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Preface

This booklet is intended to serve as a guide for departments of political science that have been chosen to host the Annual Conference of the BC Political Studies Association (BC PSA).  The idea of drafting it sprang from our experience at Langara College as organizers of the BC PSA Conference held in May, 2001.  Initially, the task we faced seemed quite daunting since our four-member Department had never before hosted so large and complex an event.  To make matters worse, there was no manual to which we could refer--not even a check-list of tasks.  Fortunately, through careful planning, and with the advice of organizers of previous conferences, we were able to get the job done satisfactorily.  Nevertheless, it seemed to us that a “how-to” manual would obviate the need for local organizers to re-invent the wheel every twelve months. With that goal in mind, we decided to set to work.

Written shortly after the conclusion of the 2001 Conference, this guidebook reflects the knowledge and retrospective insights we acquired as Conference conveners.  It has also benefited from the assistance of Dr. Michael Howlett of SFU, who provided many valuable suggestions based on his long association with the BC PSA.  The author, however, assumes full responsibility for the finished product.

While we trust that this manual may be helpful to future conveners of the BC PSA Conference, it is not intended to be the last word on the subject.  Naturally, each year’s hosts should feel free to improvise as they see fit.

Stephen Phillips,

Langara College,

July 2001

I. Overview of Tasks

The following is a list of major tasks and the approximate dates by which work on them should be started.  It assumes a Conference held in May, preceded by a year or so of planning and preparation.

A. Formation of organizing committee (June)

B. Agreement on dates and theme of Conference (June)

C. Preparation of budget (July-August)

D. Issuance of Call for Papers (including notification of Student Essay Competition) with January 15 deadline for paper proposals (Sept.-Oct.) 

E. Advance booking of rooms (Sept.)

F. Invitations to guest speakers (Oct.-Nov.)

G. Preparation of publicity materials (Nov.)

H. Establishment of Programme Committee (Dec.)

I. Arrangements with caterer (Jan.)

J. Contact with Textbook Publisher representatives (Jan.)

K. Issuance of Final Call for Papers with February 15 deadline  (Jan.)

L. Meeting of Programme Committee, drafting of provisional programme, and posting of Web site.  Issuance of notice of acceptance to paper-givers (Feb.)

M. Organization of Panels and Special Roundtables by Programme Committee. Issuance of confirmation of participation to panel chairs and discussants (Feb.-May)

N. Purchase of registration kit materials (Mar.-April)

O. Booking of A/V equipment, tables, etc. as required (April)

P. Confirmation of arrangements with Building Security (April)

Q. Registration planning (April-May)

R. Adjudication of student essay awards (April)

S. Posting of Final Programme to Web Site (May)

I.
Preliminary Tasks (June-December)

A. Formation of Organizing Committee

An Organizing Committee should be established early, say late May or early June of the preceding year, before faculty disperse for the summer holidays.  In smaller departments (i.e., those having fewer than six faculty members), the Committee should probably be a Committee of the Whole.  Given the sheer number of tasks to be carried out, responsibilities should be assigned to Committee members in an equitable manner so that no one is obliged to shoulder a disproportionate share of the work.  A chair should be chosen to convene meetings and to coordinate the work of the Committee.  Minutes of each meeting should be kept to enable the Chair to keep track of actions which the Committee has resolved to take.

Later on, a separate Programme Committee (or subcommittee) should be struck to review paper proposals and to organize the Conference programme.  Another Committee or sub-committee will be required a month or so before the Conference opens to evaluate papers submitted for the BC PSA Student Essay Competition.

B. Conference Dates

Traditionally, the BC PSA Conference has been held in early May, on the Friday and Saturday preceding the start of summer session classes at the host institution.  The advantages of this time are, first, that most faculty are available to attend, having completed Spring teaching duties.  Secondly, there typically will be more classrooms available for Conference use during the inter-session period.

The Organizing Committee should choose a date by mid-summer and then advise both the BC PSA Executive and the Chair of the Articulation Committee.

C.  Conference Theme

It is customary for academic conferences to be built around a theme.  The theme provides a focus for paper proposals and helps to give the Conference a distinctive identity.  On the other hand, the importance of the theme should not be exaggerated.  Most themes, such as the politics of “globalization,” “citizenship,” or “representation,” are sufficiently broad to encompass an eclectic assortment of papers.  Besides, it is neither necessary nor desirable that all, or even most, papers address the theme.  It is sufficient that a certain number do so and that the keynote speaker be invited to address his or her remarks to some aspect of the Conference’s theme.

D. Budget

BC PSA Conferences are expected to generate a small profit in order to subsidize the publication of conference proceedings, to defray the cost of student and other awards, to offset ongoing costs of the Association, and to build a contingency fund for future meetings.  It is crucial therefore to draw up a realistic budget and to adhere to it.

A preliminary Budget should be drafted at an early stage.  This will require, first,  an estimate of the likely attendance. Attendance in turn will depend largely on the location of the Conference.  Lower Mainland sites generally can expect the highest turnouts. Approximately 85 persons registered for the 2001 Conference in Vancouver, 30 of whom presented papers.   Once attendance has been estimated, this figure may be used to calculate the projected revenues from registration fees, the main revenue source.  In addition, research must be carried out on various expense items so that a reasonable estimate of total expenses may be calculated.  See Appendix A.

1) Expenses

a) Meals.  Friday and Saturday lunches constitute the largest expense items.  Once you have determined how much you can afford to spend, meet with the campus caterer to draw up a menu which suits your budget.
b) Reception.  If planning to hold a wine and cheese reception, find out whether the caterer is able to provide a bartender and to take care of purchasing liquor (including obtaining a liquor licence). Procedures may vary from one institution to another.  E.g., universities may be able to hold a wine and cheese reception at their Graduate Students’ centre or Faculty club. A “No Host” arrangement is acceptable.
c) Parking.  As a courtesy, it has been the practice of past Conferences to provide parking passes to registrants on request.  Depending on your institution’s policies, you may or may not be charged for such passes.

d) Supplies.  Certain expenses, such as stationary and photocopying, may be charged to your Department’s budget, depending on the availability of funds and/or the policies of your college/university.
1) Revenues

a) Enquiries should be made with the appropriate Dean and/or Vice President about the availability of College/University funds.  Traditionally , the College pays for the entire cost of the lunch on the day of the Articulation meeting (Saturday) and provides additional funds toward Meeting costs in the range of $2000 - $3000.

b) Funds, such as Work Study, should also be available to hire a number of 

student assistants.

c) Registration fees.  These constitute by far the largest source of revenue. It 

is up to each host institution to set the fee tariff.  It is customary to set an early registration date and fee (e.g. $65 up to 30 April) and a higher fee (e.g. $85) applicable after that date. A much lower rate (e.g. $35) is assessed for students to encourage attendance.

d) Some revenue may also be generated from the sale of papers, ten copies of which each presenter is asked to bring to the Conference.  Publishers are usually willing to sponsor and pay the cost of meeting breaks (e.g. coffee and muffins).

E. Call for Papers 

The Call for Papers is the first official notice of the Conference.  (see Appendix B.)  Ideally it should be issued between mid-September and mid-October and provide details on the following:

1)  The dates and venue of the Conference

2)  The Conference theme

3)  The deadline for submitting paper proposals—usually mid-January

4)  Registration details, including registration fees.

5)  Information on the BC PSA Student Essay Competition, including deadline for receipt of papers (late April).

6)  Notice of the Articulation meeting.

To whom should the Call for Papers be sent?  There is no central registry of BC PSA members.  Instead, notice of the Conference reaches our intended audience through various means, chief among which are the following:

1)   Notice is sent to all those who attended the previous year’s Conference.  In most cases, notice is sent by e-mail.  In the absence of an e-mail address, it is sent to the institutional (or other) address on record.  Contact the hosts of previous years’ Conferences for their contact list.

2) Notices are posted to the Chair of each political science Department in BC

Alberta and to institutions in the US Pacific Northwest.  (See Appendix C). A Conference poster may be enclosed with the request that it be posted in a conspicuous place in the Department.

3)  A general notice is sent to POLCAN, electronic bulletin board of the

Canadian Political Science Association.  (polcan@sfu.ca)

4) Details of the Conference may be posted on the BC PSA Web site.  Send the relevant information to Dr. Michael Howlett (howlett@sfu.ca).  If you choose to set up your own Web site for the Conference (see below), Dr. Howlett will provide a link to it from the BC PSA site.

5) Since the Conference is open to anyone having a scholarly interest in politics and government, whether or not s/he is currently affiliated with a college or university, it is a good idea to refer to your Department’s personnel files and to extend invitations to former sessional lecturers and to individuals who have applied for teaching positions in the Dept. in recent years.

6) Notices may also be sent to BC Members of Parliament and to Members of the Legislative Assembly.  Typically, at least one of the Roundtable Sessions is devoted to BC Politics and often features active or retired BC politicians and administrators. 

F. Conference Web Site

It is now a standard practice for Conference conveners to post Conference information on the Web.  In this way, those planning to attend the Conference may quickly and easily acquire up-to-date details.  Conference web sites may be set up in either of the following ways:

1) Host Department creates own Web Site

The usual practice in recent years has been for Departments to create their own Conference Web sites.  This may take the form of a dedicated section of their existing Department Web site. A key advantage of this arrangement is that the Web site may be designed according to the taste and technical expertise of each host institution.  As well, posted information may be updated, as required, without delay.  On the other hand, this option pre-supposes that the Department has within its ranks faculty members with the necessary technical expertise or that it is able to enlist the services of a Web designer within the College.  If neither of these conditions obtains, option 2 (below) should be considered.

2) Conference Information posted on BC PSA Web Site

As an alternative to setting up a special Conference web site, you may request the BC PSA at Simon Fraser University to add a Conference page to the Association’s permanent Web site.  Under this arrangement, the host Department would forward information to SFU, which would then proceed to post it.  The disadvantage of this option is that there may be some delay between the transmission and the posting of updated information.

G. Other Publicity

The Conference may be publicized through various means, including posters and handbills.  Conference posters should be produced in the Fall so that they may be mailed out to Department heads along with the Call for Papers.  The posters may also be displayed in classrooms at the host institution to encourage attendance by students.  In addition, handbills may be produced for distribution by members of the Organizing Committee at meetings and other events off campus where they are likely to meet colleagues from other departments.  (See Appendix D.)  Host faculty should also make a point of visiting other departments to talk up the Conference among colleagues.

Free publicity is also available at the host institution through notices in faculty newsletters and news releases to the campus press.

III.
Pre-Conference Tasks (January-early May)

A. Programme Committee

Following the issuance of the Call for Papers, a Programme Committee should be established, consisting of at least two Department members.  Its task is to review and approve paper proposals, to assign papers to appropriate panels, and to recruit chairs and discussants for panels and roundtables.  The Committee also has the vital job of politely (but firmly) reminding paper-givers who miss the submission deadline to send in their papers with all practicable speed!

Hints on recruiting chairs and discussants:

1) Check the list of participants in the previous year’s Conference

2) Approach persons to act as discussants who are known to have an interest in the subject area of the panel

3) Check your file of recent job applicants (and their cv’s)

4) Contact the BC PSA Executive and the heads of other Political Science Departments for leads

Following the deadline for receipt of paper proposals (mid-January), the Programme Committee should meet to review them and to assign them to a tentative list of panels.  

B. Notice of Acceptance of Paper Proposals

As soon as paper proposals have been approved, the Committee should send confirmation of acceptance without undue delay.  Otherwise, persons submitting proposals may presume that they have been rejected and then proceed to make other plans. Use of e-mail for all programme correspondence is acceptable and encouraged.

Notice to paper givers should include the following:

1. Format specifications.  Paper-givers should be advised to follow the style used by the Canadian Journal of Political Science.  Papers should not exceed 30 pages single-spaced, including footnotes.

2. Deadline.  The deadline for receipt of papers is February 15.  (It may be extended later at the discretion of the Programme Committee.)

3. Copies.  Paper-givers should be asked to mail a hard copy of their paper to the Committee along with a floppy disk on which the word processing software used should be clearly indicated.  An electronic version of the paper by e-mail attachment may also be requested. Paper-givers should also be directed to bring at least ten (10) copies of their paper to the Conference.  These will be sold in the publications room.

4. A/V Requirements.  Paper-givers should be asked to indicate whether they will need any audio-visual equipment for their presentation (e.g., overhead projector, Power Point, flip-chart, etc.).  Availability of such equipment should be confirmed early and appropriate bookings made.

C. Advance Booking of Rooms

Classrooms, lecture halls, and other facilities you will require should be booked as far in advance as possible as there are likely to be meetings and events planned by other campus groups for the inter-session period in early May.  Bookings should be made in September, if possible.  Note that your institution may have different booking procedures for different venues (e.g., classrooms/meeting rooms/faculty lounge/cafeteria).  

Typically, the following types of rooms will be required:

1) At least one lecture hall (with seating for 100+) for plenary sessions.

2) Four-five classrooms seating at least 20 for specialized panels.  These will be required for the entire two-day period.

3) A meeting room seating at least 20 for the Saturday morning BC PSA business meeting and the Articulation Committee meeting which follows it.  Note that the booking of a meeting room is the Conference organizers’ sole responsibility with regard to the Articulation Committee meeting.

4) A large room in which the Book Publishers may set up their displays, Conference papers may be sold, and refreshments may be served.

5) Lounge or cafeteria for the two lunches.

6) Other venue (if lunch venue inappropriate) for Friday and/or Saturday reception.

D. Keynote Speaker

It is customary for the BC PSA to invite a keynote speaker to address the Conference.  Past guest speakers have included Stevie Cameron, Vaughn Palmer, Edwin Black, Lloyd Axworthy, and Andrew Petter.  CPSA Presidents are also normally sent an invitation to attend or speak.  Past CPSA presidents such as Peter Aucoin and T.C. Pocklington have taken advantage of this standing invitation. Note that a respected keynote speaker may generate additional interest in the Conference and help to boost attendance.  Accordingly, as soon as the speaker is confirmed, s/he should figure prominently in Conference publicity materials. A short list of preferred speakers should be drawn up as soon as possible so that invitations may be extended and arrangements confirmed early in the New Year.

Because of limited financial resources, it is usually beyond the means of the BC PSA to pay for the airfare and accommodation expenses of out-of-province speakers. However, it worth contacting the Department heads at UBC, UVic., SFU, and UNBC to enquire whether there are any visiting faculty in the Dept. who may be approached as keynote speakers.  Typically, speakers are presented with a gift and/or small honorarium, plus a complimentary Conference pass.

Speakers are often scheduled to give a luncheon address; however, the timing of the address is up to the Conference conveners.  If the keynote speaker’s address falls outside the lunch period, other events should not be scheduled to conflict with it.

E. College/University President or Dean to Open Conference

It is customary for the Conference to open with official greetings from the President or Dean of the host College or University.  A plenary session of fifteen minutes or so should suffice for this part of the Programme.  An invitation should be extended to the President by the Chair of the Organizing Committee early in the New Year.

F. Book Publishers

A major attraction of the Annual Conference is the Publishers’ Room, where representatives of leading academic presses exhibit their latest publications.  In recent years publishers have been invited to attend the Conference for a sponsorship fee of $100, the proceeds of which have been used to pay for refreshments.  Publisher representatives should be advised that their registration fee includes two lunches, a reception, and refreshments.  See Appendix E.

Publishers whose participation is confirmed should be acknowledged and thanked for their sponsorship in the letter of welcome included in the registration kits.

G. Catering

Catering is usually provided by campus food services.  In fact, at most colleges and universities it is mandatory for campus events to be catered by the institution’s official food services provider.  Ordinarily BC PSA Conferences feature catered lunches on Friday and Saturday.  In addition, there is usually a wine and cheese reception on Friday afternoon.  A post-Conference social may be held late on Saturday afternoon, either on campus, at the Students’ Union or the Graduate Student centre, or off campus at a nearby restaurant or pub.

Another matter which should be arranged with the caterer is to have pitchers of water and drinking glasses delivered on both days to all of the Conference venues.

H. Accommodation

When the Conference is held outside the Lower Mainland, a large proportion of those in attendance will require overnight accommodation.  The Organizing Committee therefore should make appropriate arrangements.  Universities should enquire about reserving rooms in student halls of residence.  During the summer session, there should be ample vacancies.  For Conference-goers who desire less austere accommodation, a bloc of rooms should be reserved at a local hotel.  It may be possible to secure a government rate on the grounds that the Provincial Articulation meeting is an integral part of the Conference. It is also worthwhile to obtain information about bed and breakfast accommodation in the vicinity of the Conference site.  Such information should be available from the local tourist bureau. Links to these sites should be included on the Conference web site.

I. Public Transport

Information on major bus routes serving the Conference site should be posted on the Conference web page.

J. Drafting of Provisional Programme

1. General:  As soon as papers have been assigned to panels, a preliminary programme should be drafted and posted on the Conference web site. The programme provides an agenda of morning and afternoon events over the two days of the Conference.  Information on each panel should include the following:  time, room number, name of paper presenters, title of papers, name of chair, and name of discussant.  In addition, the institutional affiliation (if any) and e-mail address of panel participants should be provided.  The latter information will allow the participants to communicate with one another ahead of time.  It will also allow paper presenters who are late in submitting their papers to transmit them directly, by e-mail attachment, to the discussant.

2. Scheduling Events:  The Annual Business meeting of the BC PSA is usually held between 0800 and 0900 on Saturday.  The same room is then used for the Articulation Committee, which meets between 0900 and 1200.  For the benefit of those attending the Articulation Committee meeting, it is customary to minimize the number of panels held on Saturday morning. (See Appendix F3.)

3. Panels versus Roundtables:   The majority of sessions will be panels, usually featuring two paper presenters, a discussant, and a chair.  In addition, there are usually two or three roundtables, featuring four or five speakers (who do not present papers) and a chair.  Typically, one of the roundtables addresses some aspect of BC politics.  Another deals with the teaching of political science courses in a particular sub-field.  Recent Conferences have featured roundtables on teaching Comparative Politics (UBC, 1999), Canadian Politics (UVic., 2000), and International Relations  (Langara, 2001).  By tradition, the roundtables are designated as being jointly sponsored by the BC PSA and the Articulation Committee. 

4. Revisions:  The posted www draft Programme should be revised periodically, with the date of each revised version being clearly indicated.

K.
Bank Account

Early in the New Year, you should open a special account for the Conference.  Ordinarily, this can be done through the college/university by setting up a Department sub-acccount, rather than opening a separate account off campus at a bank or credit union.  See your Bursar or Comptroller for details.  The advantage of setting up such an account is that expenses incurred through the college/university may be debited directly to the account and registration cheques may be deposited on campus.  Non-college expenses, such as travel grants or honoraria for guest speakers, may be paid by cheques requisitioned from the college and drawn on the account.

L.
BC PSA Student Essay Competition

Every year, the BC PSA sponsors an essay competition for political science students across BC.  Papers submitted in courses in the 12 months preceding the Conference are eligible to be entered in the competition, on the recommendation of department faculty.  Each department may submit one paper in each of the following four categories:  junior undergraduate; senior undergraduate; MA student; Ph.D. student.  The deadline for receipt of papers should be the third week of April, after which the Conference organizers will evaluate them and select a winner in each category.  As soon as the papers have been judged, the organizers should notify Dr. Mike Howlett, Secretary-Treasurer of the BC PSA, who will prepare cheques for the successful contestants.  The cheques are awarded by the President of the BC PSA at the Friday or Saturday Conference lunch.

M. Receipts

Information on registration should advise that receipts for advance payment of registration fees will be provided at the Conference Registration Desk.  This will simplify things for the Conference organizers.   Nevertheless, some registrants may request that their receipt be sent to them immediately, particularly if they wish to submit expense claims for the current budget year.  Such requests should of course be complied with without delay.

N. Registration Kits

Registration folders typically contain the following items (see Appendix F):

1. Letter of welcome from the Organizing Committee

2. Long and short versions of the Programme

3. Campus map

4. Lunch vouchers

5. Tourist information (e.g., mini-map of city, restaurant guide, etc., bulk quantities of which should be available free of charge from the local tourist bureau)

6. Feedback Form

Student assistants may be recruited to assemble the kits, shortly before the opening of the Conference.

Parking passes (if applicable) may be issued to registrants on request.  Name tags should be prepared in advance for those who have pre-registered.  A supply of blank name tags should be available for late registrants.

O. Booking A/V Equipment

In the notice of acceptance, paper-givers should be asked to indicate whether they require any audio-visual equipment (e.g., overhead or slide projector, flip-chart, Power Point) for their presentations.  The required equipment should then be booked through the appropriate channels. These requests should be forwarded to the Chair of the Organizing Committee as soon as possible.

P. Building Security

Enquiries should be made with your college/university Building/Facilities manager to ensure that classrooms and other facilities (including parking) will be accessible during the hours when they are required.  In this connection, you will probably have to make special arrangements with the college/university since building hours are usually more limited during the inter-session period.  

Make sure you have a phone number for campus security at the ready in case you encounter doors which are unexpectedly locked or you need access to equipment which unaccountably has not been delivered!  A general rule of thumb in these matters is to anticipate and be ready to trouble-shoot any number of administrative foul-ups.

Q. Signs

A series of signs should be produced to direct Conference visitors to the various venues.  Signs for exterior use should be laminated or otherwise weather-proofed.

In addition, signs should be posted in a prominent place outside each classroom listing the particular events to held in that room during the two days of the Conference.

IV. During the Conference 

A. Registration Procedure

The registration desk should be equipped with the following:

1. Cash box, with a cash float to provide change for those paying registration fees in cash.

2. A set of pre-assembled Conference kits.

3. Receipt books.

4. An accurate list of all those who have pre-registered.

5. Blank name tags for those who have not pre-registered.

B.
Cash

Cash payments received at the registration desk and the proceeds of the sale of Conference papers should be stored in a safe and secure place on Friday evening and immediately following the close of the Conference on Saturday afternoon.

C.  Miscellaneous tasks

1. Ensure that paper-givers deliver ten copies of their paper to the Publications and Refreshment room.  Be sure to retain at least one copy to be included in the Conference proceedings. 

2. Monitor attendance at the sessions and be prepared to make last-minute substitutions for chairs and other participants as required.

3. Be available to trouble-shoot.  Student assistants can be helpful here.

D. Clean-up

The Organizing Committee should clarify with facilities personnel ahead of time their responsibilities for clean-up and for the return of A/V equipment or furniture to storage areas.  To minimize the likelihood of property damage or loss, security or facilities personnel should be informed promptly if afternoon proceedings on either day conclude earlier than scheduled. In that way, buildings and equipment may be appropriately secured.  

V. Aftermath

A.  Miscellaneous

1. It may be necessary to pursue Conference participants who are tardy in paying their registration fees.  

2. A Final Statement of Account should be prepared and forwarded to the Secretary-Treasurer of the BC PSA.

3. Feedback forms should be reviewed and any useful recommendations forwarded to the organizers of the next year’s conference.

B. Proceedings

The Programme Committee is responsible for retaining at least one electronic copy and, if possible, at least one hard copy of every formal paper presented at the meetings.  These should be forwarded to the BC PSA Secretary as soon as possible after the Meeting along with one clean and one annotated version of the Final Programme indicating which papers were actually presented at the Meetings and containing contact information for all presenters. 

VI.  Ideas for Future Conferences

A. Funding.  Additional sources of Conference funding may be explored—e.g., to defray overall Conference expenses or specific costs, such as the travel and accommodation expenses of out-of-province guest speakers. A list of charitable foundations should be available from the college/university administration.  Another possible funding source is sponsorship by provincial or federal crown corporations.

B. On-line Registration.  It is increasingly common nowadays for Conferences to provide for on-line registration.  E.g., this was a feature of SFU’s “Global Turbulence” conference, organized by the Political Science Department in July, 2001.

C. Video-recording of Conference proceedings.  Selected Conference proceedings, such as addresses by keynote speakers, may be videotaped or digitally recorded and made available for downloading at a later date on the BC PSA web site.

Appendices

A. Budget for BC PSA Conference, May, 2001

B. Call for papers

C. List of Departments of Political Science at colleges and universities in BC, Alberta, and the US Pacific Northwest.

D. Publicity poster and handbill, BC PSA 2001.

E. Invitation to book publishers

F. Registration kit, selected contents:  

1. Letter of welcome

2. Final Programme (long version)

3. Final Programme (short version)

4. Lunch vouchers

5. Name tag

6. Feedback Form

