng Sy . .

Convention Liaigson Manual, edited by Virginia M. Luft

Available from: Amerlcan Society of Assoc1atlon
Executlves
. . 1101 16th Street, N.W.
’ y . . Washlngton, ‘D.C. ~ 20Q36
' This publlcatlon is written for organizations,

C———— convention bureaus, and hotels that host conventions.
It is essentially a packet §f checklists covering the
arrapging details. . . .

Plannlng, Conductlng; and Evaluating Workshops by

L " Larry Nolan Davis,
and
- Barl Mc Callon

l . Available from..Learnlng Concepts 1974

4

N . 2501 N. Lamar
;\\ . Austin , Texas 78705 _
. . or . .
\ University Assocfates . .
‘ .21596 Eads Avenue
‘ . " La Jolla,California 92037 )
) Spec1f1ca11y addressed to workshop planners, this
reference draws heav1ly from learning theory in its
+ - approach to achieving desired behavioral outcomes.
Good sections on“learning methods, instructional

aids, and group dynamics.

25

- s
Q . . . ‘.iu




. ’
» - -
. . . N

» N P

Conference éhairperson. . Sample Gantt, Chart ' v
) ’\ ‘ i I ' . )
) ' Jan. |Feb. [March _| Apri1l May June July August
. WHAT WHO wﬂ — '
. L ‘ ] BB
§ |Obtain mailing labels .| Bob . //n
et . M .
8'4“-,’ Prepare layout Don 2/5- ‘
3 U — .
: '§ - Printing Jack (3],
o8 * -
m < Ma/iling Jack 3/,,« . ) » . B B
o - ” {
O @ |select and notify Bob ;/l :
Do — : ;
v w [Mail ‘registration (4
0 -d Imaterials Bob /'-I .
U 0 |Prepare registration . Yy
W & |forms . Don | ‘22
-~ -
Preliminary program Don 5/1 “
Obtain speakers | Don 6/30 - _ \ ,
E Speakers' letters- 6/
@ |confirm - .| Don /30 |
; y P v BN
?: Speakers' information Don 6/30 ] 4
% IFinal arrangements- . 16 :
[speakers Don /30
- Print program , Don 7/,5 * /
. " |[Develop instruments ! Al 6/, " ~ .
; e aven © | ar [l ‘ -~ .
§ |Summarize dgta Al 28
m ' R - 8/ ’
: Planning Committee report| Al 30 R
i |Releases.to NSSA * 11 b - ‘ y
Jé puhl?cat10n§ B Peg . //{ . . 34
3 |Releases to NSTA ,/ R ' ’
" B o/publications Peg |/1§

1
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Program Committee Chairpersons

Sample Gaptt Chart

b

2 { . pu
L ‘ J.|F.jM.|A.|M.] June July August |Sept.] Oct.|Nov. |Dec.
WHAT 1 WHO |WHER Vo ali
.|Block out conference ° : .| 97
schedule All /l
Submit budget Don ,/,5 — /
Obtain speakers A1l 6/30. — i .
Send confirmation letters | Don 6/30 {
Request , speakers'
in ormatiog . All ‘/30
Develop preliminary . Iy ’ -t
program All /I 2a
Information to, £/ .
Publicity Committee Ev 30 ) .
Print final program  *| Don Ys \
FFinal arrangements- ! y
speakers N y Don ‘/30
Travel arrangements- 7/
speakers Bud 30 .
honoraria payments Don 8/[5
: . |8,
heV1ew evaluation data All /30 J
Submit bills to ' . ' ) p
Finance Committee Don 8/30 b o
Prepare . o n .
Conference Préceedings a¥l /’5 ] J
Print . ' “ n
Conference Proceedings Don 0 b -
Didtribute ‘Proceedings Don '7‘,5 .
!
T ) / s
( -
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Sampie Session Evaluation

LY

//ﬁiractions:

1.
22
RN |

[ 4
3.

/
4.

\\\ ) .
S.
6.
ERIC

N

'Pleagp

Session Title:

session chairperson.

complete the following and hand to the
Thank you for your valuable
contribution to this session's evaluation.

Read each statement carefully and circle the number that
is best descriptive of your reaction to the statement.

Key:

'f.
.

Strongly Disagree (SD)

Feelings (NSF)

1.

2. Disagree (D)
3. _No Strong
4, Agree (A)

5.

Strongly Agree (SA)

The title represented the content
of the session.
The topic was of practical value.
The presentation was weld

organized.

‘integrated.
The program
maintained.
The session
Participant
answered.

‘The use of media was well

schedule was

L

Bvaluation of presentation

a.
b,

C.

d.

€.

f.
g.

The presenter
The ppesenter
delivery.
The presenter
questions.

- The presenter
The audio visuals used pertained

to the topic.

The graphics used were adequate.

was well prepared.

utilized a good
provided for

was stimulating.

The media used stimulated

discussion.

/

L3

This session increased my interest
in- this area. .

+
F 7

offeréd new material.
questions were well

This session was a rewerding experience.’

Your written

comments on the back of t

’

APPENDIX 3
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3.
*

his

SD

=

N Sy

=t

1
1 -

form are welcomed.

D NSF A SA

NN

2 3 4 5
2 3 4 5
2 '3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 .3 4 5

2 3 4 5

2 3 4 5

\

’
-
.
)
«
°
’
-
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Sample Conference Evaluation

DiPections: Please complete the following and return to the
Project Director.at the conclusion’of the /
conference. Read each statement carefully and )
circle the number that is best descriptive of
yowr reaction to that statement. Your written
comments are also welcomed. . )

Key: 1. Strongly Disagree (§b)
2. Disagree (D) ) W
3. No Stromg Feelings (NSF) N
4, Agree (A)
5. Strongly Agree (SA)
‘ Program Sessions
_ _ ) SD D NSF A SA
1. The orientation session was helpful. 1 2 _3 4 -5
2. The sequence of the sessions was .
chosen wisely. l 2 3 4 5
3. The pairing of concurrent sessions’
was effective. 1 2 3 4 5
4 The length of the sessions‘was
~ adequate. « 1 2 3 4 5
5. The degree of participant interaction - .
was about right. . 1 2 3 4 5
6. The topics of the conférence sessions
were valuable. ‘1 2 3 4 5
7. There were sufficient handout :
materials at the sessions. 1 2 3 4 5
8. The sessions offered me some ’
practical ideas I can use in my
everyday work. t 1 2 3.4 5

"\ \ -

~

Overall Conference and Site

9., The Family-Conference format influenced

my decisdon to make application to )

attend the conference. . 1 2 3 4 5
10. My interest in science education and '

science supervision, in general, has £

been stimulated by this conference. 1 2 3 .4 5
11. My overall feeling about the
N conference was good. .1 2 3 4 5
12. The conference facilities were ’
adequate.’ , 1 2 3 4 5
13. The lodging was/satisfactory. -1 2 3 4 5
14. The meals were Satisfactory.. 1 2 3 4 5
15. The conference location was good. 1 "2 3 4 5
16 . Registration for the conference was .
easy. . ) 1 2 -3 4 5/
17. The. activity fee was reasonable. 1 2 3 4 5.
1 2 3 4 5

18., Sufficient free time was availlable.
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* . SD D NSF A SA
- 19, My time in coming to the conference

was well invested.” 1 2 3 4 S
20. Pre-conference materials re adequate. 1 2 3 4 5

21, The social functions enhapced the
conference. 1 2 3 4 5
22. The PEEC staff was friendly and -
cogQperative, Lo o 1 2 3 4 5

.\ - . A ]
; ~— b
\ Exhibits

23. Thé# exhibits were relevant to the

conference. ' 1 2 3 .4 -5
24, The exhibits provided useful ;
‘information. C— 1 2 3 4 5
25, 'The "give-away" materials were helpful. 1 2 3 4 5
’ General Cémments
N Please state your general reaction to the following:

A. General remction to the conference:

§ e e e o o e

\

B. List three presentations that were host helpful.
.. A~ .
2.
3. .

C. List three presentations that were least helpful.
1.
2. . ' /
3.

D. Suggestions for future conferences.
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