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Why this book?

At the back of this binder you will find a copy of a publication by the National
Council called Continuing Education for Commissioners (CEfC). It has a wealth of
information for conducting a Commissioner Conference, as well as a set of general

outlines for many of the ‘bread and butter’ courses to be offered.

What it lacks is a lot of the details that are specific to our council and its workings.
This book has been prepared to help you as the Commissioner Conference Chair to
more easily accomplish your job and to avoid any lapses that would make the
conference less effective.

One big difference between what you will find in this book and what is in CEfC is
the timeline - typically these conferences are scheduled a year out, with lots of
meetings all year long. We have found that it is reasonable to start in the spring and

work to a tighter schedule and still produce a quality conference without panic.

| hope you find this guide to be of help, and | also urge you to add your own
learnings to it. Things change over time, and if this book is to remain useful, it is
important to keep it current. | have included a CD of this document as a set of
Microsoft Word files for you to edit.

Yours in service,
Troxel Ballou
Chair 2007, 2008
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Past Conference Chairs

2009 Mike Lampkin Tall Timbers
2008 Troxel Ballou Colden Arrow
2007 Troxel Ballou Golden Arrow
2006 Mike Morrow George Strake
2005 Stan Walton Polaris

2004 Ginny Boucher Bayshore
2003 Joe Alamia ?

2002 Mark Pearce ?
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Key Staff Job Description
CONFERENCE CHAIR

General description: Coordinate all aspects of the planning and execution of the conference
to maximize its effectiveness.

1.  Work closely with the Staff Advisor and Council Commissioner to identify prospective
key staff for the conference. All key staff members must have prior approval.

2. Recruit all key staff members by early April in order to begin key staff meetings.

3.  Work closely with the Staff Advisor to plan and administer key aspects of the
conference:

a. Discuss and secure conference location

b. Discuss and recommend sessions, conference meal, and conference recognition
items to key staff

c. Discuss and develop key staff job descriptions, key dates schedule, and conference
budget

d. Review and approve prospective conference staff

4. Work closely with the key staff to insure that job responsibilities are confirmed and
understood; that questions or problems are resolved quickly; and that timely progress
is being made per the key dates schedule. Insure that all key staff members are
registered for the conference prior to the deadline.

5.  Conduct regularly scheduled key staff meetings to facilitate the success of the key
staff team. Work closely with the key staff to conduct a full conference staff meeting
in November.

6. Conduct a conference evaluation meeting with the key staff in December or January to
evaluate the conference, make recommendations for next year, and confirm that final
details (paying bills, thank you notes, etc.) are completed.

7. Promote Scout Spirit among the staff and participants...and have fun!
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Key Staff Job Description
SESSIONS

General description: Design the content of the conference and arrange presenters for the

various sessions.

1.  Work with the key staff to evaluate past conferences and select sessions to meet the
needs of this year's participants. Consult with the Training chairs for Special Needs

Scouting, the Exploring Division, etc., to get input for session ideas and presenters.

2.  Write a short description for each session, telling for whom the session is designed

and indicating what topics will be covered. These session descriptions will be used

a. by the Sessions chair to select presenters
b. by the Registrar to prepare the conference registration form
c. by the Promotions chair to promote the conference

3.  Work with the Registrar and Promotion chairs to create an effective and comprehensive
registration form.

4.  Work with the Registrar and Facilities chair to produce the final conference session

schedule that shows the times and location of all sessions.

5.  Recruit a sessions committee from across the council to assist in identifying and

recruiting session presenters.

6. Direct the sessions committee in the recruitment of high-quality presenters from
across the council to lead the sessions. There should be at least two presenters for

each session.

Note that all members of the sessions committee and all presenters must have
prior approval by the conference chair and the Staff Advisor.

7. Insure that the sessions committee members and all presenters are registered for the

conference prior to the deadline.
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Obtain a presentation outline for each session one month prior to the conference.
Follow up with any presenters who do not supply outlines as requested, and see that
additional presenters are recruited as necessary. Archive these outlines to pass to the
staff of next year's conference.

9.  Work with key staff to develop, produce, and distribute evaluation forms for
both presenters and participants. Collect completed forms at the end of the
conference. Compile the results and present the results to the key staff at the
evaluation meeting after the conference.

10. Have fun and promote Scouting spirit while you are doing this very valuable service!
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Key Staff Job Description
REGISTRAR

General description: Work with the registration staff, key staff, staff advisor, and council

office personnel to manage the registration process.

1.  Work with the Sessions and Promotion chairs to create an effective and comprehensive
registration form. Work with the Staff Advisor to see that registration forms are

available at the Service Center in the weeks leading up to the conference.

2. Work with the council IT staff to have correct online registration forms with an email
outfeed accessible to you.

3. Maintain registration information received from the council office in a timely, accurate

manner in order to provide up-to-date reports.

4. Work with the Sessions and Facilities chairs to produce the final conference session
schedule that shows the times and location of all sessions.

5.  Provide the Promotions chair with registration information by district.
6. Provide the Facilities chair with the list of room assignments.

7.  Recruit a registration committee from across the council to help in
a. Preparation of presenter and participant packets
b. Check-in and walk-in registration for presenters and participants

¢. Distribution of any additional materials to conference participants
Note that all committee members must have prior approval
by the conference chair and the Staff Advisor,
and should be registered prior to the conference date.

8. Insure that all members of the registration committee are registered for the
conference prior to the deadline.

9. Manage the registration process at the conference.

10. Have fun and promote Scouting spirit while you are doing this very valuable service!
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Key Staff Job Description
PROMOTIONS/PUBLICITY

General description: Work with the registration staff, key staff, staff advisor, and council
office personnel to promote the conference to maximize attendance.

1.  Work with the key staff, Staff Advisor, and the Council office personnel in managing

the promotion area of the conference.

2. Using the conference theme approved by the key staff and Staff Advisor, develop and
implement a creative, effective promotional campaign to encourage strong attendance

from each district and division within the council.

3.  Work with the key staff to include new recognition ideas, such as contests, and special
awards, in the promotional campaign.

4.  Recruit at least one dynamic district promoter from each district to serve on the
promotion committee. The district promoter and District Commissioner from each
district will work together as a team to promote and personally encourage conference
participation. District promoters must have prior approval by the Conference
Chair and the Staff Advisor.

5.  Create a static promotional display for the Council Service Center and insure that this
display is present at all applicable council events.

6. Prepare and submit publicity copy for:

a.The Scouter, monthly beginning with the June issue

b. The Council Commissioner’s letter, monthly beginning in June

c.A flyer to be distributed to all Commissioner Basic Training Courses, beginning in
June

d. A mailing to go out to all registered commissioner in the council

7.  With information from the Registration Chair, keep district promoters informed of

district registration statistics.

8. Have fun and promote Scouting spirit while you are doing this very valuable service!
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Key Staff Job Description
RECOGNITION/CEREMONIES

General description: Work with the key staff, staff advisor, and council office personnel to

have the opening and closing run smoothly.

10.

Work with the staff advisor to identify a Scout unit to perform the flag ceremony and
invocation and make sure they are prepared the morning of the conference.

Work with the Assistant Council Commissioner for Training to make sure the
Distinguished Commissioner recognitions are being processed as they are received,

and that the Distinguished Commissioner awards ceremony is being planned.
If there are to be door prizes, acquire them well before the conference.
Work with the key staff to identify recognition items to encourage the participants.

Identify a competent photographer to take pictures during the conference for publicity
later. This person should also take photos of the Distinguished Commissioners at their

awards ceremony.

Manage the participant packet stuffing process the night before the conference. If

desired, arrange pizza or similar snack-dinner for stuffing party.
At the conference, make sure the opening comes off well.

At the conference, make sure the Distinguished Commissioner award ceremony is
well-organized. Work with the ACC for Training and the Council Commissioner to
accomplish this.

If there are door prizes, promote and conduct the prize drawing at the end of the

conference.

Have fun and promote Scouting spirit while you are doing this very valuable service!
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Key Staff Job Description
FACILITIES

General description: Work with the key staff, staff advisor, and council office personnel to
ensure the facilities are adequate to make the conference comfortable, and provide the
midday meal.

1.  Work with the key staff, Staff Advisor, and the Council office personnel to set up the
conference venue, including meeting rooms and spaces, the registration area, and the

dining space. Arrange for extra chairs if needed.

2. Work closely with Registration, Sessions, and Recognition/Morale Chairs to meet their
facilities needs.

3.  Work closely with the Staff Advisor to coordinate and finalize arrangements at the
conference facility and to coordinate a catered lunch for the conference. Insure that
lunch procedures are carefully planned and communicated to all participants so that
all participants can be served timely and efficiently.

4. Plan and provide a continental breakfast, coffee, and snacks at the conference,
consistent with desires of conference chair.

5.  Arrange for an Emergency First Aid staff member.

6.  Recruit a multi-district facilities committee to help with:

a. Set up of the facilities on the Friday night before the conference

b. Conference-theme decorations for the main meeting room, foyer, and outside
entrance doors at the conference facility

¢. Lunch procedures and tickets

d. Facilities needs throughout the conference

7 Provide snacks at all staff meetings.

8. Have fun and promote Scouting spirit while you are doing this very valuable service!

All staff members must have prior approval by the Conference Chair and the Staff
Advisor. Insure that all facilities committee members are registered for the
conference prior to the deadline.
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Things for the Registrar to bring with him:

computer

printer, spare cartridge, and cables

letter-sized paper, 1 ream each of 3 or more colors,
especially white

paper cutter (if none available on-site)

duct tape

stapler and staples

scissors

bulk pens/pencils for walk-ins
Sharpies or Magic Markers
easels

poster board (several)

sign stands

chain/rope for registration lines

signs (see pictures for ideas):

- directions to staff/presenters checkin (1%,last pic)
- directions to preregistered checkin

- directions to walk-in registration station

- large chart with sessions schedule (3" pic)

- preregistered A-G, H-O, P-Z (4™ pic)

boxes for patches, schedules, etc.
collection boxes for evaluations, and signs for same

forms:

- evaluation forms (250 for CC, 800 for UofS)

- walk-in registration forms (75 for CC, 200 for UofS)
- meal tickets, if necessary

walk-in class slip kiosk stations (3 to 6) (last pic)
legends to clip to top of stations (last pic)

Forms to print the night before:

- Room signs (after room assignment is finalized)
- Preregistered participants' schedules

(about 175 for CC, about 600 for UofS)
- Available seat slips for each session (for kiosks)
- Class rosters (for presenters to take attendance)

Other things the Registrar needs to manage:

cash boxes (from Staff Advisor)

receipt books (ditto)

stands/tables/support for kiosks

tables for walk-ins to fill in registration forms



PARTICIPANT EVALUATION
COMMISSIONER CONFERENCE

We're glad that you came to the Conference. We want yourfeedhmk about today’s conference, so we can make next year's conference even better.
Please take a few minutes to complete this evaluation and turn it in at the Registration area. Thank you for your thoughts — we'll see you next year!

Please circle the most appropriate response:

1. How was lunch? 3. How were the facilities?
(Great)  (Poor) (Great)  (Poor)
Efficiently Served? 5 4 3 2 1 Convenient? 5 4 3 2 1
Agreeable Food? 5 4 3 2 1 Appropriate? 5 4 3 2 1
Adequate Seating? 5 4 3 2 1 Comfortable? 5 4 3 2 1
Comments: Comments:
2. How was registration? 4. How would you rate the conference overall?
(Great)  (Poor) (Great)  (Poor)
If you prereg (online): 5 4 3 2 1 Useful to you? 5 4 3 2 1
If you prereg (paper): 5 4 3 2 1 Well-presented? 5 4 3 2 1
If youwereawalk-in: 5 4 3 2 1 Worth your time? 5 4 3 2 1
Comments: Comments:

5. What is your evaluation of the classes you attended? Please include the session number and name abbreviation

Period 1 Comments:
(Great) (Poor)

Instructor Prepared? 5 4 3 2 1

Expectations Met? 5 4 3 2 1

Room Okay? 5 4 3 2 1

Period 2 Comments:
(Great) (Poor)

Instructor Prepared? 5 4 3 2 1

Expectations Met? 5 4 3 2 1

Room Okay? 5 4 3 2 1

Period 3 Comments:
(Great) (Poor)

Instructor Prepared? 5 4 3 2 1

Expectations Met? 5 4 3 2 1

Room Okay? 5 4 3 2 1

Period 4 Comments:
(Great) (Poor)

Instructor Prepared? 5 4 3 2 1

Expectations Met? 5 4 3 2 1

Room Okay? 5 4 3 2 1

Period 5 Comments:
(Great) (Poor)

Instructor Prepared? 5 4 3 2 1

Expectations Met? 5 4 3 2 1

Room Okay? 5 4 3 2 1

JUST A COUPLE OF MORE QUESTIONS ON THE BACK!



6. Can you think of any subjects that were not covered that you would like to see presented in the future?

7. Based on your experience, do you plan to attend next year’s Commissioner Conference? = YES NO

Comments:

8. Would you be interested in serving on staff next year? YES NO

Circle Preference: Presenter  Subject:
Sessions Staff
Registration Staff
Facilities Staff
Other:

If you are interested, how may we contact you?

Name:

Home Phone: Alternate Phone:

E-Mail:

District:

Commissioner or other Scouting Position:

9. Would you like to recommend other Scouters for next year’s staff?

Name: Phone No: District: Recommended for:

10. Additional Comments:




