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A. School/organiser’s checklist

This is a brief checklist to help you see at a glance what needs to be done to prepare for the conference – for a more detailed checklist please see Section B.

As soon as possible:
· Sign and return booking form to Damaris – remembering to include a school order number from your finance office
· Book room for conference

In preparation for the conference:
· Arrange appropriate staff supervision (at least 3 staff present at all times)
· Arrange for equipment to be available (screen, flipchart)

· Contact the main presenter to check arrangements
· Download and prepare the worksheet and evaluation questionnaire (from www.damaris.org/schools/conferencematerial )

On the day before the conference:
· Inform students that they must bring a pen (and an active brain!)

· Ensure that there will be a parking space for the presenters close to the venue 

· Ensure conference venue will be set out appropriately (see www.damaris.org/schools/conferencearrangements )
On the day of the conference:
· Meet the presenter

· Check cabling is safe

· Give out worksheets to students as they arrive

· Welcome the students, give any appropriate notices and introduce the presenter

· Ask students to fill out evaluation sheets at the end of conference, then collect them in

· Provide lunch for the presenter


After the conference:
· Send any feedback you wish to the Damaris office

· Ensure that your school/organiser pays the invoice

· Call Damaris to book the next conference!
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B. Detailed checklist

As soon as possible

· Check and sign the Booking Confirmation form (remembering to include a school order number from your finance office) - then fax it to Damaris on 023 8068 2779 (make sure you keep a copy)

· Receive confirmation of the booking from Damaris

· Ensure that an appropriate room for the conference is booked.  It must be:

· large enough to accommodate all of the students and allow space for them to move around when they get into small groups (N.B. they must always be in the one room, rather than moving to other rooms, because the program is very fast-moving and the students go in and out of groups very quickly)

· available for the presenter to set up in the 30 minutes before the conference and clear-down in the 15 minutes afterwards (N.B. the presenters will bring a full PA system, computer and projector)

· able to be “blacked-out” as much as possible – which will be important when the film clips are projected onto the screen

In preparation for the conference

· Ensure that sufficient staff members are booked to be in the room throughout the conference.  There must be a minimum of three staff members present but we recommend that there are sufficient to move around and help during the small-group discussions 

· Ensure that you can provide the following equipment for the conference

· a screen onto which the presenter will project the videos

· a flip-chart and pens

· if possible - a reserve DVD player, laptop computer and projector available somewhere in the school just in case (N.B. this is just required in reserve; the presenters bring their own computer/DVD and projector but we ask for this reserve equipment to be available somewhere in the school to cover the very unlikely event that the presenters’ computer/projector were to be damaged in transit)

· Contact the main presenter (preferably by email) and inform him/her of:

· your strategic goal for the conference (it helps immensely if you can put into one sentence what you want this conference to achieve)

· any details which you need to supply and were not specified at the time of booking (these will be marked on the booking confirmation as “school/organiser to inform presenter later”) 

· any subsequent changes to the details given on the booking confirmation.  N.B. If this involves a change of date this will need to be negotiated through the Damaris office

· whether these students have taken part in any Damaris conference before – and if so which one(s).

· whether this presenter has taught any of these students before

· Prepare the material (which can be downloaded from www.damaris.org/schools/conferencematerial )

· Print out the worksheets and paste on the date and the school logo

· Photocopy sufficient copies of the worksheets for your students 

· Print out the evaluation questionnaire and paste on the date and the school logo

· Photocopy sufficient copies of the evaluation questionnaire for your students 

On the day before the conference

· Inform students that they must bring a pen (and an active brain!)

· Ensure that there will be a parking space for the presenters close to the venue 

· Ensure that the room will be set up with:

· Chairs set out in rows (with one or two aisles), facing the front, AND
· Tables around the edge of the venue with chairs around them; on each table should be a large sheet of paper (flipchart-sized)
During the first (presenter-led) section of the conference, students sit in the rows; for the second (group work) section they move to the tables around the edge of the venue

Alternatively if there is not enough room in the hall for both rows of chairs and tables around the edge, please arrange for there to be: 

· A short break 1.5 to 2 hours into the conference 

· Chairs set out in rows (with one or two aisles) 

· A handful of students (around 10) who will be available to move things around at break-time

· During break, these students will clear away the chairs in rows and replace them with tables scattered around the room (with chairs around each). Again, each table should have a flipchart-sized piece of paper on it.
N.B. More details of layout, including a picture of a venue laid out, can be found at www.damaris.org/schools/conferencearrangements 

· Ensure that there will be two small tables at the front, to take the presenter’s laptop and projector 

· Ensure that there will be a power supply close to the table (use an extension lead if necessary)

· Ensure that there will be bottles of water for the presenter

On the day of the conference

· Meet the presenter – who will arrive at least 30 mins before the start time.  If they are held up in any way they will call you to let you know.

· Once the presenter has set up, check to ensure that all the cabling is safely tucked away or taped down (presenters are instructed to be careful about health and safety issues – but the ultimate health & safety responsibility is yours as the school/organiser)

· Give out the worksheets to the students as they arrive

· Welcome the students, give any appropriate notices and introduce the presenter

· At the end of the conference give out the evaluation sheets, ask the students to fill them in, then collect them (the presenter will want to look through them quickly, but the sheets are for you to keep, for your OFSTED inspection!)

· Provide lunch for the presenter

After the conference

· Please send any feedback you wish to the Damaris office (we provide a feedback form which can be downloaded from www.damaris.org/schools/conferencematerial ).  We very much appreciate any comments you wish to make about the conference and the presenter – such feedback is really important for us as we seek to provide the best conferences possible.

· Ensure that your school/organiser pays the invoice – which they will have received around the time of the conference.

· Call Damaris on 023 8068 2750 to book the next conference!
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