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Guidelines for Event Organising:


The following are guidelines to help all cpd25 events run smoothly.
The key things to remember are:

Please communicate as much information as you can with the administrator!

Try to confirm a date and a working title for your event as far in advance as possible, as this makes booking the best venues much easier, and allows the administrator to plan their own leave and workload.

The administrator will resist as far as possible booking two events on one day, as this inevitably affects the level of service we can offer. We only have one laptop, and only one administrator, so it really is worth trying to find an alternative date if something is already scheduled for a certain day. All events are listed on the cpd25 webpages.

cpd25 have lots of experience in organising events, with many contacts and information, so if you encounter any difficulties, do ask the administrator or your task group chair for help or advice.
If you are chairing or attending an event, do ask delegates to fill in the feedback forms, especially if the administrator has been unable to attend, as these are invaluable in assessing the success of an event.

Thanks!


Claire Hackshall
cpd25 Administrator 
M25 Support Team



LSE Library


 


10 Portugal Street
London WC2A 2HD
Telephone: 0207 955 6452  



cpd25@lse.ac.uk

Checklist for organising events

A date and a working title should be put in the cpd25 calendar as soon as possible to aid planning and avoid clashes.  Events generally take place in the afternoon (2pm-5pm) or for a full day (10am – 4pm approx) and the administrator will find and book a venue that matches your needs.  Bear in mind that expected attendance numbers, room layout and AV requirements will affect the choice of room, so please remember to inform the administrator of these.  

Getting the event information to the administrator within six weeks of the event deadline is vital.  Of course, all details can be filtered to the administrator as you get them prior to the deadline, and it can be re-assuring for both of you to see an event starting to take shape.  The earlier the publicity can go out the better!

At least 6 weeks before a visit the administrator will need the following information:

· Your covering text to advertise the event.

· Confirmed date and time of event

· Brief bibliographic details of speaker(s) and contact information

· Any AV requirements

· The cost of any travel expenses or trainer fees?

· Group topics and leaders (will only apply to some events)

· Programme for event with timings (including tea!)

· Who is the event aimed at and what is it likely to cover?

· How many people can be accommodated at the event?

It is helpful if you can attend the event you have organised both to represent CPD25 and as a mutual support for the administrator.
It is also important to consider the needs of the speaker(s) at our events. Sconul guidelines suggest:

What you need to tell them:
Event details

· The aims and objectives of the course/conference

· Where and when it will be held

· Who the target audience is and likely delegate numbers

Their participation will be

· Single speaker

· Panel of single speakers

· Interactive panel

· Question time

· Start time and overall duration

The brief for their paper

· Aims

· Level

· Style (serious, descriptive, provocative, idiosyncratic, summarising etc)

What you need to know from them:
Fees 

· How much is the fee

· How would they like it to be paid

Facilities

· AV Requirements

· Disabled Access

After the event the administrator will compile a feedback summary for the organiser(s) and task group chair. 

Checklist for Organising Visits
The timetable for organising visits is set out below, including lists of what the administrator will need to know and when:

The date and times for the visit should be passed on to the administrator as soon as it has been decided by the hosting library, along with any information you may have at this stage (see list below)
At least 6 weeks before a visit the administrator will need the following information:

· Confirmed date(s) and time(s) of visit(s)

· What will the visit cover?

· Who is the visit aimed at and what is its purpose?

· How many people can be accommodated on the visit(s)?

· Full address of where the visit is to be held

· A contact name with telephone/e-mail at the hosting library

· Name/place for people to report to on arrival (especially important if library site is complicated or entrance is not clear)

· Will tea be offered? – If not, arrange for CPD25 to pay and invoice to be sent to administrator

· Can the library supply an email for map(s) to be sent out with the visit confirmations?

Once all this information has been gleaned and passed on, you can sit back and relax for a while!

When neither the administrator nor the organiser can attend, other cpd25 task group members should be approached to lead a visit.  

CILIP Chartership Programme

These are organised in the same way as events (from your point of view) and the above checklist would largely apply.  They are administered differently in that the places are reserved and paid for in bulk by Institutions. 
The important things to remember when planning the workshops (in addition to the details above are:

· They should contain a practical element where possible – as these slots are late in the afternoon, it really helps the delegates keep engaged.
· Workshops ideally should be scheduled for a 4-6pm slot, with the idea that candidates are released from work for part of the session, and use their own time for the rest.
· Candidates complain when they don’t get tea!

Example Visit Programme

CPD25 - Visit to Guardian Newspaper Library

Wednesdays 13th & 27th February 2002

2.30pm – 4.00pm
Guardian Newspapers Ltd.,

119 Farringdon Road

LONDON,

EC1R 3ER

Underground:  Farringdon
This visit offers a chance to see the library service that supports reporters working for the Guardian and Observer newspapers. Helen Martin will show visitors the electronic archive facilities, and the research intranet with useful sites for journalists.

Booking info (added by the administrator)
Example Event Programme

Building a successful CILIP Chartership portfolio

Wednesday 27th April 2005: 1.00pm – 4.45pm

Manuscript Room, Senate House Library

Speakers: Michael Martin, Gerry Power, Judith Cattermole and David Gee

CPD25 is pleased to offer an afternoon seminar on Wednesday 27th April 2005 that aims to explore the whole process of building a portfolio of professional development in librarianship and the information professions for the CILIP Chartership qualification. The key objectives of the afternoon are to:

· To learn about CILIP’s new Framework of Qualifications and the Chartership criteria.

· To identify some of the evidence that might be included in a Chartership portfolio.

· To exchange ideas on ways to document continuous professional development.

· To explore the CILIP assessment criteria and to see how examples of evidence might meet these criteria.

· To learn from good practice in supervising and assessing CILIP Chartership candidates.

Although this seminar will contain much general advice and exchange of experience, its emphasis will be on helping CILIP Chartership candidates. A second seminar will be held on Wednesday 8th June 2005 where the emphasis will be on building a portfolio as part of the CILIP Revalidation Scheme.

Programme

1.00 – 1.30

Arrival and registration

1.30 – 1.35

Welcome and introduction (David Gee)

1.35 – 2.15
The new CILIP Framework of Qualifications – an overview of the changes to the Chartership qualification, the new Revalidation qualification, changes to Fellowship and the new Certification qualification (Michael Martin)

2.15 – 2.30
Tea and Coffee

2.30 – 2.45
The portfolio process: selecting evidence, reflection and presenting evidence – an introduction (Gerry Power)

2.45 – 3.45
Workshop session on identifying and selecting evidence and exploring the assessment criteria (Gerry Power)

3.45 – 4.00

Tea and coffee

4.00 – 4.30
What factors make for a successful Chartership portfolio? (Judith Cattermole)

4.30 – 4.45
Question and Answer session - Panel discussion and summary of outcomes (Chaired by David Gee)

4.45 Close

Booking info (added by administrator)
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