GENERAL GUIDELINES: PSQ CONVENTION & ASSOCIATED DUTIES

· Timing for a PSQ Convention is usually the Mid Year Long Weekend   Generally hosted either by PSQ Council or an Affiliated Host Club with assistance from PSQ Council..

· Whenever a Host Club convenes the Convention, 50% of the profits go to PSQ.

· It is necessary to arrange a Steering Committee of approx. Four (4) members, including the Convenor (not necessarily all council/committee members) to do the basic ground work, and prepare any submissions to council for approval.

· This committee should be arranged within one (1) month of the completion of the previous convention.

· In the case of a Host Club, a PSQ Council Member should be allocated as a Liaison Officer, to facilitate easy interaction between PSQ and the Host Club.

· Arranging the Venue is of major importance, as is a Theme, and the preparation of a basic program for the weekend, including Presenters, outings (if any), and registration costs and closing dates. Onsite accommodation options are recommended  if possible.  This information should be forwarded to all clubs (and individuals as deemed necessary) by the end of February at the latest..

· Procuring a Keynote Speaker  of a calibre that will ensure interest in the event is recommended.  This could impose accommodation and/or travelling expenses, however the earlier these expenses are known, the easier it is to allow for them in the budget.

· The steering committee should arrange for duties to be shared by all members of council.  In the case of a Host Club – members of that club with assistance from PSQ Council.

· The following is a guide to areas that may need a person/s appointed to ensure the smooth running of the Convention.  (Please refer to the following pages for more detailed assistance.)

Convenor, Programme, Correspondence/Secretary,  Equipment, Signage, Catering, Print Auction, Raffle / Art Union, Photo Opportunities, Print Displays.

· Where possible, arrange for entry to venue on the day/part day, prior to the start of the Convention for installation of signs, display boards, prints if available, seating, set up Registration, prepare area for Photoshoots, etc.

· Registration forms should be a separate sheet, showing closing date and  Early Bird concession rates.
PSQ CONVENTION – DUTIES LIST ( Guidelines Only) 
Convenor

· Possibly the President or a Committee Member, to ensure the promotion, content, venue, theme and general organisation of the event are carried out in accordance with PSQ guidelines.

· To generally oversee all recommendations made by others in regard to the preparation and running of the Convention.

· To chair the meetings of the steering committee, to meet at regular intervals as needed to ensure the smooth preparation of events well in advance.  
· Should the convention be hosted by an affiliated club, it is recommended that the convenor be member of the Host Club Management Committee.  Assistance will be provided by PSQ Council in all aspects of the preparation and running of the Convention, however this should not mean the Host Club rely on PSQ Council to take over the organisation.

· It is recommended that all arrangements should be presented to PSQ Council by the convenor for before any firm commitments are made.

· To ensure that willing and able helpers are recruited onto the Steering committee, and oversee the carrying out of duties as set out in this guide.

· At the Convention, act as M.C. or arrange for a suitable M.C., preferably a committee member, or someone with knowledge of all aspects of the Convention.

· After Convention, make a note of any problem areas encountered and with Council, amend this Duties Guide to suit.

Registration 

· This position is best suited to the Treasurer of the Host Club, or PSQ when held by Council.

· Ensure proper records are kept of all registrants, including days paid for, meals, accommodation, special dietary needs, etc.

· Be responsible for all monies collected during the Convention, including raffles, prints auctioned, sale of special items, etc.

· Try to ensure Registration area is set up in a neat and tidy manner and should make registrants feel we care and are serious about providing them a good function.

· Check registrants have pre-submitted a registration form prior to the Convention or have them submit an “on the day” form at the desk.  Provide a table with pens and blank forms for those registering on the day, away from desk to avoid crowding during peak times. Arrange registration area so registrants flow through – e.g., Check off, Payment (where necessary), Meal Check, Name Badge (showing meals paid and days registered).  Half-day registrations are not recommended.

· Should accommodation be available at the venue, arrange for someone to show guest to their rooms and be in charge of keys.

Equipment Officer

· To be responsible for all equipment which is to be available when required at the venue, and ensure arrangements are in place to set up, operate and dismantle as necessary.

· Liaise with Workshop and Photoshoot organisers.
· Ensure any borrowed equipment is returned as arranged, and check for any signs of damage.

· Keep a record of what equipment was required for the Convention, and its source, etc., to assist in arranging future functions.

· Check operation and general condition of all equipment that belongs to PSQ, and report any repairs or updating that may be necessary to Council, in plenty of time for action to be taken.

· As soon as the venue is selected, make enquiries as to the availability of a quality sound/PA system, preferably with the availability of a lapel microphone (cordless type).  If none is available at the venue, arrange as soon as possible for a suitable unit.

Signage Officer

· To ensure suitable directional signage is set up to assist registrants to find the venue easily.

· Check out the venue after all areas have been designated and list of all signage and sizes needed.

· Decide method of fixing all signs.

· Should be signs be required, arrange for a professional to complete the task (to keep signage uniform).  This will give a professional touch to the function.  PSQ Council will advise the previous supplier, as sometimes this enables signage at little or no cost to PSQ and keep uniformity.

· General rundown of signs to be aware of:

Directional (external and internal)
 

Parking

Toilets 





Dining Room

Phones 





Theatre

Registration 




No Entry, Exit, etc.

Trash’n Treasure 




No mobile phone during presentations

Print Displays (including names for invited exhibitions, 

Queenslanders, Champion & place getters, etc.)

· Do not change any existing signs yourself !!

Trash’n Treasure ( If proposed) 
· Generally be responsible to see that an area is made available with suitable tables, etc., 
· When possible, arrange for items to be provided prior to the weekend to enable documentation.

· Contributors should provide an itemised list of their sale equipment, and attach matching coloured/marked stickers to each item to match that on the list.  Each item should also have a sticker with basic information and price.  Note: 10% commission is kept by on all sales.  This amount may change from time to time.

· Put in place a system of checking all sales, etc. and make sure a stock of coloured stickers, coloured pens, and plain white stickers are available.

· All monies collected should be handed to the Treasurer at the close of each session of the Trash’n Treasure.  Keep full records.

· Ensure  area is secure when not in attendance, with at least one official present when operating.

· Inform chairperson when area will be open for sales, and when closing.

Catering Officer

· To collect information on availability of suitable caterers and suitable menus.

· Submit suggested menus and prices to Sub Committee, Sunday Night dinner is generally regarded as the Official Dinner.  Include morning teas, afternoon teas, lunch and possibly Saturday & Sunday Dinner. We recommend that Breakfast not be included as most conventioneers will be out looking for early morning photoshoot opportunities. 
· Ensure catering staff are made aware, in advance, of special dietary needs.

· Lliaise with kitchen/catering staff on all aspects, including proposed times for all breaks, etc.

· If meals are buffet style, keep on eye on quantities & advise catering staff for replenishing.

· If special guests would be more comfortable seated with executives of PSQ or similar, arrange seating with reserved signs, and notify those involved.  Normally guests like to mix with everyone, and special is not required.  Check this out with the Convenor, PSQ President & Guest.

Trophies Officer ( SEQ Committee Responsibility) 
· Generally arrange for all trophies to be available on the weekend.

· Where necessary, arrange engraving.

· A list of Trophies and Medallions is available on page .... of this Guide

· Trophy list should be kept up to date prior to each Convention.

· Medallions :  Check remaining Stock and re-order as instructed by PSQ Council. 
· When re-ordering, be aware of massive savings by ordering larger quantities.

· Engraving can be by hand or computer
· Prior to presentation night, arrange for a table to be available to hold all trophies and awards.  Ensure they are in order as per the trophy list to be used during the presentations.  
· Perpetual Trophies may be engraved by the recipient. Other trophies and medallions should be engraved with section and date only - leaving space for name to be added by recipient.

Print Auction

· Generally Guest Presenters are requested to provide Print Auction submissions.
· Ensure donated prints are on display at the venue as long as possible prior to the auction.  Arrange for suitable signs to be attached by prints to show makers name, etc., and give auction time, etc.

· Contact a suitable person as Auctioneer, plus 2 persons “roving\” within the audience.

· Ensure donors are thanked after the auction.  Gifts are not usually given, but this is up to the organisers to decide on recommendations presented to them.

· Make sure a record is kept of buyers and prices, etc.  All monies to be handed to Treasurer.

· Do NOT write on back of prints unless with a softly used pencil.

Raffle Sales

· Raffles are looked forward to by many registrants and are a method of ensuring an extra profits.
· Display goods to be raffled at reception and be on hand to sell tickets.  Approach people as necessary.
· All monies received from ticket sales to be handed to Treasurer at the end of each session.
· Ticket butts to be kept with Treasurer until drawing.
· Arrange for signs to be displayed with prizes, showing ticket prices, etc.
· Move around at break times as many may have missed out at registration.
Photo Opportunities

· Arrange suitable photo opportunities to fit in with programme (Saturday , Sunday & Monday).

· Be aware of the arrival of “models” and organise change areas. Offer refreshments when suitable.

· Make sure area is available for Studio Lighting if necessary.

· Make registrants aware of photo possibilities with times and location, etc.

· Arrange for thankyou letters and where necessary donations
Print Displays

· Firstly, make sure suitable quantity of print display boards is available and arrange for their transport to and from the venue.  PSQ has a quantity of boards which are available, but arrangements must be made to ensure pick-up and return times are suitable to the people currently storing these boards.

· Ensure boards are set up in a suitable area at the venue. 

· Display print collections selected for the year (velcro may be used, but care must be taken).  T-pins are a far better method of ‘hanging’.

· The Queenslanders Collection may need to be hung differently.  Straps have been made which accept hooks to suit our stands.  Any other glass mounted prints should be hung this way also.

· Successful  SEQ prints may need to be hung.  Quantity of prints will depend on space available.

· Where possible, label successful prints.

· All collections should be identified with signs to suit.

· Oversee the removal of prints early on the final day.  Do not let people take prints unless they are private collections (individual entries must still be signed for on the entry form).

· Prints may need to be sorted into clubs, and checked off before removal from the venue.

· Arrange for the packing up and return of stands and fittings.

· Please ensure T-pins, Velcro, brackets, strapping and hooks, etc., are returned in packets.

· Signs to be returned to Signage Officer.

Sample Bags

· Normally sample bags are supplied to registrants on arrival.  These should be numbered to coincide with registration list, to avoid doubling up or some missing out.

· In the event of insufficient sample bags, first registered and paid have preference.

· Try for sponsors’ items where possible, sweets, and not too expensive items may be purchased.

Programmes Officer

· Ensure that the selection of  Presenters and the programme generally fits in with the chosen theme of the convention.  Be aware that many registrants are regular attendees of PSQ Conventions and would prefer not to see the same presenters year after year.  Try for change without loss of quality.

· Be aware of time frames, and arrange programme to achieve all start times as stated.

· Copies of previous programmes will assist as a guide.

· Follow up, either personally or via the Secretary, to ensure that all requirements of Presenters are available and/organised.

· Ensure \Presenters are greeted on arrival and introduced to the M.C., Convenor, PSQ President, Equipment Officer, etc., and that all necessary help is arranged for their presentation.

· Make available to the M.C a rundown of their achievements and specialities, etc., preferably prior to the weekend to enable introductions to be prepared if required.

Convention Secretary

· This position could be held by the PSQ or Club Secretary, but can be a an allocated position.

· Handle correspondence as required by the steering committee and PSQ Council, liaise with the appropriate persons on inwards and outwards mail and ensure  correspondence bears the PSQ and or Host Club logo and ‘local theme/logo’ 
· On completion of weekend, ensure suitable letters of thanks are sent to Guest Speakers, etc and any other people that have given their time to ensure the successful running of the Convention.
Preparing your Program
There are some set timings that must be allowed for.

· Allow time for people to register at the beginning of each day, with a longer time on the first day.

· PSQ requires an hour allocated for their Annual General Meeting. This can be at the end of the first or second day, but allow enough time for people to go home to change for the night’s dinner if it is before the formal dinner, auction and presentation.

· PSQ requires half an hour minimum for a PSQ Open Forum, during the program. This is to allow affiliated club "delegates" (attendees) an opportunity to ask questions of and make suggestions to the PSQ Committee while all the "delegates" are in the audience.

· Presenter sessions should have a 15 minute break at the end if there is no morning tea, afternoon tea or lunch scheduled at the end of the session. This is to allow attendees to get up, stretch, visit a toilet, etc, or for the audience to speak to the presenter, one to one.

This document is not complete – it has just been loaded so that you can have a preliminary think about running a Convention.  Fran McFadzen 1 May 2017.
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