Notes from Slat Lake City Leaders meeting Friday afternoon

Jan 25 20012

We need to get the corporate support and publicity people in place asap.

Beth is going to send me a form to see what information would be especially useful.  Then they will put out a feedback form to team leaders.

We will get a message from each team leader about what they think each team leader needs.

Tom: Let’s get a web page for our team leaders – pictures and information.

Volunteers: those not registered for the convention WILL get a pass to the exhibit hall.

Community Outreach team: New this year.  Working more with businesses that have ESL employees.  May need to be expanded to reach adult community schools.  Kind of a gray area between this team and promotion.

Corporate support is hard: need to get going to get into budget cycle.  Can get some state institution support – if they have any.

Limited hotel rooms: need to offer them to leaders who need them – which are needed on which nights.  Can you sleep 4 to a room.

TOM: Should we take Poster sessions: it’s an academic area.

Have 5 or 6 people proofread the program book and send to Helen.  They will all find things that others do not.  Maybe even one non-TESOL person.  Turn around time is about 5 working days.

Contact Helen: when do you anticipate the Program book deadlines at?

Conferon rep comes at January meeting: they do signs, on-site trouble shooting, liaison with A/V, patrol message areas.  Areas of service to attendees.  We (Jaime?) will get a list of things they need to cover.  They are great to work with and do a lot of “life saving” things at the convention.

Final meeting MUST be a walk-through of the convention center.  Everyone needs a good idea of where everything will be.

At our spring meeting we need to decide where things are going to be.  Jaime – we need to get maps of the Baltimore convention center.

Talk to Beth: grad student forums.

As we talk about calendars: we need to include a debriefing meeting for post-Baltimore.  We could shoot for the end of April?  Team leaders submit their reports by then, and the core planners make a final report, and reports go to the next team (i.e., to US!).  We should have SLC reports by July 1; they are meeting June 1 for core planner debriefing.

We should ask for as much electronic submission as possible.

Core planners need a daily meeting at the convention – morning.  Probably at 7 a.m.  Need to get the meeting out of the way in the morning before things start up.  This includes the secretary.  Let team leaders know that they are welcome to drop in – especially if they are having some trouble or issues they think we need to know about.

Secretary needs to be there – crises start as soon as anything starts.

We will have walkie-talkies.

We need Ask Me buttons – for the team, hospitality.

Beth: what kind of stuff have you given team leaders?  We got shirts with logo in StL.

Jaime has ribbons for team leaders.

TLC room is communication central.

TLC room is Room 253A.

Bring Kleenex to meetings.

Myles: would be good for you as a core planner and with the K-12 person to meet with the local district leaders.  Could download program info appropriate to K-12 and encourage support for sending teachers to the convention.  A sales pitch.  Follow-up: contact principals or others you may know who should hear about it to see if they hear anything.  Keep an ear open about education budgets.  How soon should we talk to people to get it into budget cycle?  Idea: might be better to talk to principals rather than superintendents or associates.  Info more likely to get to teachers that way.

An issue in StL: Bag distribution and shifting heavy boxes around.  StL was a union issue about who could pick up and move what.  Does SLC need to “hire” muscle?  Sounds like a college student kind of thing.

Educational visit questions: have been many.  Ask Beth to send this to us?  Could be helpful to know issues in advance.

A big job: getting volunteers.  Find out who we can contact in the Baltimore area that helps get volunteers.  What about college volunteers – contact campuses – and state and city volunteer offices.

Beth: BCC talk to Jaime about setting up a volunteer sign up web page and how to get info to vol team leader.  BYU person may already be talking to Jaime – we need to find out what is going to happen.  No need to recreate these vol signup pages annually.

At convention week: Tuesday night nice to have all team leaders there.  Thanks to all leaders.  (Tom probably needs to be in charge of opening to direct – I need to be able to troubleshoot and to talk to VIPs, etc.)

(My idea again so we don’t forget: can we get former ESL students to talk about their teachers – e.g., someone who is going to give a speech – have the student come in talk about how meaningful that person was; maybe former ESL students to give talks – about how their teachers gave them a voice)

I need to nail down who is introducing whom – and what all awards are – this needs to be in the program book – need to have done by Thanksgiving.

Core planners: check in with your team leaders and see how people are doing.  Check on them.  See how we can help.  Put out fires.

We need to check with Jaime: is CO REALLY going to run the EC and what that really means.

How can we encourage lots of local teachers to get into the exhibit area – get them in to buy stuff.

Some core planners will need to be in Monday of convention week – are there things happening on Monday.  For Baltimore this may change as we are looking at restructuring the convention week.

We have an affiliate spotlight session.  15 spotlight sessions that are chair invited sessions.  We would want to try to attend MD and WATESOL sessions to support those people who are presenting.  Moral support for locals doing presentations.

Team leader gifts: nice to find something unique that you can’t find in stores.  Something unique to the area.

We need to find a place for the team leader party.  Do we want a buffet – or a dinner sit down – get menu in advance – each person chooses what they want in advance.

I need to find a place for the Board dinner – this is a dinner where the Board bids farewell to the outgoing “old elephants” – need to have a big private room. For about 35 people.  Check with Mary Lou about what kind of ambiance she would like to have.

When we have our meetings in Baltimore – we need to meet with core planners the day before to review the agenda and sort out anything so we all know what’s happening before the big meeting the next day.

Tom: can you look after sleeping rooms for Baltimore.  Everyone feeds in to Tom about sleeping room needs and Tom can sort out a schedule.  We will need to talk to people as we get team leaders about what is possible and what is not.  Let’s find out from MAC how they presented sleeping room information and how they collected information – what kinds of options they gave people (smoking, non smoking, how many to a room, roommate preferences, etc.)  This info goes to Jaime.  We need to try to keep down early check-ins because we do not have gratis rooms from hotels on days when we do not have room blocks.  People need to know that if they come in early they will have to pay their own rooms.  TESOL will pay for rooms as needed for those who actually have to be there for TESOL business prior to when comp rooms are available.  (This domino falls first before featured and plenary speakers are placed into rooms.)

I need to send everyone an electronic version of the TESOL expense report form.  Keep it, print one for yourself as needed.

I need to let everyone know numbers: we have a limit on the number of people we can have on our list for getting a registration waiver.  I think then number is 40 but I don’t know who that includes – includes team leaders, but don’t know if it includes core planners (or if they are separate from team leaders for this purpose).

Do core planners share rooms?  No policy on this but we can see how rooms play out and do what we can.

Important to invite Eric and his core planners to come to our pre-meeting meeting just like we did today.  This was really helpful – we heard things that we would not have heard otherwise.

We need access to the office on Sunday – so we can set up the office and be ready to roll on Monday.

I need to contact Dr. Alatis about his award recipient so he starts thinking about it.

For team leader party – we need a place with a sound system of some kind.

Beth’s idea: team leaders keep notebooks – columned paper: happy face side, sad face side: jot down things you see.

We need chairs.  Need places where people can sit and network.  Especially near food places.  Wasn’t much of anywhere to sit in StL.  Emphasize to Jaime that we need chairs and places to sit.  TESOL culture: people go to the convention to see their friends – and need places to sit and talk.

Signs: need to find out who needs signs and for what.  These are separate from event signs.  These are particularly for your team.  There are some standard signs – but if you think you know one – you should order – Jaime will let you know if we already have one.  Regardless – you will have the sign you need.  Deadline is really early: people need to think about signs early on.  Tell team leaders: walk through your team’s days at the convention and what kind of signs do you need?  Eg: energy breaks need table number signs.  There is on-site capacity for on-site signs, but those are REALLY expensive.

We need to watch the convention in SLC and see what kind of special signs there are – not the ones outside rooms.

Beth is going to send us a feedback form for the team leaders: include a question about what signs did they need, what did they order, were the signs effective?  Suggested changes?

TESOL by night tickets: team leaders need to “enroll” and pay.

Need to ask Jaime: For TESOL by Night event – with a partner who is not registered at the convention: how do those people get admitted if they do not have a convention badge?  Will just a ticket get them in?

TESOL by Night – can’t go too late.  10 p.m. is enough.  Transportation shoots the cost way up on this.  Can we have something and NOT have transportation to get to it?

Party tomorrow night at Dean Huber’s

SLC Team Leaders’ Meeting January 26, 2002

Program book closed around January 15.  We need proofreaders for December.  We need to know who among us are good proofreaders.  Should have about 6 people.  I know one guy in California who is excellent at proofreading – Todd Hochstatter.

(Tom: Let’s get the Team Leaders Handbook on a web page soon so people we are recruiting can look at it.  It needs to be password protected.  Log in name: TESOL, password Baltimore03)

We need a location for a team leader party on Friday night of the convention.  We also need to be thinking about team leader thank-you gifts.

Team leaders MUST register for the convention.  Team leaders can have the registration provided gratis (we encourage payment for those who can – e.g. institutions can pay) – but for those who need the financial help – that’s fine.  We can provide it.  Registrations are sent to Jaime at CO.

Hospitality is open when registration is open at minimum.  Hospitality will be open more than that.  Maybe some evenings.

At the convention: keep a list of things you like or things you don’t or would change.

Let’s ask all of our team leaders to keep copies of correspondence, forms, budgets – whatever they do – in a notebook to hand off to Long Beach leaders.  Sign orders, everything.

TESOL by night even – leaders have to buy their own tickets to attend.  It is just a pay-for-itself event.

If you want any additional copies of the preliminary program – let me know and I will have Jaime send some to you.

Principals are great people to talk to – they can give teachers time off to attend the convention.  Be sure your principals get preliminary programs – and a visit or phone call when possible.

The one-minute reports

Goals of these reports:  spreads the information around so all team leaders know what’s going on; you get it orally and will see a print version later; we make connections between people who were not already necessarily connected.  I hear something and think of something I know that will be helpful to someone else.

Academic credit: setting up academic credit awards.  We need to know how much this pays off – how many take advantage of it.

Advocacy: signed up vols for advocacy booth.  This booth is in the registration area.

Awards and raffles: getting prizes.  Need around 150 prizes.  Can MDTESOL and WATESOL send prizes?  How about the Baltimore Chair?

Bags: organize vols for bag pickup.  Need about 18 vols.  Need box cutters and muscle.

Community Outreach: workplace ESL.  Will have a discussion panel on Saturday.  Brenda and Joan: can you contact her and find out what is going on with this and what we can do.  Should this be a new team?  What kind of structure?  Someone in WATESOL SIG who would like to develop this?

Convention information (should shadow or have a designated shadow to report back): this person needs to have an advance copy of the program book.  The person who leads this needs to have a friend come and work with SLC program info – shadow – to fill her in on what’s going on so she knows what to do.

Volunteers: need volunteers even for Monday morning to help with educational visits.

EC: recruit volunteers.

Volunteers: volunteer coordinator collects and disseminates names, but EVERYONE needs to encourage volunteers.

Energy breaks: 12 tables, discussion topics with TESOL leaders

Global Village hospitality: needs affiliates list.  List of favorite international hangouts.  (My idea: Internationals might want to know about familiar stuff, but they may want to know more about other hang outs to get local flavor).

MA student forum: Tuesday – some concurrent sessions, a plenary, IS meetings at lunch.

PhD student forum: informal networking between students with similar interests.

Interpreter services: Needs to know who needs services outside regular convention days.  People signing up for educational visits, student forums, PCIs etc – need to make sure interpreter services are available.  They have drafted a contract and it’s going to Jaime.  We need to get the contract to this person and make sure who agrees and signs.  Freelance interpreters usually work 8 hours – but nature of convention is longer days.  How do we handle that.

Hospitality: made a list of services – asked other team leaders to comment on them.  Encourage people to print off before they come to reduce printing costs.

Security takes care of lost and found.

Media and Publicity: anticipate needs of media – putting together media packets, and the press room.  Doing digital and hard copy.  Need pictures of main speakers, VIPs.  Photos of local people and leaders.

Networking room: hot topics schedule – posted outside room.  Earl will do but also need a co- leader locally to help out.  This is a place where we can be topical – bring up topics for things that have arisen since the close of call for proposals a year earlier.

Idea: are there things we should videotape to show to team leaders so they can see what happens?

Presentation facilitators: see that presenter is there.  Track # of attendees for future conventions.  Making volunteer schedule.

Exhibitor’s assistants: booth sitters at exhibitor breaks.  Take advance requests from publishers.  As of now has 3 vols.  Booth should be inside exhibit hall.  StL said only needed about a dozen volunteers.  Exhibitors appreciate it – and give small gifts.

Strands: Lynore connects with IS leaders.  Can I give Lynore $100 for having to be there on Tuesday to talk to IS leaders from shadowing expenses?

Treasurer – reimbursements need to be OKed by local co-chair you report to.

Featured speakers: they’re informed, gifts ordered and received, etc.

Volunteers: totals around 400 volunteer slots for the lunch voucher 4 hour slot.  Many people do multiple slots.

Volunteers who are not registered but who want an exhibitor pass – find out when Jaime needs to have list of names.

Idea: if people say they want to volunteer: get their name and eMail address and send a follow-up note – give them the volunteer URL.

Volunteers need to be centralized: check in at volunteer office – get voucher there, if people show up to sign up for volunteering, they go there.  How centralized do we want volunteers to be?  Volunteers MUST have checked in at the vol booth to get letter of appreciation so they can check contact info.  We need to check about what kind of publicity we have put out to get volunteers.  What venues are available – electronic, TESOL pubs, affiliate pubs, etc.  Should we have  the vol list with eMail addresses to write to them – to say thanks again – want to help at OUR convention?

Need to book some space for the local affiliates for them to have a business meeting – conduct their business.  Should the president of the affiliate be considered a defacto team leader?  They arrange an affiliate booth, do a business meeting.  We need to check with Jaime about this – what kind of space is auto-allocated, and how are they contacted about their booth?

Global Village International Hospitality: shows posters and information about what the international affiliates are doing.  Seems vague and ill-defined.  Doesn’t really provide very much.  Doesn’t seem to serve much purpose.  Internationals need a place to network.  Should there be an international topic in the networking rooms – something for EFL folks to bring them together.

Jim Rogers raised a point: would someone making a presentation at the MA Student Forum (an invited but unjuried presentation) – would people put those on a TESOL Presentations (misleading since TESOL presentations are juried and that would make this look juried).

I need to send everyone copies of the logo as a MSWord document, and out latest team leader distribution.

What team leaders do during the convention:

Attend the opening plenary: recognition, a real event

I need to talk to Jaime about getting partners allowed to attend the opening plenary.

We need to get requests from team leaders about people who should be invited to special event, eg presidents reception, opening plenary.  Eg: principals, directors, etc.  Someone you wish to honor.

Featured speakers: try to attend as many as you can.

TLC room: stop by occasionally; light breakfast/sandwich lunch.

Communicate with your core planners

Touch base with your volunteers from time to time

Hand out lunch vouchers (but not too freely)

Team leader party

Take notes for following team.

I need to send a copy of the team assignments (to core planners) to Jim

fabame@cc.usu.edu

Copies of final budgets need to go to all local co-chairs so they know final budgest so they can approve expenditures knowledgably.  We should keep copies of budgets for ourselves for reference when we need to approve expenditures.

You need to be familiar with your program guide – the handbook calendar – there are dates by which things need to be done.  Make sure things are being done.

Promo push brings people together.  Develops team spirit and enthusiasm.  Make the promo booth a party atmosphere.  Creates a lot of energy and spirit.

For promotions: VisionWare: let’s get a teeshirt.  Leave tickets – got books from exhibitors and had a raffle.  Had raffle tickets.  Gave things away –got people back to the booth.  Had local affiliate donate money for mascots and some other stuff.  Maybe a videotape from the convention bureau.  If we need a VCR we need to order the AV equipment.  Baltimore booth will be in the registration area.  I need to check with Jaime about how we would pay for a TV and VCR.  Team leaders that should really be there: EC, convention information, swap show, Polly Richman checking out exhibits; Energy breaks;  Try to spend several hours with the leader they are going to follow up on.  Volunteer coordinator really should come.  Exhibitor assistants.  Educational visits – definite – since it is off site – logistics.  Educational visits has to be organized very early.  To get all the details, all the permissions.  Deadline for getting these into the preliminary program in AUGUST.  AUGUST 1.

I need to ask Helen/Jaime what the deadline is for the prelim program.

Top priority for now is getting team leaders.

Look after your team leaders.  They have anxiety attacks – some early on, some later.

When we get the program book: it needs to have been through a spell checker.  Before it comes to us, it needs to have an initial cleanup.  The editing of the book will take about 10 hours.  I will ask Jaime to HIRE an editor – to do the initial cleanup.  They need to do the proofreading first – and then we do the editing of content.

Budget item: CO proofreader (pre-editing)

We could send it to SLC co-chair for an initial pass – for proofing – they have degrees in editing and are always looking for projects.

How often did you meet with your team leaders: one person did one time, but usually not meeting with them separately.  Tended to select people they work with to be their team leaders.  Most contact was by eMail or with their groups at the big meetings over lunch time.

Volunteers from wherever they can get them.  

For our promo table – we will have lots of “volunteered” volunteers.  Need 3 or 4 at a time – We will need to make up a schedule to have vols sign up for the booth.

Passing the torch: at end of president’s session – StL gave SLC team a banner.  Let’s display the previous one?  President’s session is Wednesday morning.

Get moving right away:

Promotions

Corporate

Educational visits

Teams that work closely together:

Promotion & community outreach

Community outreach & corporate support

Hospitality & TESOL by night

Hospitality & alternative housing (we cannot advertise alternative housing until all housing blocks are full at hotels)

Global Village International hospitality has to be reviewed/redefined – needs to be close to the networking room.  Can it be an affiliate networking table – to make connections between domestic and international.

Community outreach needs more focusing.

The $5k shadowing is send bills to CO.  I NEED TO FIND OUT IF WE HAVE SLEEPING ROOMS FOR SLC.

We core planners have access to the TLC room in SLC and should go there and hang around and learn stuff.

We need to let SLC core planners know who is going to be shadowing so they can know where to come, who to see, when to connect, etc.

I need to find out what’s happening to California education budgets.  What kind of effect will that have on SLC?

Teams that seem to need shadowing

Convention information

Swap shop

Volunteers – 2??

Educational visits – 2?? (Myles person will probably be reimbursed)

Energy breaks

Hospitality

Secretary

4 local co-chairs

Strands - ??

Community outreach - ?

Promotion people at the table: what budget do we have for those people who do that at TESOL SLC?  Are they shadowing?  They don’t shadow – they are working.

Employment clearinghouse: do we really want to fold this in to volunteers: CO would have to schedule, contact, communicate, etc.

$3775 leftover if we pay registration for 7 team leaders.

Are we invited to the team leader party on Friday night?

