


Tasks and possitile ctees needed for 90 research forum and dry run for 21 CRIAW

1. Food
-on site
-meals
-snacks and refreshrments
-reception food and boozs
-assure dietary diversity
-no shit artificial, negotiate
-environmental issues, eg reusable stuff
-labour -w2lunteer paid justice etc ?

-off site
-restaurants, infor for pari..ps re nearby etc
-arccess 153Ues

-banquet??
-assure negotiation re ingredients, terms
-negotiate quality and veggie ete
-same as on-site list

2. accorrnodation

-hillets
-finding
-spectal needs, hosts and guests
-advertise availability in reg and early publicity info
-registry system to coordinate billets

-info on registraticr: form re all above, checklist

-commercial accom

-same categories as billets
-locate hotels and prices, enclose info in all malouts
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-on or off campus?

-corrmunity or commercial?

-faciimes nesded and available?
-eg, kitchen? assure smoke free eic

-general accesihility issue
-wheelchair, hearing and visualy impaired, public transport, financially

accessible

-cldldeare, space, staff, number: avl, cost, advertise it, register it, info re during

conference for parents
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Say: your child 1s welcomne at the conference. If you or your child need 2

break or you wish to attend part or all of the confeence events without your
child, childcare is available tv prearrangement. {only? or drop in too???7 1,
prearranged only, too hard to manage logistics, but we might be able to manage
a drop in access if the parent ore arranges tat she =1 wee the drop in o¥Y
care.)) But be sure to say cikearly kids are welcome at sessions and events and
can attend with their parent.

-assure facilities adequate to meet language access requirements (eg space for tanslation

toothy, for signers, whatever) '

-room for display, any rzcrzational or healthy activities, treaks, and also be sure to
liase with programme and davrars ctee re needed spaces etc

ol

4. prograrrne
decide themes

if broad based a priority, do preliminary outreach and networking and liatsing
with intended co-sponsoring groups before setting themes

call for papers
appropriate in topic and method of calling for the various types of participants
we want to attract

decide theme and speaker for keynote. while 1t ic handy if she can get out a few
courtesies in french) it is more important that she not be a redneck and hostile to french; of she
wanted 1o sav a few things in an aboriginal language or heritage language, that's fine. zne

roust be a fermirest. has to fit CRIAW framework, must be active in research and stirmlating

as anything; she need not be a reglar scholar.  and prohably the less she conforias to the
traditonal scholarly stereoptype, the more powerful she needs to te & & speaker an? 2

+

Haing mnieilect.




we can aso have other plenary or serni-pleanary sessions with roajor speakers besides
the kevmaode.

if possible consider mviting the chairs (ser siate} of women's studies to the conf and
give them a slot to report and chew over the state of ws, and to talk to each other. one session
with old and new cheers was dvnamite, reflecting on the state of ferninist research vis vis their
experience as chars, 7 rumite each to prasent fhen discuston. This was a separate plenary.

vanguet speaker?? must be short and very punchy the prizewinners will each speak a
bt too g0 the main speaker must be short.

a.’h decide on other guests for speakers, such as minister for sttus of women in
alberta? oonostiion critics oin status of women? one way to do this would be to have a
sesston with a panel with one rep from each pelitical party on women's 1ssues.

enertanment for banquet.

session chars

need 1nfo re the cont to give to their particips, and info re particips to coord
with programme ctee and accom ctee etc, sessions chairs wili function as coords and problem
selvers for their sesstons and also for their particips in maters that go beyond the session
tself.

~make sure their job is clearly defined and theyunderstand how to do 1t and wili
do 1t. make sure they get presenters to meet deadlines to submit written stuff, it goes to the
discusseant and that sort of logisitical thing.

assur= av equipt needs are passed on to the ctee repsornsible, and get verification
that it has heen ordered by the ctee, and shortly tefore the session (prearranged time) verify

==

arrival or refer to :pfrmpnate designated crisis ctee person.
discussants

needed for each session, tasks clearly defined

election
sseparate cige? or part of the programme clee's joi? what 1s
rode selectionol papers for sessions?

g of orogravnme, and assure avalaibility of it



3. facilities management
av
sound systems

info on doors and on site re location of sessions, lovs, childeare, smoking plicy, crisis
place/people, displays (policy, coord applictions, physi ical set up, liaise 'mth displayers),

evaluate adequacy of rooms, chairs, space, environmment etc for each sessionfactivity
in conjunction with programme ciee, be sure needed mukes etc are there

set up back up arrangements for any preblems with equipt or material to come 1n fron
anywhere: who to call, who's in charge, ¥, etc.

liaise with translau.:lz,; services ctee, re physical setup and equipt needed, assure space
okay, needed stuff is there as orderedi planne".

media services space for the press (typewriters, computers, telephones)

space for the orgnsg and coord ctee () to meet for work and rest during the
conference (need telephones etc)

registration facilities, liaise with registrn ctee

on site snacks, meals, and social events and elc, make sure space is approarpiate and
serviced or eqmpeed as neg Ofiade by responsible ctees; make sure traffic flow is free and
food etc is laid out to prevent log jams; make sure space set up to promote maximum
soctalising;

6. registration
policies
forms
staffing
Licly sonf
during conf

cleanup



7. crisis clee

this will also deal wiih anything that goes wrong or comes up during the conference
itself; 1t does the gofer work; 1t has tampons and aspirin and kleerex, it knows where the
helath care people are in the conference and nearhy; 1t can access emergency services; it also
can find apes, tape recorders, ¢pencils, overheads, projecter bulbs, andything that might not
appear as or derd or might not work, or it knows lmz to get immediate service tu fix thnw
eg av, artificial cream, ro milk for tea whatever. these are the mummies for the conference.
They have to get info from all other ctee heads about what's been arranged and what to do itf
1t doesnt work.

g . cleanup ctes

Q. publicity ctee

in addition o getting the word out about the conference, it should also make sure there
1z infor availabe to attenders about edmonton activieis features and facilities to enjoy while
ey are here "2 an be gather d by litson with tourist bureau etc. all this info should be
avaiiable at the rgistration place during the conference, and some of 1t should be mailed out in
advance at the prereg stage when people first write to say they wqant to come. anticipate
questions like how to get to the rockies so they dont think it is as close as from calgary.

11, pubiications ctee

arrange nec procedures to assure we get nec record of what happened, for
publication or whatevber, eg assure tape recording of each session, get cop[es of all papers i
be given ahead of time, liaise with programme ctee to make sure chairs chivvy presenters to
get their papers 1n, etc

ding and finance ctee
i get, detatied accounting, final report, raise money
record and deal with registration ey

s

dishursements, purchasing

12 overall ruorrhn?*rn‘r cHs
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who 15 on this ctee?? s 1s probably too big a job to make thus ctee up of the chairs of
the other ctees, this clee's members should not have other major jobs, and the chairs of the
other ctees should report to the overall coord ctte, rather than BE the overall coord ciee.

-general observation: people develop skills and gain experience byworking on one of
the task ctees, then they know the issues and problerrs well enough to work on the overall
coord ctee by the time we get to the CRIAW conf planning which should actualiy begin in
spring of 90, and the CRI&W site should be chosen before the end of march 0.

Fall 90 forum overall ctee shuld also be set up by end of march, call for papers
should go out before end of this term with the deadline for submissions 1 pme 90.

Other general observations

for the CRIAW conference it's probly crucial to get members on overall ctee who've
been to a couple and seen what goes wrong and knows some of the issues that come up
repeatedly (availability of vegertarian food, smoking), and it's crucial to liaise with the
CRIAY board (make use of 3 alberta members from step 1), bothin terms of avoid upset and
conforming to pelicy, and:r: terms of helpful hints from seasoned survivors of previcus
CRIAW confs.

Also re CRIAW, 1t is v important to asure the following: lesbian wisibility, smoke free
conference site, low income accessibility, all conference info and annoucnements etc must te
in both french and english, oral and written stuff, and at least 30% of presentations sessions
content etc must be in the other official language than the majority one at that site of the
conference (tnour case that means 30% french content minimum)

Announcers for all plenary stuff rrust te able to do it in both languages or wounee &
engl and french armouncer and they each de ore, but MUST be done without exception. Also
it is a courtesy at unilingual sessions to make the announcements in both languages even tho
the session iteelf 13 going to %e only 1n one language. If it is okay in that sessior: "or the
attenders to ask questions in the other officiallanguage, and they will be translated o the
prsenters understand enogh to grasp the quetions and reposnd 1n the session language, say so.
All this stuff must notonly be done &l the time, it should te done in a matter of fact normaih

1one

Also there are printed cuidelines, combo of policy and helpful survival hints to 2=
frem CRIAW




Must be sure that there are appropriate pheycial spaces and blocks on the programrme
for various CRIAW business activities. eg awarding the prizes (usually done at banquet tut
not always) honourary memberships eic; AGM (usually held Sunday morning); opening night
keynote followd by reception; space for Board CRIAW meetings all day before and after the
conference; food and refreshments for them if nec (ack CRIAW) etc.

The CRIAY office will do some of the planning work for the CRIAW business stuff
like th CRIAW board meetings but they don't know the local facilities and need help from us.

Anything else?

Mariiy: and Barb.

~)




CRIAW/ICREF CONFERENCE 1991 - conference schedule
November 8-10, 1991

Friday, November 8th
17:00 - 19:30  registration
19:30 - 20;00 Welcome address/Orientation

20:00 - 22:00 Crackerbarrel

Saturday, November 9th
8:00 - 10:00 Registration

9:00 - 10:00 Keynote speaker (Claire Bonenfant)

10:00 - 10:30  Break

10:30 - 12:00  Concurrent Session 1
12:00 - 13:15 Lunch

13:30 - 15:00 Concurrent Session 2
15:00 - 15:30  Break

15:30 - 17:00  Concurrent Session 3
17:00 - 18:00  Networking sessions
18:00 - 19:00 Reception

19:00 - 20:45 Banquet and Awards

21:00 - 23:00 Entertainment



Sunday,
08:45 -
10:00 -
11:00 -
11:15 -
12:15 -
13:30 -

15:00 -

November 10th

09:45

11:00

11:15

12:15

13:30

15:00

16:00

CRIAW/ICREF Annual General Meeting

Plenary Session with Women of the Third World
Break

Keynote Speaker Glenda Simms

Lunch

Concurrent Session 4

Wind-Down
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