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ASAB Winter Conferences
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Notes for Conference Organizers

Introduction
Thank you for agreeing to organize an ASAB winter conference. In recent years ASAB conferences have followed a fairly consistent pattern. However, conference organizers should not necessarily feel obliged to stick to this pattern: Council has agreed that changes such as the inclusion of more review papers and discussion sessions will be viewed favourably. Consequently, the notes below, which describe a 'traditional' winter ASAB conference, should be regarded as advisory rather than obligatory: the style of the conference, as well as the choice of specific content, is very much a matter for the individual conference organizer to determine.

Selection of topic and venue

Traditionally, the venue for winter meetings is the Institute of Zoology meeting rooms, Regent’s Park, London. At present proposals for conferences are being dealt with by Council about 2 to 3 years in advance. This means that a topic that has been approved by Council need not necessarily be immutable - for example, if intended speakers turn out not to be available there is usually time for the conference topic to be changed. Minor changes in emphasis or balance in the conference program are entirely a matter for the conference organizer, but major changes require approval by Council.

Conference duration and times

· The winter conference traditionally lasts two days, and occupies a Thursday and Friday around the first weekend of December. It is usually devoted to one specific topic.

Bookings

· The ASAB Secretary usually takes care of the booking of the Institute of Zoology meeting rooms in the London Zoo.
· Accommodation for the organizers and invited speakers is also booked by the Secretary. Make sure that the speakers decide on dates and number of nights well in advance, since we have to book the hotel at least two months in advance to make sure we can all fit into one hotel. Everyone else attending the winter conference is expected to make their own arrangements for accommodation.
· Coffee and tea for the breaks is also booked by the Secretary. Make sure to send the definite programme as soon as you have it ready, so that the caterers can be informed about the timing of the breaks.

AudioVisual Equipment

We are now well and truly in the era of Powerpoint. The meeting room at the Institute is equipped with a data projector suitable for Powerpoint presentations but does NOT have a resident computer. Instead the podium is fitted with four laptop ports and organizers or presenters are expected to bring a laptop to connect up to them. If the meeting relies on presenters bringing their own computers, or (worse) turning up with their presentation on disk, USB stick, CD etc in the hope that someone somewhere will provide a machine to run it on, a LOT of time will be lost as people struggle to set up for their paper. As the organizer, you are therefore advised to ensure that either (a) presentations for each session are pre-loaded onto one computer, if such can be arranged for the meeting, arranged as shortcut icons on the desktop in programme order and thoroughly tested before the session starts, or (b) presenters know they have to provide their own laptop and have it switched on and their presentation loaded and ready to run before they get up to give their paper. A technician from the Institute will be on hand throughout the meeting to deal with any technical problems.

Although most, if not all, presentations will involve Powerpoint, the Institute also provides traditional 35mm slide and overhead projectors, again with technical support.
Book Displays etc

· Publishers often like to have a book display at ASAB conferences and may approach you directly about this. Ideally you should persuade publishers to provide a wine reception or similar in exchange for their display. In recent years ASAB has had an excellent arrangement with 'Wisepress' to this effect. The Secretary can provide contacts.

Speakers

· The conference will be judged by its academic standards. However, the overall coherence of the programme and the standard of presentation are as important as the individual academic content. The mere inclusion of 'big names' is not a guarantee of success.

· Speakers can be specifically invited or solicited via the Newsletter. Most conference organizers opt for both strategies, but there must be space for offered talks. You should make a general call for papers in the Newsletter and on the ASAB web site, so please contact the Newsletter Editor at least a year before the conference. A note of the date, venue and topic of the conference will appear as soon as the conference has been approved by Council so members are well informed about future events. Also the names of the invited speakers and titles of their talks will increase people’s interest in participating in the conference. Update your advertisement in the Newsletter as you get more information yourself.

· The first talk after Friday lunch is reserved for the Niko Tinbergen lecture. The speaker has been chosen by the ASAB Council and invited by the President. The lecture is for one hour and traditionally there are no questions afterwards. The ASAB President always chairs this lecture.

· Writing to invited speakers is entirely a job for the conference organizer. When you invite speakers make sure they know the duration of the talk and the length of the question session and also the extent of the reimbursement offered by ASAB.

· The Secretary can advise on programme structure (duration and number of talks etc.) and supply copies of the programmes of recent ASAB winter conferences.

· Prior permission from the Treasurer is required if you intend to offer expenses to invited speakers. In recent years ASAB has paid expenses for around 3 overseas speakers (of whom 2 might be from the US, 1 from Europe) depending on cost. However please talk to the Treasurer before you enter into any firm commitments!

· A complete final programme, listing all speakers, along with further particulars, must be sent to the Newsletter editor at least three months prior to the conference, and by early September at the latest, so that it may be included in the September issue of the Newsletter. The programme will also be put on the ASAB web site.

· Council likes to see a draft of the programme at its Summer meeting prior to the conference. Please send the Secretary a copy at the earliest possible stage.

· The organizer should send the programme to all speakers at the earliest possible date. This is crucial in cases where the speakers are not ASAB members.

Posters

Posters are a possible addition to a winter conference. In the meeting rooms there is some space to display posters. Make sure that authors know in advance how much space they will have. Posters can be solicited through the Newsletter.

Scientific integrity.

ASAB’s conference proceedings presume absolute honesty and transparency in the science presented by participants. Potential presenters are reminded of ASAB’s policy on scientific integrity on the downloadable Abstract form (Appendix 1).

Ethical Matters
ASAB expects that the papers presented at its conferences will adhere to the ASAB/ABS Guidelines for the Use of Animals in Research (downloadable from the ASAB web site and printed annually in the January issue of Animal Behaviour) and authors are required to sign a declaration to that effect on the Abstract form. Organizers should familiarize themselves with the Guidelines and bear them in mind when assessing submitted abstracts. If the content of an abstract raises concerns (e.g. by suggesting invasive physiological techniques have been used or there may have been excessive aggression) a copy of the Abstract form should be forwarded to the Secretary of the Ethical Committee who may then seek further clarification from the author and advise the organizer (Appendix 2).

Student Grants

ASAB has a Conference Fund which provides financial support for students who attend its meetings. Please contact the Secretary of the Grants Committee or the Treasurer (addresses below) well before your meeting for information on how this scheme is administered.

Publicity

The ASAB Newsletter and web site are the main vehicles for advertising the meeting. Please send the Newsletter Editor details of the conference as soon as possible and update these for each successive Newsletter. Trends in Ecology & Evolution (TREE) will also list a forthcoming conference if the organizer requests it.

Chairpersons

The conference organizer is also responsible for choosing people to chair the meeting. It is traditional to invite the ASAB President to chair the Tinbergen lecture. '5 minutes left' and 'stop' cards should be available and it's obviously important to explain the layout of light switches etc. at the rostrum.

Conference Desk

The conference desk should be open when delegates first arrive, on the first morning of the conference and during subsequent coffee breaks. Provide name badges and copies of the programme. The Secretary can provide membership forms in case anyone wants to join on the spot.

Abstract and Booking Forms

· Presenters should submit their abstract on the standard form downloadable from ‘ASAB Meetings’ on the ASAB web site. The form asks for both electronic and signed hard copy versions to be submitted.

· Make sure you include on the booking form the closing date, and the full name and address (and preferably phone and fax numbers plus email address) of the person in charge of bookings.

· Members need confirmation of booking. The simplest way of doing this is to return a photocopy of their completed booking. When you send confirmation include any other necessary information, such as a map showing the location of the conference, registration details etc.

· Be available in the period immediately before the conference to answer last minute queries and respond to the inevitable late booking requests!

Abstract volume

Although it involves the organizer in extra work, a set of abstracts is a valuable bonus during a conference. These can be compiled easily by cutting and pasting from the electronic versions of the submitted Abstract forms.

Finance

· The Treasurer will pay the bills and sort out the reimbursement of the travel costs.

· There is no registration fee for attending the winter conference.

· Keep all invoices and receipts (these must be passed on to the Treasurer at the end of the meeting).

· At the end of the conference apply to the Treasurer for a cheque to cover outstanding expenses. Send all receipts, invoices, bank statements etc. to the Treasurer, together with a balance sheet listing all income and expenditure.

· You may be able to obtain sponsorship to offset some of the costs of holding the meeting. A guide to sponsorship can be found in Appendix 3. There is no obligation to obtain sponsorship!

Non-Members of ASAB

ASAB conferences are generally open to non-members, subject to the conditions listed in Appendix 4 (Attendance of non-members at meetings). If non-members write asking permission to attend, send them a copy of this sheet or write them a letter saying something similar. Better still, try to persuade them to join ASAB by sending them a membership form (copies of which can be obtained from the Secretary or Membership Office).

Queries

· Financial queries should be addressed to the Treasurer, queries about student grants to the Secretary of the Grants Committee, ethical queries to the Secretary of the Ethical Committee and all other queries to the Secretary. Addresses are listed below.

· Council likes to be kept up to date with the conference plans and to be reassured that everything is going to schedule. Council can also offer valuable advice on the choice of speakers etc. Please send the Secretary a brief report about the conference a few weeks before each of the Council meetings (which occur at the beginning of December and during the Easter and Summer conferences). If you are on Council, expect to be asked for a brief report at each meeting.

Summary

· As soon as the date and topic of the conference are known begin to think about the programme.

· Discuss expenses for invited speakers with the Treasurer. Write to potential speakers. Send a brief note about the conference to the Newsletter Editor, asking for contributed papers. Council considers this to be essential. Keep revising and expanding the Newsletter entry as the conference approaches. Aim to have a complete programme 4-5 months ahead of the conference. Provide the Secretary with a (near) final draft of the programme before the Council meeting that precedes your conference.

· At least three months before the conference, and by early September at the latest, send the Newsletter Editor the final version of the programme.

· Be available to answer queries.

· Try to enjoy the conference!

· Afterwards tidy up the financial business as quickly as possible and write a note of thanks to your speakers.

Important Addresses
Treasurer
Prof Michael Ritchie

School of Environmental & Evolutionary Biology
Dyers Brae House

University of St Andrews

St Andrews, Fife KY16 9TH, UK

Tel: +44 (0)1334 463495

Fax: +44 (0)1334 463366

Email: mgr@st-andrews.ac.uk

Newsletter Editor
Dr Anahita Kazem

Institute of Biology

Norwegian Univ of Science & Technology (NTNU)

Realfagbygget

7491 Trondheim, Norway

Tel: +47 7359 5365

Fax: +47 7359 1309

Email: asab-news@bio.ntnu.no

ASAB Secretary

Dr Sue Healy
Institute of Evolutionary Biology

School of Biological Sciences

University of Edinburgh

King’s Buildings, West Mains Road

Edinburgh EH9 3JT, UK

Tel: +44 (0)131 650 7363

Fax: +44 (0)131 650 6564

Email: s.healy@ed.ac.uk

ASAB Ethical Committee Secretary
Dr Chris Sherwin

Centre for Behavioural Biology

Department of Clinical Veterinary Science

University of Bristol, Langford House

Langford, BS40 5DU, UK

Tel: +44 (0)117 928 9486

Fax: +44 (0)117 928 9582

Email: chris.sherwin@bristol.ac.uk

ASAB Grants Committee Secretary

Dr Emma Cunningham

Institute of Evolutionary Biology

School of Biological Sciences

University of Edinburgh

King's Buildings, West Mains Road

Edinburgh EH9 3JT, UK

Tel: +44 (0) 131 651 3602 (direct)

       +44 (0) 131 650 5455 (messages)

Fax: 44 (0) 131 650 6564

Email: e.cunningham@ed.ac.uk

Appendix 1: standard Abstract form for ASAB conferences

ASAB (EASTER/SUMMER/WINTER) CONFERENCE (DATE)

            Title of meeting

      ABSTRACT

If you wish to submit an abstract for this meeting, please email AND send a signed hard copy of the form below no later than date to: Organizer and address; Email: abc@xyz.ac.uk. There will be space for a limited number of posters. If you wish to present a poster rather than a talk, please indicate this at the bottom of the form. Instructions for preparing posters will be sent to you. Presentations at ASAB meetings must comply with the Society’s standards of scientific integrity (see http://asab.nottingham.ac.uk) and are subject to ethical scrutiny in the same way as papers published in Animal Behaviour; all work presented should therefore conform to ASAB/ABS’s Guidelines for the Treatment of Animals in Research. This should be confirmed by signing the Ethical Statement below. Please complete the form in 12pt Times New Roman font.

	Title:



	Authors:



	Academic address: 

Email address:

	Abstract:




	Poster or talk?                                                         



	Ethical statement:

I confirm that the work described above has been carried out in accordance with ASAB/ABS’s Guidelines for the Treatment of Animals in Research.
Name:                                Signature:                          Date:


Appendix 2 (from the Ethical Committee)

Protocol for Ethical Consideration of ASAB Conference Submissions

ASAB Council decided that it will help maintain high ethical standards in the society if conference organizers ensure that all contributors to their conference have conformed with the ASAB/ABS Guidelines for the Use of Animals in Research.

1. All contributors must make a declaration to this effect to the conference organizer in advance of the meeting. Please ensure that all contributors realise that submissions are only provisionally accepted until their abstract has been approved.

2. If any oral or poster paper poses ethical problems (broadly where you suspect that the costs to the animal subjects may not be justified by the value of the research), the abstract and any other relevant information may be sent to the Ethical Committee by the conference organizer for review. Authors may also contact the Ethical Committee Secretary directly for advice.

3. The Ethical Committee will carry out a review and correspond with authors to gain additional information as necessary. Confidentiality will be maintained throughout and all correspondence will be copied to the conference organizer. Author’s names will be deleted from any records kept.

4. a) Where there appear to be no serious ethical concerns, the Ethical Committee Secretary will send a report to the conference organizer, together with advice on any information that should be included in a poster or spoken paper where necessary. This may be forwarded to the author(s) by the conference organizer if the paper is accepted.

b) Where there are ethical problems the Ethical Committee Secretary will produce a report and recommendation on behalf of the Committee. Acceptance will be decided by agreement between the conference organizer and Ethical Committee Secretary on behalf of Council.

5. Decisions should be communicated to authors by the conference organizer and will be reported to Council by the Ethical Committee Secretary.

ASAB Ethical Committee Secretary
Appendix 3  (by P. Hepper)

SPONSORSHIP FOR CONFERENCES

The aim of the following paper is to give ideas on various sources of sponsorship for conferences and some guide-lines on how to approach potential sponsors. It is by no means exhaustive or restrictive and Conference organizers are invited to explore any routes to obtain sponsorship that seem viable.

Aim of sponsorship

The aim of getting sponsorship for a conference is to reduce costs, either for ASAB or for the individual attenders. Sponsorship may take the form of cash or some service/facility offered free (e.g. a reception reduces all costs by 1 meal).

General points
· Potential sponsors all vary thus there is no single correct approach to every sponsor.

· Do use your common sense and adapt to the situation.

· Most potential sponsors will be getting requests from all sorts of people so take care to present your case well.

· Do not beg.

Getting sponsorship
There are two main rules of attempting to get sponsorship.

· You must convince the Sponsor that ASAB is worthy of support.

· Be specific in asking for what you want, if it’s money say the amount and the reason for asking, if is a service say what you want. Potential sponsors are unlikely to give anything unless they know how much and for what.

Selling ASAB
In order to get sponsorship ASAB must be presented in the best light possible. Below are a list of factors which could be stressed in any letters to Sponsors.

· ASAB is the premiere International Society for the study of animal behaviour (OK so there are others, but you are selling ASAB).

· Membership is world-wide.

· Attenders at the Conferences come from x countries. (How many conferences make a big thing of the variety of Countries people come from, one attender from a country means that country is represented).

· ASAB publishes the leading journal for animal behaviour studies in the world.

· ASAB members’ expertise is used widely in Natural History programmes shown on TV. (For most of the public Natural History on TV will be their only real knowledge of Animal Behaviour but one most enjoy. Therefore stressing this aspect will relate to something they know about).

· ASAB and its members are widely consulted by the Govt. on a whole variety of issues.

· ASAB plays a central role in animal welfare issues.

· ASAB has an active educational programme.

· ASAB is a well-founded organization with a Constitution, etc.

One question asked by the Sponsor will be "have I heard of these people". Unfortunately very few of the people you approach, especially in Industry, will ever have heard of ASAB so it is essential that information is supplied to establish the credibility of ASAB and it importance. They will have heard of Natural History via TV and hence this is, if you like, the point of contact with the Sponsor's knowledge base. There is no perfect way to sell ASAB - rather you should tailor your selling of ASAB to the potential Sponsor.

What to sponsor?
Conferences present a number of activities for which it may be possible to obtain sponsorship 

· The whole conference (e.g. a company gives a large sum £2-3k, which can be used to offset registration fees, provide support for speakers and so on).

· Guest speakers. Sponsors may wish to sponsor the travel of a guest speaker especially if there is some connection.

· Student bursaries.

· Receptions/lunches.

· Prize for best poster.

· A contribution to the running costs of the Conference.

· Travel to/from the conference, around the local area.

Who to approach?
Use your knowledge of the local area, businesses, etc to seek out sponsors. A number of obvious choices are:

· Councils, local Govt Departments all have budgets for entertainment and may be willing to lay on a reception.

· Local companies whose product is related to animals.

· Local companies who make drinks/food may be willing to provide this for a reception.

· Rich friends.

· Companies your University or organization does a lot of business with.

· Local Tourist boards and organizations.

· Large local companies.

· Local bus/transport companies for reduced tickets on local transport.

· Academic interests, e.g. book publishers, University.

The list is endless, the important point is to get some background on the Sponsor and tailor any application to them.

 How to approach a potential Sponsor
· If you know someone personally from the potential sponsor you are approaching then you can contact them direct by telephone and discuss things. Otherwise a letter to company is probably the best approach.

· Do some homework and find out the name of the Chairman/women, Managing Director and send the letter directly to them.

· Avoid letters with no addressee's name, e.g. to the Managing Director, as these will be treated as circulars and thrown out.

· State in the opening paragraph, who you are, what ASAB is and what, in general terms you are looking for? You can then develop this in the next few paragraphs.

· Give the Sponsors some time to make a decision, about 3-4 months before the Conference at least. Always offer to go and discuss your request in more detail or answer any questions they may have.

· Create as much enthusiasm as you can in your letter.

· Be specific in your request, say exactly what you want and why.

· It may be difficult but keep any letter short. At the very outside do not go over 2 pages and if possible keep to one page. If supporting evidence is needed provide it in the means of addenda's to your letter.

· Tailor your letter to the Sponsor in question.

· For local companies reading local papers can provide a lot of background information on the Company and save much wasted effort. A company laying off people is unlikely to sponsor outside events, those taking on more staff may well do so. New arrivals in the area may wish to create an impression.

Success
You will not be alone in attempting to get sponsorship and hence there is probably more chance of getting a grant from one of the Research Councils. However unless you try you will not succeed. A large part of the process is luck and timing but a well prepared presentation demonstrating enthusiasm and knowledge of the sponsor will go along way to getting luck on your side. Many potential sponsors are looking for something worthwhile to sponsor and a well prepared case can and does go a long way to convince them to part with their money.


If you are successful please let ASAB know for our records and provide copies of any letters used by you as this will undoubtedly help future Conference organizers in their task.

Summary of key points
DO

Sell ASAB


Do homework on the Sponsor


Tailor the request to the Sponsor


Relate ASAB to the knowledge base of the Sponsor and the role of the Sponsor


Be specific in your request


Be concise


Establish credibility


Say thank you if successful

DON'T

Send unnamed duplicate mail shots


Ask for unrealistic support


Assume the Sponsor will immediately grasp everything you have written or 
requested


Ask for money for general running costs


Use technical jargon

Good luck!!!

Appendix 4

Attendance of Non-Members at Meetings

Formally speaking, ASAB conferences are private. However non-members of ASAB may attend conferences on the following conditions:

1. They abide by the declaration signed by new members when they join the Association:

“........that no account of the proceedings may be published without the prior written permission of the Secretary and the speaker concerned.”

2. That they be prepared to leave if the space available in the lecture theatre proves inadequate for the numbers wishing to attend.

Obviously ASAB would prefer non-members to join the Association. Members are entitled to attend the three annual conferences, can apply for ASAB grants and receive the Newsletter and the journal Animal Behaviour.
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