January 26, 2002


Salt Lake City @ University of Utah

Convention Chair and Lo-Chair for SLC Meeting

Attendees: 
Beth Witt, Convention Chair




Mark Algren

Mary Ann Christenson, TESOL President for 2002

Tom Riedmiller

Jeanne Lachcowski, Local Co-Chair



Noella Kim

Dean Huber, Local Co-Chair

Jim Bame, Secretary

MINUTES:

· Need to get corporate support team leader in place as soon as possible to get letters out

1.
Teams updates from each core planner
· Jeanne Lachcowski

· some teams on hold because of the Olympics

· Volunteers not registered for conference will get a visitor pass to the exhibitor’s hall

· Dean Huber

· Special deal with Snowbird (ski resort); link on web for sign-up

· Community Outreach new team this year; working with a lot of businesses with ESL employees; needs to be expanded to do more with adult community schools; gray area with Promotion team

· Corporate Support an issue because budgeting begins in November; in public education, seeing budget cutbacks from State funded institutions

· MAC (Mary Ann Christenson)

· Need hotel rooms to offer to team leaders who need them (40 people)

· Beth Witt

· All is well

· Bill Eggington

· Met with members of school boards and distributed information

· Downloaded from the web K-12 sessions and made sales pitch to attend and also pitch as professional development; enthusiastic but budget tight

· Bag distribution: Someone there at all times to lift heavy boxes; Conferon can do?

· Educational Visits: 

2.
Convention Program, Scheduling, & Preparation
· Program book is closed via Helen Kornblum; had 6 people proofread

· Received January 8 and had to return by the 14th; quick turnaround; We should expect 2003 program edit in December
· Even those who are introducing and giving awards at plenaries need to be decided early on to go into the program book

· Now online at TESOL website; Brandy at TESOL Office has service on web where you can make a customized convention schedule
· TESOL Program book is shorter now; maps of hotel and convention center are out; they will be in the Convention Planner and there will also be a colored handout

· Jaime Hitchcock’s Convention Report (on lime green paper)

· HOUSING IS GOING QUICKLY (Marriott is gone!!!)

· $65K so far in sponsorships

· Conferon’s responsibility is Conference troubleshooter; service areas such as messaging; liaison with A/V folks; need them to be “runners?”

· March meeting on 15 and 16 @ Marriott to walk through the convention center

· June 1 debriefing meeting when SLC team leader reports will be due

3.
Core Planner communication during the convention
· Planning to meet each morning at 7:00 during the conference in the TLC room (not on Thursday); TLC Room will be Communication Central and Troubleshooting dispatcher; TLC room is place for breakfast & lunch, for all team leaders, war room

· TLC Room is Convention Center 253A (near business center, towards the back, where deaf interpreters will also be) Press will be in checkerboard room (secret room not on the maps); bulletin boards for messages and pictures of all the team leaders

· SECRETARY: need to be a morning-bird because they have to be at each meeting before, during, and after the convention

· Leaders will have identifying ribbons (team leaders in specific color), walkie-talkies, and pins “Ask me—I can help”

· Open for Baltimore chairs in SLC

4. 
Core Planner Convention Responsibilities
· Big job between now and April is recruiting volunteers and market (maybe dip into Olympic volunteer bank of those who did not get to volunteer this time around)

· Link on TESOL website for convention volunteers instead of recreating each year (Diane may be talking to people about that)

· Opening plenary, 7-9 pm, Tuesday night of the convention is a good time to all come together

· Featured speakers: one core planner should be at each of the plenaries to represent

· During convention, try to check in with team leaders several times

· Exhibit Hall is fairly open because we want people to go through and buy stuff!

· Team leaders are welcome to come to the 7:00 am morning meetings

· SLC registration begins Monday 3-6 pm, educational visits start at 11:00 am

· Support Intermountain TESOL presenters (I-TESOL = 300 members)

· Spotlight Sessions are Chair invited sessions (don’t have to go through adjudication process to present)

5.
“Punch List” before the next meeting
· Team Leader gifts: something wooden and crafty

· (for Baltimore, Appalachian Mountain business card holder)

· During Convention, take around a piece of paper to jot down positives and negatives as you go around the conference; doesn’t have to be under your field

· Important to find places to sit “networking stations” near food or coffee stations

· 2 food stations in the exhibit hall and at least 4 coffee stations throughout the Convention center

· Requesting signs: need to fill out form and give to Jaime (22x28 in. and standard font) which are separate from event signs.  Particular to teams

· Not sure if there is a standardized sign?  Go ahead and order and have Jaime identify if it is a duplicate.  Due February 5 for SLC, probably in January for us

· Note: Number signs for tables, general arrow signs, restroom signs?

· We will get a list of what signs SLC needed and what worked and what didn’t

· TESOL by NIGHT tickets $30 for SLC; Thursday, 7:00-10:00 at Mormon Tabernacle 

· Baltimore TESOL by Night: Baltimore Symphony Orchestra? Baltimore Museum Art? Peabody Library? Ft. McHenry? Inner Harbor cruise?  Aquarium in 1994 was too cramped

· During tomorrow’s 1-minute reports, Jim will send via email to everyone

· During introductions: We should share what we are responsible for so that team leaders can think about important things to share (so we can talk over lunch)

· I need to know timeline; look over booklet and descriptions before tomorrow!
Salt Lake City @ University of Utah

SLC and Baltimore Core Planners + SLC Team Leaders

Attendees: 
SLC Core Planners and Team Leaders 



Baltimore Core Planner

My Teams and SLC Team Leaders: 

1. Bag and Program Distribution: Cindy Hallen & Joe Leishman

2. Convention Information: Diane Ogden

3. Corporate Support: Milton Witt (w/ WATESOL)

4. Interpreters Service for Hearing Impaired:  Dee Gardner & Rebeka Harnois

5. Secretary: Jim Bame

Myles’ Teams:

1. Alternative Housing

2. Hospitality & TESOL by Night

3. Media Publicity (w/ WATESOL)

4. Volunteers & Employment Clearinghouse (w/ WATESOL)

5. Promotion & K-12 Liason (w/ WATESOL)

6. Educational Visits (w/ WATESOL)

MINUTES:

1. Where are we in the Convention Process?

a) Handbook is closed; edits of changes sent to Helen Kornblum and she put into one master copy

b) Team Leader dinner on Friday of convention week

2. Signage:

a) need a large one of the entire Convention Center on foam core (maybe laminated or something to be able to write on and indicate changes, highlights, etc.)

b) Signs and list of signs requested to be passed on to Baltimore

3. BIG JOB – RECRUIT

a) from now to April, carry around a preliminary program and give them to everyone and anyone who is interested

b) Great way to recruit is to talk to principals of schools and get them to recruit people from their schools to attend; stress growth in school of ESL and need for education and training (ESL and content area teachers)

c) Another idea for recruiting: to ESL students in IEP’s, Community College programs, etc. in the area to come and go to the exhibit hall? Attend sessions?

d) Baltimore recruit for SLC take some postcards and preliminary programs to start recruiting for volunteers to man the table

e) Idea for educational visits—include teacher training programs at UMBC, CND, UMCP

4. One Minute Team Leaders Reports

- 2 goals: (1) Share information by hearing it and reading via email and (2) make connections with people that might be on different teams (stay away from narrative; speak in bullet points)

a) Kathy McEntire: Academic Credit; contacting local universities to find out who can give short credits and public school inservice credit; in preliminary program and web

b) Monica and Tom: Advocacy; solidified Alicia Swazo for Tuesday evening opening plenary to receive award for husband, signed up volunteers to work advocacy booth; advocacy issues-lots of them and changing, have to see what they will be closer to April; booth will be in registration area

c) George and Heidi: Awards and Raffle; 25 prizes collected and need 150; something from MDTESOL; booth will be near exhibit booth where there’s high traffic

d) Cyndi and Joe: Bag & Program Distribution; organizing volunteers; need 18 and have 12 currently; hoping volunteers will not have to lift heavy boxes and ok to bring boxcutters; will have handtrucks and dollies???

e) Marios: Community Outreach; found group of people who are experts in work ESL; 1 hour on Saturday afternoon; inviting business represents; will be happy with 40 people in attendance; contact at State level with Workforce service department; helpful with identifying companies; invitations are going out first week of February; involving local business community is new and strongly supported by Central Office

f) Diane Ogden; Convention Information; have lots of questions and will be sending around gray notes to team leaders to answer questions to help her compile a FAQ sheet to give to volunteers; needs to get a conference book beforehand (page numbers not on web); has a sheet of FAQs from the past; didn’t know sessions were in Marriott too; need layout and setups there

g) Sherry and Yvonne: Educational Visits; have gone to all of the schools and met with folks; excited to be participating; in continual contact with them regarding directions, escort to be provided from school (decreases volunteer needed), transportation to and from, signs for bus loading areas; schools want to know registration numbers in March (pg. 26 in preliminary program); needs volunteers at booth on MONDAY morning before conference begins; first visit at 11:00 to give time for set-up

h) Judy and Liz: Employment Clearinghouse; actively recruiting volunteers; 21 firm volunteers which is 1/10 of needed; running up against K-12 teachers whose principals are not giving time off and are not offering to pay; Tom and Mark did last year at St. Louis

i) Beth: Energy Breaks; listed on web and in prelim program (pg .24) 12 roundtables and a TESOL leader to discuss a topic over granola bars

j) Karen: Global Village Hospitality; waiting for affiliates list; compiling list of favorite international students’ handout via questionnaire to folks

k) Lynn: Graduate Student Forum; putting together final program; have all volunteers; mini-conference 4 hours of sessions; 1 hour plenary; and lunch on Tuesday; next week is the registration deadline (is separate, but free) and can be downloaded of web; linked on TESOL; needs interpreter services???  Is there a box on registration form for graduate forum if the need and interpreter???

l) Jim: PhD Student Forum; 12 students and just as many interest section; informal networking event; Wed. night

m) Donna, Margot, & Tim: Hospitality; Final list of services can be downloaded from web (can reduce printing); donate 1 ream from each institution; suggested restaurants; optimistic about excursions/tours; not responsibility for lost and found; security is responsible; in bag want to put as a long, skinny card that’s double-sided with final list (same as web list); list of places that can host parties and receptions

n) Rebeka: Interpreting Services; drafted contract for Jaime to look at first and give to interpreters to sign; all interpreters in line; need to compile list of participants who need interpreter and start scheduling; concerned about having interpreters having longer than 8 hour days, what services & conveniences are available for them?; need a room for the interpreters and designated seating

o) Lonnie & Kate: Media & Publicity; putting together press information; providing room for them; trying to anticipate needs; trying to provide digital and hard copy information (ie: plenary speaker pictures and of local leaders); people in affiliate with a journalism background to volunteer (contacts); mayor can’t come, but trying to get governor; moved deadline for first contact visits/first information because Olympics; need help to identify folks who can be spokespersons for various sections; media will be interested in certain topics and stories; trying to stay ahead of what the issues are

p) Ann: Networking; Hot Topics will be posted outside networking room; informal posting; Carolie Erickson is rep for AFT to talk with collective bargaining and EFL; Miami teacher to talk about his experience (union stuff??) Rep from State Department to talk about teaching abroad for the government; Sept 11 topic after their spotlight presentation (NOTE: Hard to be topical at conference because call for papers due 1 year before so these networking groups are good because you can be topical as well as spotlight sessions because don’t need to go through adjudication process)

q) Lydia: First-Timers session & Poster Session; Tuesday and Wednesday; scavenger hunt through the program book; Poster Session in lobby outside the electronic village Wednesday-Friday

r) Randy: Presentation Facilitators; volunteers that ensure that presenter is there and keep track of attendees to see what is interest for next conference use; NOT moderators; breaking chunks of morning and afternoons; need 30-40 volunteers; meal tickets will be discussed in mid-March for minimum of 4 hours of volunteer time that is good only in the convention center; in the past, a checklist broken down by sections of the convention center to check off; have Convention Center floor plans and need Marriott floor plans.

s) MAC: Pre and Post Convention Institutes; under control and have volunteers though not as many as needed.

t) Brent: All Idaho schools have received information and NGO’s and IEPs

u) MAC: Protocol & Opening Plenary: scrambling

v) Holly: Exhibitor’s Assistants; sit in a booth for a publisher while they take a break and run errands; only 2 publishers have requested assistants; have 3 volunteers; needs a co-chair with a cell phone! Booth will be right inside the exhibit hall; last year, needed about 12 volunteers; publishers have expressed interest in donating free dinners and books, etc. for the volunteers

w) Linore (Oklahoma): Strands; communicating with interest section leaders to help identify a desired strand to make use of time during the convention

x) Emily: TESOL-by-NIGHT; working on details and literature; how big is the dance floor, how many tables, etc. (NOTES: Curtis Isaak put together ESL choir representing 25 countries)

y) Diane: Treasurer; have checks so need receipts that have been okayed by the local co-chair; keep copy for yourself; local co-chair has budgets 

z) Hannah: Features speakers; have information and gifts are here, working on hotel

aa) Diane S-K: Volunteers; divided duties, pre-conference=collect information on volunteers, prelim contact; on-site conference (Curtis); getting names in through the internet volunteer form (have 70 so far); have indicated areas they’re interested-have been recruited in the meantime for other teams; need to work together for the same information; team leaders need to send list of their volunteers; Diane will forward names that have listed interest in particular teams to the team leader; will email to say that team leader will be contacting them; We need to get our volunteer website up and running soon; about 400 volunteers and about half are for Employment Clearinghouse; if volunteer is not registered in conference, they can get a meal voucher if volunteering for 4 hours and a free exhibit pass; good for literacy ESL folks who need to know about materials; need to send Jaime Hitchcock list of those people a month before the conference; discussion about volunteer check-in

5. Brief Core Planner Reports

Bill Eggington:

- concerned about attendance of local K-12 teachers; need to attach at the board level and get superintendent support

- Will send out a volunteer policy sheet on how to respond to volunteers

6. Should I be doing any special during the convention?

- 
Attend the opening plenary (can bring friends/family; open, don’t need a ticket)``

- 
Stop by the TLC room occasionally

· Communicate with core planners

· Touch base with volunteers

· Distribute meal vouchers

· Attend team leader party

· Take notes

7.
Final Meeting: Saturday, March 16

· will walk through the Salt Palace

· need to find out about where volunteers can park


Salt Lake City @ Marriott Lobby

Baltimore Core Planners 

Attendees: 
All Baltimore Core (Mark, Tom, Brenda, Joan, Myles, Noella)

Agenda:


1. Poster Brainstorm 

2. SLC Booth

3. Shadowing Funds

4. Team Assignments

5. Plenary Speakers

Minutes:

We are basically on-schedule for the conference timeline!

1. Poster: Poster/Flyer that goes out to a fairly limited area (i.e: East Coast, MATESOL programs)

· 1,400-1,500 to print

· like St. Louis and New York or postcard like Salt Lake City

· different use of logo in different

· need to list all the features of the convention?

· Contact information has to go on—don’t want to get too crowded

· Better off using direct marketing using the postcard format?

· For St. Louis: Had postcards ready at Vancouver booth and those interested in attending filled out a postcard that was later sent to them; builds a mailing list

· Need to get email addresses

· Had free giveaways, but you had to sign up first

· What do we want to put into the poster? Logo should be prominent

· Who is our audience? People who don’t need to be attracted to the location?

· The simpler the better

· Cubes, boxes, 3-D telescoping squares, painting

· Postcard: logo in the middle with quadrants

· Box with TESOL 2003 logo on front with the opportunities you can find at the convention coming out of it

2. T-Shirts available for Salt Lake City  that have our logo on it.  They can’t take it, but they can wear it while they are working the booth; to sell, local affiliates could order and sell

3. Plenary & Featured Speakers: Our preferences; will we be able to preview talk?

· Laura Bush for opening if we can b/c it would be a good draw; need to know what their administrations view is on ESL and bilingual education; risk of last minute cancellation for any politician; would be exciting for anyone

· Jodi Crandall as back-up for L. Bush for opening (if she doesn’t speak, Eric Dwyer from Florida will have to promise to have her as a featured speaker in 2004); would also like to have her not just as a back-up, but as a scheduled featured speaker

· Myles: Jonathon Kozil, author of “Savage Inequality” ( Tom agrees, because he is educational, but it would be a dark mood afterwards

· Purpose of the opening plenary is to get people excited for the week ahead and speak to the theme

· Dr. Raouf Mama – storyteller speaks to theme of “Hearing Every Voice” and an international speakers

· Bill Bryson – author of “Lost Continent,” humorous or David Sedaris

· Sandra Cisneros – “House on Mango Street,” required high school street and used in ESL 

· Amy Tan as a featured speaker

· A student voice a night as a featured speakers: Start scouting around to find student who could speak of their experience

· Joan will look into a student theatre group

· Ongoing video at entrance of TESOL lobby with clips of students and teachers related to “Hearing Every Voice”

· PBS show on the “Immigrant Experience”

· Advocacy: Featured speakers that could speak on overview of advocacy issues throughout the globe both for students and problems that teachers are having

· EACH speaker has to have a focus of teachers teaching ESL, not a political issue.  Has to be appropriate to the audience and the setting

· U. of N. Iowa - Dr. Mark Ray; studied Postville, IO about Hassidic Jews who bought a butcher factory and brought in migrants; Cross-cultural experience.  As a featured speaker because a little dry.  Probably would be cheap.

· Edward Stewart at UMBC? Sociologist who speaks on cross-cultural communications; try to look around

4. 
Calendar for next meeting with Core Planners and all Team Leaders
· Need to meet in April in Baltimore after SLC at the Convention Center on a Saturday

· With us getting together in the afternoon before at a restaurant in the middle

· March 29 & 30 Option 1 (Good Friday)

· March 8 & 9 Option 2 

· April 19 & 20 Option 3 (right after convention)

5.
Shadowing Funds
· Designated shadows for those who cannot attend conference

· Which teams need to shadow in SLC?

a) Promotion (need to find out where money comes from)

b) Convention Information

c) SWAP Shop

d) Volunteers (2)

e) Educational Visits (2) Heidi Platt, Jill Bayse-Featherston

f) Energy Breaks 

g) Hospitality

h) Secretary

i) Community Outreach (?)

j) Strands (give Linore a little money to come in an extra day for meeting; money from where?)

· Need to find out who already has institutional support, who has partial support?

· Need to find out if there are 10 rooms that are blocked off for the 2003 team?

· Local co-chairs are allowed to TLC room for breakfast and lunch, we would only have dinner

· I’ve been in meetings since 10:00 this morning and it is now 7:00 pm.  That’s 9 hours!
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