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AVETRA Conference Manual
Introduction

AVETRA is an association of researchers specialising in Vocational Education.  AVETRA is an incorporated association with an elected national Executive and paying members. 
AVETRA currently contracts the Australian Professional Centre (APC) to both provide support for the annual Conference through the services of Conference Action (CA), and support in managing the general business of AVETRA (Secretariat). 
Currently Aurelie Favennec is the manager for the conference (Conference Action – APC))
The secretariat for daily AVETRA business is run by Doug Wiles  (Secretariat – APC) 
The annual AVETRA Conference is normally managed by an Organising Committee (OC) formed in the host state or territory. This OC has a planning responsibility and works with Conference Action in developing and managing the conference.  However, overall responsibility for the Conference resides with the AVETRA Executive. The organising committee should ensure that all key decisions about the conference are endorsed by the AVETRA executive. 

This Conference Manual records the preferred conference management policies and practices. By defining processes parties should avoid duplication of planning and confusion in progress.  The Manual however does offer some flexibility of approach to allow each conference Organising Committee to plan their state/territory events and, if necessary, negotiate approaches in conjunction with the AVETRA Executive.  

This manual is supported by templates and information from past conferences so that incoming committees benefit from the endeavours of past Organising Committees. 

Given the annual conference is held in different states and there is a quick turnover of management, AVETRA believes in having a document to support the Executive, Conference Action and  the dedicated volunteers who agree to manage each conference – the Organising Committee.

Contents

1Introduction

1. Purpose
6
1.1
Who should use this Conference Manual?
6
1.2
How to use this Manual
6
1.3 
Updating the Conference Manual
7
1.4
What happens when?
8
2.  About AVETRA Conferences
9
2.1 
Who and what is AVETRA?
9
2.2 
Why have a Conference?
10
2.3
Past Conferences – dates, locations, themes
11
2.4 
Key partners working with AVETRA
13
3.  Delegates and Past Programs
13
3.1 
Delegates
13
3.2 
Programs
13
4. Timelines and Key Actions
13
5. Policies and Procedures
13
5.1
Contracts
13
5.2 
Keynote speakers
13
5.3
Communication
14
5.4
Delegates not paying registration/discounts
14
5.5 
Authorising payments – protocols
14
5.6 
Use of Company Logos
14
5.7 
Choosing a conference Convener, Committee, location and time
14
5.8 
Insurance
15
5.9 
Traders
15
6.  Roles and Responsibilities
15
6.1
Organising Committees
15
6.2
Relationships between the Organising Committee and the AVETRA Executive
16
6.3
The AVETRA Executive
16
6.4
Conference Action
16
6.5 
At the conference
17
7. Organising the Program
18
7.1 
Program template
18
7.2
Invitation to Keynote Speakers and other VIPs
19
7.3 
Call for papers
20
7.4 
Linking or not linking to a theme
20
7.5 
Mentoring presenters
20
7.6
Program document design
20
7.7
Room allocations
21
8  Procedures for Peer Reviewed Research Papers
21
8.1 
The process – an overview
21
8.2 
Calls for Expression of Interest
22
8.3 
Conference paper guidelines
22
8.4 
Criteria for choosing papers
22
8.5
Reviewers
23
8.6 
Copyright and ISBN issues
23
8.7
Once selection has been made
23
9 Celebrating success – Awards
24
9.1
Berwyn Clayton Award for Distinguished Service to AVETRA
24
9.2
Ray Barker Award for Distinguished Service to VET Research
24
9.3
Best Paper of the Conference Award and Best Paper of New Researcher at the Conference Award sponsored by NCVER
25
9.5
Logo competition
26
10.  Website Issues
26
10.1 
Online registration set up
26
10.2 
AVETRA information prior to the Conference
26
11. Budgets
27
11.1 2009 - 2010
27
11.2 2008
27
12. Marketing
27
12.1 
Avenues and contact details
27
12.2 
Media releases and promotional flyers
27
13. Venue
27
13.1 
Location, maps and plans
27
13.2 
Audio-visual
27
13.3 
Signage
28
14. Social Events
28
14.1 
Conference Dinner
28
14.2
Welcome Reception
28
15. Sponsors and Traders
28
16. Conference Evaluation
30
16.1 
Evaluation forms
30
16.2
Previous Conference Evaluation Reports
30
17. Information subsequent to the conference
30
17.1 
Certificate of attendance
30
17.2  
Thank you letters
30
17.3 
Delegate list
30
17.4
The AGM
31
18. Confidentiality
31
19. Future themes
31
20. Key contacts
32
Appendix 1: Process for managing refereed papers
33
Other Appendices and Templates
34


AVETRA Conference Manual
1. Purpose 

1.1
Who should use this Conference Manual?

This manual is designed to assist:

· The AVETRA Executive

· The Organising Committee

· Conference Action
· Volunteers with specific roles at the AVETRA Conference

The Executive has ultimate responsibility for AVETRA events. The Organising Committee plans the Conference. Conference Action manages the logistics and communication aspects of the conference.

The Organising Committee should actively work as a team. Some members may be leaders and other novices; however, all should have scope for contributions.

1.2
How to use this Manual   

This Manual aims to distil what people do implicitly when planning and running the conference. It is a User’s Guide rather than an inflexible ‘black letter law’ document.

The Manual should assist all parties to ensure a minimum standard for the conference and work consistently rather than duplicate actions resulting in inconsistent outcomes. Protocols are suggested.

The Conference Manual aims to be concise with a number of supporting templates and documents included as hyperlinks from this main electronic text, or used as appendices if the document are printed in hard copy. 
The hyperlinks in this document should activiate, so long as this main text and the associated hyperlink documents are retained in the same folder and are copied onto on your desktop. Either double click (Mac) or control click (PC) on the hyperlinks to activate them.

However if the hyperlinks do not activiate – please follow the following instructions.

· Save the ‘Conference Manual’ and the supporting documents onto your computer  desktop in a folder titled ‘AVETRA Conference Manual’.

· Open the Conference Manual and if a link to a document appears in the text:

· For PC Users: right click this, select ‘hyperlink’ and then select the file path (the drive and areas where the attachments were saved).  
The documents have been labelled with the same code as in the Conference Manual. For example if the Conference Document has ‘timelines’ in blue and underlined, and this is in section 1.4 of the Conference Manual, the user will right click the term ‘timelines’, choose hyperlink and then provide information on where the document ‘1.4timelines’ has been stored.
· For Mac Users:

Control + click on coloured Hyperlink. 

From drop down select HYPERLINK – and then EDIT HYPERLINK

Click on DOCUMENT in the centre of the box and then click on SELECT. Locate the document and then press OK.

The hyperlink is now set.

Now just double click on the text to reveal the document when needed.

The hyperlink will change colour to indicate that the connection has been made.

Users who do not want to use an electronic version of the manual with the hyperlinks can print a hard copy of the Conference Manual and supporting documents.   

1.3 
Updating the Conference Manual

Annually when the conference is reviewed, the text and supporting documents can be changed to improve them, and new documents can be added using the same coding convention for the hyperlinks. Note that if the attachments are changed at any time by new documents being added, or by the titles and locations being changed, there will be a need to reset the hyperlinks in the text.
Supporting Documents:

As a new conference is planned, any supporting documents should be sent by the Organising Committee to Conference Action for filing. Conference Action has responsibility of ensuring the supporting documents used in any one year are stored in a separate file so that they can be used for updating hyperlinks in the Conference Manual subsequent to the conference.     
The Conference Manual:

The Executive has the responsibility of organising any changes to the Conference Manual (other than the supporting documents). Earlier versions of the Conference Manual should be archived and version control maintained in the footer of the Conference Manual.  
The Conference Evaluation Report and comments from Executive and Organising Committee members should be used to update the Conference Manual and supporting templates/documents.  The entire Evaluation Report should also be filed as a supporting document.

1.4
What happens when?


OC = Organising Committee    AEx = AVETRA Executive   CA = Conference Action 

	March - year before Conference

	Conference bids - conference convener and location endorsed
	
	
	AEx

	Convener liaises with Conference Action to agree timetable
	CA
	OC
	

	Conference location announced at the prior annual AVETRA conference
	
	OC
	

	May  - year before Conference

	Conference committee formed – Theme and logo designed – Executive endorses
	
	OC
	AEx

	Venue Booking and Contract Signed - Executive endorses
	CA
	OC
	AEx

	Accommodation Booking - Executive endorses
	CA
	
	AEx

	August - year before Conference

	Keynote speakers booked
	CA
	OC
	

	Call for abstracts prepared
	CA
	
	

	Call for abstracts distributed/on website
	CA
	
	

	Sponsorship Pack Released/on website
	CA
	
	

	First Announcement Flyer distributed/on website – Supplied to OctoberVET conveners
	CA
	OC
	

	September year before Conference

	Keynote speakers and potential sponsors briefed
	CA
	OC
	

	Budget/Budget Approval – Executive endorses
	CA
	OC
	AEx

	October year before Conference

	Sponsor follow up – secure sponsors
	CA
	OC
	

	Programme concept/draft 
	CA
	OC
	AEx

	November year before Conference

	Submission of abstracts (20 Nov)
	CA
	
	

	Registration Document distributed/on website and Registrations open
	CA
	
	

	December year before Conference
	
	
	

	Notification of Abstracts Acceptation/Rejection
	CA
	OC
	

	January year of Conference

	Programme for conference to be finalised
	
	OC
	

	Speaker confirmation letters sent out
	CA
	
	

	Source AV suppliers
	CA
	
	

	Sponsors & exhibitors follow up
	CA
	
	

	Management of Accommodation Contracts
	CA
	
	AEx

	Submission of refereed papers (30 Jan)
	CA
	
	


	February year of Conference

	Source satchels
	CA
	
	

	Source speakers gifts
	
	OC
	

	Management of Accommodation Contracts
	CA
	
	

	Selection of session chairs
	
	OC
	

	Confirmation letter to session chairs
	CA
	
	

	Deadline for submission of non refereed papers (19 Feb)
	CA
	
	

	March year of Conference

	Early-bird registration ends
	CA
	
	

	Confirm speaker AV requirements
	CA
	
	

	Source dinner entertainment (if any)
	CA
	
	

	Management of accommodation contracts
	CA
	
	

	Source name badges
	CA
	
	

	Sponsors & exhibitors follow up
	CA
	
	

	Draft final programme book
	CA
	OC
	AEx

	Select menus/banqueting
	CA
	OC
	

	Programme book to print/on website (13 March)
	CA
	
	

	Organise satchels packing
	CA
	
	

	Finalise name badges and function tickets
	CA
	
	

	Deadline for submission of power point presentations (27 March)
	AV Suppliers
	

	April year of Conference

	Finalise catering numbers
	CA
	
	

	Final confirmation to speakers & chairs – Running order presenters and dinner
	CA
	
	AEx

	Final confirmation to sponsors & exhibitors
	CA
	
	

	Final confirmation to delegates
	CA
	
	

	Event & on-site management
	CA
	OC
	

	
	
	
	


Alternative timelines from previous conferences reflect past operating priorities.
2.  About AVETRA Conferences 

2.1 
Who and what is AVETRA?  

The stated principle behind AVETRA is that:

[it] shall be independent and its functions shall be to facilitate action, consultation and the exchange of information in the field of vocational education and training research. [AVETRA Constitution]

AVETRA has spent a great deal of time advocating for the status, quality and use of VET research undertaken by its members – indeed, AVETRA was established on the basis of concern over these issues and this was written into its Constitution from day one http://avetra.org.au/wp-content/uploads/2010/04/New-AVETRA-constitution-2010_4-2.pdf . While members focus on their research in key topics, the Association itself maintains ongoing comment about the role of research in decision-making and represents the interests of its researchers.

AVETRA members are individual researchers who work in a range of environments - academics, professionals, practitioners and consultants - and who spend some or all of their time exploring aspects of vocational education and training from a variety of perspectives. Several members of AVETRA are active in researching adult, community and further education in addition to the vocational, though this is not explicitly part of the remit of the Association.  AVETRA has also maintained a number of members who are the end users of the research, such as policy-makers and VET administrators.

A key feature of AVETRA is that it relies heavily on the willingness and availability of researchers to voluntarily contribute to its ongoing business and direction through participation on the executive. The nature of a necessarily finite professional association with clear boundaries on its work is that it will never have a high income. To this end, AVETRA has prospered thanks to the commitment of people involved under some quite challenging financial and political circumstances over the past ten years.

AVETRA brought together a diversity of researchers from universities and TAFE institutes as well as a handful of independent consultants. Academic researchers needed to compete for the limited amount of funds available and face the pressures of having to maintain a certain level of research output to sustain their status as active researchers. For TAFE-based researchers it was critical to evaluate the key tenets of their practice in vocational education and training, and improve it to serve the needs of teachers, students, employers and industry. Therefore, raising the status and funding for VET specific research was imperative across the board.

AVETRA provides the option for both refereed and non-refereed papers in an effort to balance the expectations of university and VET-based researchers. Overviews, abstracts and papers are available from the AVETRA website:
 http://www.avetra.org.au/publications/archives.shtml.  
All papers presented at AVETRA since 1998 have also been indexed on VOCED, the NCVER/UNESCO database on technical and vocational education and training: http://www.voced.edu.au.

(The history and achievements of the Australian Vocational Education and Training Research Association (AVETRA) 1997-2007. Cydde Miller. Report funded by a Dr Ray Barker Fellowship April 2008)
AVETRA publishes an international journal The International Journal of Training Research and provides support to new researchers through the AVETRA Mentoring Network: Building New VET Researchers, and VET Research Capability. 

In October each year AVETRA holds a series of local regional events under the title of OctoberVET. These events provide the ideal opportunity to advertise the conference and call for abstracts.

2.2 
Why have a Conference?

AVETRA has now held successful annual conferences since 1998, with 150-200 people attending, mainly from Australia but also from overseas. There is usually a strong New Zealand contingent.  Participants are VET practitioners, VET policy personnel, private VET researchers and VET academics.  Conferences are held during March or April. A list of the previous conferences can be found in the history of AVETRA at www.avetra.org.au.   Pre-conference workshops, which normally focus on research method or other issues to do with researchers or researching (rather than presentation of research findings) are sometimes held, and attract additional charges for delegates. 

The conference is AVETRA’s major, although not only, annual activity and is very important for three purposes:

1. To maintain and enhance the reputation of AVETRA both nationally and internationally

2. To provide a profit to assist in the running of the organisation for the ensuing year

3. To build and sustain membership, particularly in the State/Territory in which the conference is held.

Sometimes conferences are held at the premises of institutions although by using hotels this creates less work for the organising committee and does not require participants to travel from accommodation to the venue.   Sometimes the welcome reception and pre-conference workshops are held at a different location. For many years AVETRA has used a Conference Action to organise the conference. 

Every year the AVETRA AGM is held during the conference, and a 30-45 minute slot needs to be included within the program for this event.   (Extract from a report prepared by Erica Smith, Past President AVETRA)

For more information on the history of the Annual Conferences note the Cydde Miller report on the AVETRA website www.avetra.org.au. The following contentious issue was documented in the report and may influence future decision-making regarding the format of the Conference.    

Most conferences have had a specific schedule of professional development workshops attached to the main program, and offering practical advice on research methods, data analysis, report writing and implementation of research findings. Most often these workshops were held the day before the main conference. This was sometimes criticised as the up-coming researchers and VET practitioners most in need of the professional development opportunities were the least likely to attend due to cost and time limitations.

2.3
Past Conferences – dates, locations, themes
Due to the diverse nature of the AVETRA membership it is important that each conference has a theme and key speakers that can attract the diversity of the association membership. This means assuring that important local VET issues are explored for the many reflective practitioners, while also introducing international academic speakers that can attract University based VET researchers. 
The organising committee should also consider involving representatives of Federal or State institutions who are implementing policy changes that will impact on the sector. There is also the need to accommodate issues that include both the TAFE and private RTO sectors, as well as workplace learning issues that might attract facilitators and managers of training from industry.

Note the trend is to hold the Conference at the end of Easter week and in coastal cities so that consideration is given to the costs and convenience of getting to the venue.

	Conference
	Date Of Conference
	Place/Venue
	Theme

	1998
	20/21 February 
	UTS, Sydney NSW
	VET Research: Influencing Policy and Practice

	1999 AVETRA Conference
	11-12 February 1999
	Storey Hall, RMIT, Melbourne, Victoria
	Quality and diversity in VET research

	2000 AVETRA Conference
	23-24 March 2000
	Rydges, London Circuit, Canberra
	Future Research, Research Futures

	2001 AVETRA Conference
	28-30 March 2001
	Hilton Adelaide, Victoria Square, Adelaide,SA 
	Research to Reality: Putting VET Research to Work

	2002 AVETRA Conference
	March 2002  
	Melbourne
	 

	2003 AVETRA Conference
	April 9 – 11, 2003
	Australian Tech Park Conference Centre, NSW
	The Changing Face of VET

	2004 AVETRA Conference
	17 – 19 March 2004
	Rydges Eagle Hawk Resort, Canberra
	The Heart of the Matter

	2005 AVETRA Conference
	13 - 15 April 2005
	Sofitel Brisbane Hotel
	Emerging Futures - Recent, Responsive and Relevant Research

	2006 AVETRA Conference
	19-21 April 2006
	University of Wollongong
	Global VET:  Challenges at the Global, National and Local Levels

	2007 AVETRA Conference
	April 2007
	Victoria University, Melbourne
	 

	2008 AVETRA Conference
	03 - 04 April 2008
	Adelaide Holiday Inn, Adelaide, South Australia
	VET in Context

	2009 AVETRA Conference
	15-17 April 2009
	Crowne Plaza Coogee Beach, Sydney, NSW
	Aligning Participants, Policy and Pedagogy:

	
	
	
	Traction and Tensions in VET Research

	2010 AVETRA Conference
	8-9 April 2010
	Holiday Inn, Surfers Paradise QLD
	VET Research: leading and Responding in Turbulent Times

	2011 AVETRA Conference
	27-29 April 2011
	Rendezvous, Flinders St, Melbourne
	Reflecting back; projecting forwards


2.4 
Key partners working with AVETRA 

AVETRA has had a close association with the National Centre for Vocational Education Research (NCVER) and includes a member of this body on the Organising Committee if the Conference is held in South Australia.   

AVETRA also works closely with public and private Registered Training Organisations (RTOs) and Universities. In the past AVETRA has worked with TAFE NSW and TAFE Queensland as well as CIT in the ACT.
Other organisations include:

· Australian Association for Research in Education (AARE)

· Women in Vocational Education (WAVE)

3.  Delegates and Past Programs
3.1 
Delegates

· 2010
3.2 
Programs

· 2010
4. Timelines and Key Actions
Currently the timeline table located in Section 1.4 of this Manual specifies the current agreed timetable of actions and their order in preparation for an AVETRA national conference for the Convener and the Organising Committee.
Alternative Critical Path document lists actions taken for previous AVETRA Conferences. 
5. Policies and Procedures
5.1
Contracts


All contracts should be signed by the President of the Executive, or nominee. The only exception is conference contracts for venue and food and beverage that may be signed by the Chair of the Organising Committee.  Contracts are based on quotes organised by Conference Action.     

5.2 
Keynote speakers

The preference is not to pay speakers. However, keynote speakers are provided with two night’s (domestic) or three night’s (international) accommodation and airfare. Speakers are usually presented with gifts.  
Speakers are generally decided before the budget, as the budget is agreed to by the OC and the Executive. 

Most speakers are identified through the academic networks of the Organising Committee. There may be opportunities for AVETRA to share costs of keynotes with other organisations, such as DEEWR or NCVER or Australian Universities.

The AVETRA policy is to pay only economy air-fares.    

The Organising Committee should negotiate details of air and land travel and accommodation needs with speakers keeping in mind the AVETRA policy above. The Organising Committee’s recommendations are then endorsed by the Executive before fares and accommodation are arranged.  

Conference Action must be kept informed of any financial or organisational issues if the cost of the speaker is being shared with another organisation. Speakers’ expenses must be discussed at the Organising Committee meetings and included in a summary to the Executive.
5.3
Communication

 Communication between the Organising Committee and the AVETRA Executive is critical. It is the responsibility of the Chair of the Organising Committee to report at least once per month to the Executive and more regularly close to the Conference.   

5.4
Delegates not paying registration/discounts

Given the number of delegates who are also presenters, there is no discounted registration for presenters.

Members of Executive and Organising Committee always pay full registration, dinner and accommodation costs.

5.5 
Authorising payments – protocols   

All cheques or money transfers are signed or authorised by two signatories – the AVETRA Treasurer and a nominated person from the Secretariat.

5.6 
Use of Company Logos   

If logos are used on publications eg sponsor logos, permission to use the logo should be obtained and a copy of the use of the logo provided to the owner.  

5.7 
Choosing a conference Convener, Committee, location and time
State based groups and potential conference conveners are invited to submit an application to host the AVETRA Conference. The Executive calls for expressions of interest, and then chooses and confirms the Convener who is then invited to form the local Organising Committee team.

The Convener should include Conference Action as an important resource in all organising committee meetings and teleconferences. 
Evaluations of past conferences strongly support a location that has accommodation and local services. The date is usually at the end of the Easter week.
Early action consists of forming a committee across several institutions. Often art and design students are used to generate a Logo for the conference. 
5.8 
Insurance


The Secretariat organises AVETRA insurance with additional cover for the Conference. Traders at the conference are not expected to show proof of their own insurance given few traders are present. This may need to change if the trade area becomes larger.

5.9 
Traders


Traders are welcome to attend sessions if not needed at their trade area. AVETRA provides food and beverage for one person per stand.    
6.  Roles and Responsibilities
There needs to be a clear delineation between the responsibilities of the Executive and the Organising Committee.   The conference Convener, or Co-conveners, manage the Organising Committee.
6.1
Organising Committees

These are state-based committees of volunteers, drawn together by the conference Convener to run the AVETRA conferences.  The preferred number of members is 5 to 10. The organising committee should from the start liaise with an include Conference Action. It is important to ensure a diverse membership of the committee so that the perceptions of different sections of the membership are included in the deliberations. A diverse committee linked to several local institutions creates a local network to raise sponsorship, publicise and coordinate the conference, spreading the burden.
· A member of the Executive should be on the Organising Committee. This may be an Executive member familiar with the past conferences.

· Organising Committees represent the various stakeholder groups (eg universities, TAFE, government organisations etc) and that anyone wishing to assist is invited to take part.  

· A substantial proportion of the Organising Committee should be AVETRA members 

· The Organising Committee should develop a safe and nurturing environment, especially for people new to VET.

· A  list of the committee, once constituted, should be forwarded to the Executive so that it can make suggestions about additional members should any stakeholder groups appear to be unrepresented.

· Meetings may take place by teleconference (1 hour max) if members are in different locations, and then the conference budget will allow for such teleconferences. AVETRA has a dial-in teleconference system with a special code for conference activity.  A simple Organising Committee Report should be provided to the Executive subsequent to Organising Committee meetings. 

· It is suggested the Organising Committee has a teleconference monthly for the first two months. The first meeting focuses on establishing the OC; the second meeting should include Conference Action so that communication, roles and responsibilities are clarified. Teleconferences might then be organised every three months, with six week intervals closer to the conference and every two weeks in the last period.

· One meeting should include an inspection of the venue and the Conference Action representative should be invited to attend this meeting.

· The Secretariat takes minutes of all meetings and develops an action plan.

· The OC should appoint a convenor or two co-convenors

· The OC presents a budget to the Executive within one month of the OC being formed

· With assistance from the AVETRA Secretariat, the OC present a summary of Conference income and expenditure at each AVETRA meeting. A summary of other key issues should also be reported to the AVETRA Executive.   
· When the OC members communicate with one another, consideration should be given to only copying in the Secretariat representative when final decisions need actioning by the Secretariat.

6.2
Relationships between the Organising Committee and the AVETRA Executive

While the OC is expected to act fairly autonomously using this manual as a guide, clearly it is AVETRA that bears the risk for the conference. According to the AVETRA association regulations, the Executive and OC members need to be mindful of the reputation of AVETRA, legal responsibilities and its financial position.  For these reasons the OC cannot act independently.

6.3
The AVETRA Executive 

The Executive works cooperatively with the OC and is presented with the OC plans so that the following key decisions are endorsed by the Executive.
· Conference theme

· Keynote speakers and the cost of bringing them to the conference

· Workshop speakers

· Conference venue

· Any other major expenditure matters  
· Conference budget

· Conference program 

· Sponsors

· Pre-conference workshops can be organised either by the committee if it wishes or by the Executive.

 6.4
Conference Action

The Secretariat is responsible for the following:

6.4.1 Registration Brochure – contents approved by the OC

· 2010 

6.4.2 Recording registrant details - Conference Action owns the online registration system. Registration payments can be by cheque, Visa or Master credit card, or direct deposit.
The registration form will indicate that delegate name, affiliation and e-mail address will be circulated at the conference unless they opt out of this process.

All current AVETRA administration is carried out by APC at Crow’s Nest.

The OC should note that the AVETRA secretariat deals with the daily business of AVETRA, but it is Conference Action that deals with all matters concerning the conference
6.4.3 Communication with delegates

· Final email – sundry reminders 

6.4.4 Management of refereed paper process and general communication with researchers and presenters and coordinating presenter information, including audio visual  needs and provision of biographies for use by the Chairs of sessions.

· Presenter AV requirements
· Summary of 2010 presenter information
6.4.5  Contact details of members of the Executive and OC are collected by the relevant Committees and used by the Secretariat and Conference Action.
6.4.6 Financial management – the   Secretariat manages conference finances and provides reports to the OC who reports to the Executive. The AVETRA treasurer co-signs cheques with the current Secretariat signatory; the AVETRA book-keeper incorporates conference financial information into the AVETRA accounts and is responsible for the BAS and GST.   

6.4.7 Satchels, examples of satchel contents, name tags and memorabilia are sourced by  Conference Action once the OC decides on the type of product – the key supplier is currently ExecuGifts. The Secretariat deals with the supplier. Satchels have been supplied by sponsoring organisations at some previous conferences.
6.4.8  Gifts – The Organising Committee gains feedback from the Executive to ensure gifts are decided upon, who is to receive a gift, and whether the person receiving a gift will be in attendance. Given the number of presenters, gifts are not usually provided unless small local souvenirs are donated by a sponsor.
6.4.9 The Secretariat files a copy of the contracts between AVETRA and all suppliers.
6.5 
At the conference 

6.5.1 Chairing sessions

The OC makes a list and provides it to Conference Action to send invitations for people to chair sessions and thanks people for chairing sessions. Past practice has included both committees as invitees to chair. Mixed views are held on whether presenters/keynotes should be expected to chair sessions. If a person invited to chair cannot do the particular session, the invitee is asked to find a substitute. 

All Chairs of Plenary Sessions are provided with Guidelines 

All Chairs of Concurrent Sessions are provided with Guidelines
6.5.2 Running Sheets – 
The organising committee should prepare a brief indicating which members will be responsible for hosting specific speakers and conference VIPs. The OC should use members of the executive where necessary to ensure that any conference delegates from significant organisations are appropriately hosted and engaged (DEEWR, NCVER etc).  The brief should clearly indicate who will be introducing key speakers.

The Secretariat also prepares a Running Sheet  for the Conference Dinner.   Other decisions on daily proceedings are discussed and documented informally.
7. Organising the Program
7.1 
Program template

The attached program template may be used as by the Organising Committee as a working document to guide initial discussion. 

Overview: The following suggestions have been provided by previous conference organisers. 

· Include a theme and sub-themes leading to organisers/strands

· Program sessions should be 30-minutes (15 minutes for presentations with 10-minutes for discussion and 5 minutes change-over time. Limit Power point slides to 10 to encourage interaction.  Shorter time with discussion allows encapsulation of key issues and time for learning and interaction. If there are fewer papers the OC may decide to extend the presentation time ensuring that presentations are restricted to 60% of the session time.

· If there are room changes necessary after plenary sessions, or considerable distance between presentation rooms it may be necessary to increase the time between sessions or allow for room changes by extending tea/coffee breaks.

· Many delegates request a longer morning tea break after the first key speaker so they can plan their approach to the subsequent papers being presented, and learn the navigation of the  hotel rooms.
· Including international speakers is encouraged and allows for a fresh perspective.
· Distinguish research in progress from completed research presentations and also consider a stream for PhD presentations, and a stream for New Researchers.

· Research should reflect policy, practice and be relevant to stakeholders. The selection of presenters and research papers should be collaborative and inclusive. There is a need to consider adapting the procedure and policies if the number of sessions and delegates in future.

· The presentations and papers should be in a VET context and the language should suit the audience – free from unnecessarily complex VET jargon.

· Relevance to the audience is a critical consideration. For example, the session in a previous conference on organisations working with AVETRA, and information on why academics should publish, pushed the boundary of relevance for many delegates.  Conference organisers accept the AVETRA audience is broad covering practitioners and researchers.
· The program should include a space to announce next year’s conference and a ten minute area for AVETRA to announce current initiatives prior to a keynote speaker.

· The close of the conference is difficult as most delegates have departed by the end of the final session. The conferencc may be best closed during the final tea break following the final presentation.

· It is advisable to ensure that any general notices and issues for the delegates have been addressed no later than directly after the Friday lunchtime to ensure capturing the body of delegates before they depart. 
7.2
Invitation to Keynote Speakers and other VIPs

The keynote speakers should be a drawcard for the Conference, presenting fresh ideas and/or current research findings.   

Evaluations note the need to include policy speakers from DEEWR and other relevant government departments, international speakers and researchers from aligned sectors.   

The Organising Committee suggests a number of keynote speakers to the Executive and once agreement is reached an invitation to each keynote speaker is sent. 

The Organising Committee consults with the Executive on any other VIPs to be invited such as the Invite Gillard invitation. 

Once keynote speakers accept, a letter briefing the keynote speaker on AVETRA and the Conference is sent by the President.

The AVETRA policies and procedures should be followed when negotiating flights and accommodations with speakers. A template to collect information on flight preferences is issued.

Some speakers and other VIPs may receive a dinner invitation. 

Speakers and visitors from overseas should be provided with an overview of Australian VET. This has yet to be developed.  Keynote presenters and VIPs should be attached to a member of the Executive or OC so that they can be briefed.
A speakers’ preparation room or area is used to load presentations. Speakers are asked not to load presentations themselves or use their own laptops. Speakers are requested to email presentations before the day. Conference Action has preferred suppliers of AV.
There is every possibility when inviting political figures or senior pubic servants that changes in government and state issues may preclude their attendance, or international travel arrangements may fail. The committee needs to have a plan ‘B’ in place for non-attending speakers. Sometimes the OC may be offered a deputy or an associate of a key speaker as a replacement, and will have to judge if this is best course of action. While the O.C may feel a space has arisen in the programme, many delegates may relish the free time gained for networking! OC usually plan to have an emergency speaker ready to take the platform.
7.3 
Call for papers

Note the procedure in information in Section 2.8 – Refereed papers

When deciding on the successful applicants, those who are unsuccessful should be retained as reserves as there is always some movement with speakers withdrawing.

Reminders about submission of abstracts are required as well as clear guidelines for paper submissions.

Care needs to be taken on the size of the attachments sent by email.

Evaluations suggest a round table stream for those who would like to participate in discussion more (perhaps particular papers could be distributed beforehand for discussion at conference). 

Evaluations suggest more secondary school research is needed.

7.4 
Linking or not linking to a theme   

Past organisers believe a theme is a critical component and should reflect contemporary issues.

7.5 
Mentoring presenters   

The invitation to presenters should include information about AVETRA, details on accessing the AVETRA website and other relevant sites such as NCVER and DEEWR. Suggest to presenters to check earlier conferences and papers.

7.6
Program document design

Note examples in Section 3 and template in 7.1.

Ease of reading should always be considered. For Example, evaluations suggest the program needs to link the presenter and the abstract number for easy access in the Conference proceedings. Indexing authors in alphabetical order with reference page for Abstract might be considered.

7.7
Room and session allocations

Although delegates are asked to nominate their ‘strand’, this does not provide sufficient information to organise rooms for popular sessions. However, Conference Action believes it is not possible with the current process to allocate rooms as papers are sometimes withdrawn late and the programme is amended several times.  Also, registrations are generally opened before programme is released.
In the future, consideration might be given to online conference registration including selection of actual sessions, although this may be an insoluble issue given in reality many delegates choose sessions on the day.
Those presenters providing their abstracts and papers early are given priority in the programme with earlier presentations. 

Conference action tries to accommodate individual requests to change the program that are indicated when the draft program is produced. Changes to the program at the conference are resisted unless presenters manage to negotiate a session exchange with another presenter. 
8. 
Procedures for Peer Reviewed Research Papers

8.1 
The process – an overview

· Peer reviewed papers: The aim is to have as many peer reviewed papers as possible as part of the Conference program. Note the flowchart of the process at the end of this document. 

· Pre-conference workshop papers: Some applicants prefer to present at a pre-conference workshop. These are not peer reviewed and are selected by either the Executive or the Organising Committee consulting with the Executive.  A separate call is made to the membership to run pre-conference workshops. Workshops are proposed by members and then the executive determines which workshops would be most beneficial to members. 

· Papers not peer reviewed: A small number of these papers should also be included in the final program.

When submitting an abstract, authors have to say whether they want their paper to be peer reviewed or not. There generally are more non-refereed papers than peer reviewed ones submitted. All accepted papers are included in the programme which specifies whether the papers have been peer reviewed or not. 

The primary stage of selection is having the abstract accepted. 

Peer review is an additional filter for higher quality papers to meet DWEER guidelines for University RAI funding regulations.

The process includes calling for expressions of interest and providing guidelines for papers; organising and preparing a number of reviewers; choosing papers for peer review; deciding potential use for those applications not for peer review; and supporting applicants as they prepare to present.
8.2 
Calls for Expression of Interest

The Organising Committee issues a Call for Abstracts or advertises for research papers.
Presenters are provided with a number of choices. Some submit an Expression of Interest for a pre-conference workshop using the information provided by the Organising Committee. Others submit a research paper for peer review or not for peer review. 

8.3 
Conference paper guidelines

Abstract Submission Guidelines  are distributed to potential authors/presenters of referred papers. Follow up information may be provided. Paper guidelines may be revised. 

Refereed papers should be received by the due date and subject to blind review by at least two experienced reviewers (where the two reviewers’ reports were not in agreement a third review was requested). 

Authors are to receive constructive feedback from the team of reviewers so that the quality of the final papers can be improved. 

The committee may decide to investigate the use of online reviewing processes.

For example: 

http://www.publish.csiro.au/?nid=163&aid=5643 (Canadian example of an online reviewing system); 

http://www.ascilite.org.au/conferences/melbourne08/procs/wood-1.pdf (an article on online reviewing systems); 

http://information.anu.edu.au/daisy/infoservices/1802.html (ANU review of a system)

When amending papers, authors are not to exceed the initial guidelines re word length.

If revised papers are still not acceptable to the reviewers, the author is asked if the paper might be included as a non-refereed paper presentation.  

A Cover Sheet must be attached to the final paper.

8.4 
Criteria for choosing papers
Overall, the successful papers should contribute to VET knowledge and the inventiveness of the research process. 

Criteria for deciding on papers for review include:

· Suitability for AVETRA Conference

· Word length and presentation requirements (e.g. academic style evident; clarity of expression; sufficient detail/scope provided).  

· Literature and empirical research (comprehensive, relevant to the field and current)  

· Makes a useful contribution – of national and/or international significance  

· Makes a useful contribution to theory and/or policy and/or practice.

A template is provided to assist in recording feedback from Reviewers. Feedback should include encouragement, comments and recommendations. 

2010  Referee’s recommendation template   

2008 Reviewer’s Response Sheet
8.5
Reviewers

An invitation is issued for reviewers.

An invitation to review email is sent with details of the papers issued for review.

A spreadsheet  or a tracking table or a referee list allocation or a reviewers and paper number list is kept of all papers received and progress of review. A list of potential reviewers and contact details is maintained.

8.6 
Copyright and ISBN issues


This is included in the website from the beginning and on the AV form sent to presenters at a later date. 

ISBN numbers and New Title forms  are available by Conference Action
8.7
Once selection has been made

From the refereed papers, reviewers recommend papers that should be considered for the Awards. 
All papers to be considered for the Awards need to be reviewed by at least two reviewers. To avoid a conflict of interest, if an author is to be considered for an award and he or she is on either the OC or the Executive, this person must be absent for discussion on the relevant award.

The best papers could be considered for a special edition of the journal.

9. 
Celebrating success – Awards

Note information in the previous section linking selection of papers for the Conference program and the allocation of Awards. Authors wishing to nominate for an Award should send their papers at the same time as those seeking peer review.
Conference Action and OC should check that Calls include this.

The following awards are presented at the Conference. Conference Action will check whether or not people receiving awards are attending and that all gifts and certificates have been prepared. Conference Action will indicate to those not registered for the diner that they will be the recipient of an award and allocate them a place at the dinner.
It is the responsibility of the Executive, with advice from the Organising Committee, to decide the Awards.   

9.1
Berwyn Clayton Award for Distinguished Service to AVETRA 
Berwyn Clayton Award for Distinguished Service to AVETRA

The Berwyn Clayton Award for Distinguished Service to AVETRA has been instituted as a way of recognising the exemplary and distinguished service of nominated AVETRA members who have through their endeavours worked towards improving AVETRA’s status as Australia’s peak association for VET researchers.


This award is to be awarded on a bi-annual basis and it will be presented at the AVETRA Conference every second year in even years. Eligibility: All nominees must be current AVETRA members.

The nomination form is on the AVETRA website.

The winner is presented with a Certificate.
9.2
Ray Barker Award for Distinguished Service to VET Research

The Ray Barker Award for Distinguished Service to VET Research has been instituted as a way of recognising the distinguished long-term and exemplary contributions to VET research of a nominated member of AVETRA. The Award recognises significant contributions to VET research and scholarship and the promotion of VET research.


This award is to be awarded on a bi-annual basis and it will be presented at the AVETRA Conference every second year in even years. Eligibility: All nominees must be current AVETRA members.

The winner is presented with a Certificate.   
Dr Ray Barker was a foundation member of AVETRA with a long background in training and development. He worked in the film industry in the 1930s in Sydney and joined the Royal Australian Navy at the outbreak of the Second World War. Ray Barker served on the HMAS Perth and was aboard when it was sunk in the Sunda Straits in 1942 and he became a prisoner of war. After the war Ray studied psychology at Sydney University and overseas and was involved in pioneering workplace and workforce research. Ray returned temporarily to work in the film industry but left to work in oil and gas industry. Working for BP he was involved in the commissioning and management of petrochemical works in Australia in the 1960s, specialising in training and workforce programs. Barker left the corporate sector to work in consulting and worked with a range of public and private clients on training and workforce issues in the Asia Pacific region. Dr Ray Barker completed his PhD at Newcastle University and researched apprenticeships and private training using a historical context.
9.3
Best Paper of the Conference Award and Best Paper of New Researcher at the Conference Award sponsored by NCVER

Refereed conference papers will automatically be entered into the shortlisting for the Best Paper of the Conference Award and the Best Paper of New Researcher at the Conference Award (sponsored by NCVER) as part of the refereeing process.

There is a covering page that all authors of peer reviewed papers have to return. This cover sheet asks if they are within five years of their studies. If so, they are eligible for the Best Paper or New Researcher at the Conference Award. Those with more than five years of research are eligible for the Best Paper of the Conference Award. 

The winners (both Awards) are presented with a Certificate and a cash prize depending on sponsorship.   

The National Centre for Vocational Education Research (NCVER) sponsors the Best Paper of New Researcher at the Conference Award.
The author or each of the multiple authors must:

· be a member of AVETRA

· be within first five years of research career e.g. a higher degree student

· present a conference paper or interactive session based on their research at the annual conference.

Note: Authors have been requested to nominate themselves for this award when submitting their conference paper. Employees of NCVER are not eligible for this Award.

Both of these awards are determined by a panel of three people from the AVETRA
Executive. The criteria for both awards will be that the paper inspires the reader by an original contribution to VET conceptualisation or method, and also adequately addresses the AVETRA Criteria:

	1. VET issue/problem: is clearly stated, and set within the context of current policy, practice or theory

	2. Literature review: is comprehensive, analytical and well-synthesised, and is relevant to the issue/problem

	3. Research methods: are clearly described, and are appropriate for the issue/problem researched

	4. Analysis and conclusions: are clearly described, and the conclusions are supported by the evidence reported

	5. Implications: are highlighted for any of the following:
teachers and/or trainers, other VET practitioners, teacher educators, VET students, historical, theoretical or policy purposes

	6. Quality of writing: is clear, unambiguous and concise

	7. Presentation of the paper: conforms to the “Instructions for preparing papers” specified on the AVETRA website (including: maximum of 10 pages, referenced consistently, free of typographical errors, and addresses reviewers comments.


9.4
Ambassador Awards. 
These Awards are funded through the Ray Baker Trust as funds are available. The criteria for sponsorship are detailed on the AVETRA website. A Certificate is presented at the diner to the recipients and they complete a report that is acknowledged by the Executive after the conference.   

9.5
Logo competition

If the committee planning is well advanced it may be possible to run a Logo competition with VET students or graphic design students. Alternatively, the conference releases documentation with the normal AVETRA logo. The recommendation is to organise a call for the new logo in the form of a competition as soon as the theme for the conference is decided by the Organising Committee.

10.  Website Issues

10.1 
Online registration set up  


Conference Action provides this service.

10.2 
AVETRA information prior to the Conference

AVETRA has its own website hosting arrangement. Conference Action works with the AVETRA hosting group to load and update conference information.

Evaluations suggest the Program on the website needs to be easily printable and there needs to be instructions for printing the Abstracts from website (the hyperlink to author’s name needs to be accessed easily). 

11. Budgets

Budgets are provided by the organising committee to the executive as soon as the location, date and venue for the conference have been proposed. Previous budgets provide a good overview of the areas of expenditure and income from the conference. Sponsorship has always helped the budget, especially for welcome events. Budgets should be framed with a pessimistic approach to delegate numbers and with an aim to produce a surplus. Conferences have often produced a surplus of $20k where there has been effective management of sponsorship. 
Sponsorship has often covered the welcome drinks party, Keynote speakers, Conference entertainment, Satchels, Additional prizes etc. 
11.1 2009 - 2010
11.2 2008
12. Marketing

12.1 
Avenues and contact details  

Marketing strategies include contacting:

· AVETRA members

· past conference delegates – last three conferences

· Executive and OC networks

Information can also be placed in:

· Journals such as Campus Review

· Website listing for events promotion

12.2 
Media releases and promotional flyers

· 2010 Flyer 2
13. Venue 

13.1 
Location, maps and plans

Evaluations suggest preference is to have the conference and accommodation situated in the centre of town, and with accommodation at the venue. There should also be a range of accommodation nearby. Travel to workshops and dinner locations has often created problems.
13.2 
Audio-visual

A speakers’ preparation room or area is used to load presentations. Speakers are asked not to load presentations themselves or use their own laptops. Speakers are requested to email presentations before the day. Conference Action can indicate preferred suppliers of AV. These costs are often the largest budget item and require careful selection.
13.3 
Signage   


AVETRA has two pull up banners and these should remain in the care of Conference Action. 

OC Chair should forward information on signage needed at the conference to Conference Action so they are able to provide appropriate signage for directions at the venue. 
14. Social Events

 14.1 
Conference Dinner


The Conference Dinner incurs an optional extra re payment.

The aims of the Conference Dinner include:

· Providing networking opportunities

· Presentation of awards and certificates. Certificates presented in the past include:

14.1.1 Best Paper of the Conference Award   

14.1.2 Best Paper of New Researcher at the Conference Award (sponsored by NCVER)  

14.1.3 Certificate – Ambassador Award
14.1.4 Certificates and gift vouchers to Pre-conference workshop presenters.
Organisers of the Conference Dinner should consider entertainment, for example past conferences have had speakers, dance troupes, opera singer, or a venue with attraction.  

Organisers should also consider TAFE experiences and venues for the Conference Dinner. This allows for reasonable costs and supports TAFE learning.

14.2
Welcome Reception 
The Welcome Reception is included in the conference fees. Additional welcome reception tickets can be purchased for additional guests. 

As delegates are standing, presentations should be short and limited to 15 minutes.
15. Sponsors and Traders

Sponsor and Trader options and processes 

A Sponsorship Package is circulated to potential sponsors.  A Sponsor List from previous conferences is available. A Trade Exhibitor Manual provides information on trader responsibilities.

· Past key sponsors include Local TAFEs and Universities

· Evaluations suggest flexibility improved uptake eg established AVETRA conference sponsorship levels were used as guide and modified if needed be to suit potential sponsors.  

· For success in gaining sponsors it is essential for organising committee members to liaise with potential sponsors. This may be by telephone, email or a customised sponsor/trader letter.
· Traders are provided with conference food and beverage for one person per stand.

· Several Traders operate a business card raffle for stall gifts. The raffles are usually conducted at the final conference closing session. It may be advisable to indicate when the raffle will take place and that prizes will be awarded only to those in attendance.
16. Conference Evaluation
16.1 
Evaluation forms

Evaluations are organised by Conference Action using their online software.

Evaluation email request and link 2010 

Evaluation Form used in 2009
Evaluation Form used in 2008
16.2
Previous Conference Evaluation Reports 

· 2010  
· In 2009 the key issues for consideration included: abstract submission process; accessing rooms; divided views on having too many concurrent sessions and too short; divided views on value for money overall; prefer a central venue with accommodation at the venue but also with a range of accommodation close by. 2009 spreadsheet with results.  .

· 2008 results 

17. Information subsequent to the conference

17.1 
Certificate of attendance  
Delegates should have a tick box on their registration form if they need a personalised certificate of attendance or confirmation of sessions attended. Certificates can be inserted in the conference satchels or sent subsequent to attending the conference. Some participants need this as evidence of professional development and to retain teacher registration.   

17.2  
Thank you letters

The President sends or arranges the following thank you letters to be sent:

17.2.1    Presenters e-mail thanks
17.2.2    Committee members   

17.2.3    Keynote speakers
17.2.4   Session Chairs
17.2.5.  Reviewers 

17.3 
Delegate list

· 2010   and previous delegate lists are kept with Conference Action.

17.4
The AGM
The AGM has, in the past, been held at the end of the first day of the conference. This timing makes it difficult to gain a quorum and many of those attending have completed a long first day of organising and participating in conference matters. An alternative time could be considered such as just after the lunch break. The time for the AGM and AVETRA business inputs to the conference should be agreed with the Executive. As a guide, there should be three 5 minute slots before key speakers where the delegates can be informed about AVETRA issues. 
Each executive member should be encouraged to bring three members to the AGM to ensure a quorum.

At the AGM a second executive meeting is to be arranged when there is a change of President.

18. Confidentiality

All matters discussed at the Executive or OC meetings are to remain confidential.

The full membership list and delegate list are to remain the property of AVETRA and should be kept confidential.

A list of delegates will be available to all participants. It will not include those participants who declined to be on the list.

19. Future themes

             From previous Evaluation responses the following themes have been suggested:

· Explore further the multiple roles of VET as outlined by Terri Seddon – look at VET for skills shortages compared to VET for social inclusion. 

· Encourage wider scope of content through session-stream themes to cover Industry’s need for (and use of) skills (more from Industry Skills Council); role of RTOs other than TAFE, skills formation policies, informal and work-based learning, organisational learning. etc. 

· An analysis by NCVER of how some of the research completed by AVETRA members has influenced policies or practice at the national level would be interesting.

·  Incorporate a youth theme into the conference and challenge the local schools or college students to make an input 

· Pre-assessment of student’ literacy, numeracy, and other general abilities and skills to identify students potentially at risk of not completing apprenticeships/skills shortage related programs

· VET and the great theorists (using theories of Foucault, Smith, Marx, Bourdieu, etc to interrogate VET)
· Quality in VET (and its many meanings)

· Sustainability

· Where is the tipping point? Finding the balance between market forces versus government strategic planning and policy to achieve the dual aims of economic imperatives and social inclusion.

· Non-traditional research component - AKA – The art of making from Glen Costin

20. Key contacts
· Executive – see current Executive contact list on the Website

· Aurelie Favennec manages Conference Action for AVETRA. 

· Doug Wiles manages the Secretariat and Membership for AVETRA.

· Secretariat signatory  - Francis Child manages the Australina professional centre which includes the AVETRA Secretariat and Conference Action.

· Organising Committee – see current OC contact list - Berwyn Clayton will be the convenor for the 2011 conference. 

· Treasurer – Kevin Heyes   - kevin.heys@tafensw.edu.au        

· Website hosting – Peter Snowden – Please note: Alan Snowden - help@whms.com.au
· Designer and printer – documents are designed in-house. 

Printer is Mick Suarez - mick@trueblueprinting.com.au
· Storage of logos – Aurelie and  Doug Wiles 

· Storage of the two banners – Conference Action

Appendix 1: Process for managing refereed papers  


Other Appendices and Templates 

These are included in the Conference manual folder as separate hyperlinked documents.






S receives abstracts, collates and sends to OC





Conference Action (S) calls for abstracts (refereed and non-refereed) once message/ flyer checked by Organising Committee





OC decisions to S





S contacts authors with instructions and dates: 20 single pages/no flexibility with word count even when re-submitting





Authors send refereed papers to S and non-refereed papers placed on file. Cover sheet to be ticked if wanting to be considered for an Award OR all papers considered for and Award depending on what committee wants.





S checks that papers ready for ‘blind review’ and sends to OC. OC matches papers to reviewers. Suggestion that papers be marked ‘new researcher’ so reviewers can be those happy to provide detailed text marked feedback





A member of committee passes on papers to reviewers and receives back from reviewers. The Committee member passes on reviewers’ comments and decision to S.  The Committee member also chases reviewers if not received back and organises blind decision before sending to S.


S passes on to authors the reviewers’ comments. 





OC makes final decision about papers and placement in conference program (placement in conference programme can be done by S). S communicates with all those submitting papers to clarify place in program or not accepted.





Reviewers send OC their decisions and comments.  OC makes decision on accepting papers; suggesting those needing amendment; and suggesting those for presentation as non-refereed papers. OC sends to S those that need to be returned for changes so that they can be distributed. Strict timelines must be adhered to.





When papers are re-submitted they should be read by two reviewers. The Chief Editor may also have input at this stage.
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It is suggested the Executive and OC negotiate dates for the following steps and plan for a number of teleconferences.  
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