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Trustee or CAG lead to identify orthoptists / department for the 3 main roles required for the
organisation of the meeting at least 6 months prior to the meeting (Organising committee).

These roles are:

e Local arranger
e  Online support/ Liaison with BIOS team
e Speaker Liaison

The meeting will have support from the BIOS admin team for event management.

Local arranger - responsibilities

¢ Identify and book room — identify free venues wherever possible

o Info needed - room size, AVA availability, request presentation in advance and loaded on
the day, someone available to log on, provide info re travel (car parking, public transport
options), provide info re availability of food

e Organise sign posting on the day
Write up for Parallel Vision (EPV)

Online support — responsibilities

e Complete BIOS event request form ensuring accuracy of online registration details, BIOS
admin will action upon receipt

Advertise date in advance by email request form, BIOS admin will action upon receipt
Upload or send agenda, BIOS admin to action upon receipt

Send requests for email reminders, BIOS admin will action upon receipt

Send presentations after the meeting to BIOS admin team to upload to the relevant page

Speaker liaison - responsibilities

Contact potential speakers

Maintain database of speakers

Plan the whole session

Send consent forms for recording talks,

Send travel expenses forms

Organise speakers’ gifts

Introduce speakers on the day

Request evaluation from the office

Disseminate feedback to speakers after the meeting

Trustee or CAG lead roles and responsibilities

e Agree date at least 6 months in advance

e Identify sponsorship

e Complete and send for authorisation the BIOS budget document, to include room hire
(when necessary), speaker gifts, refreshments and lunch.

e  Obtain authorisation from BIOS Chair and Business Manager



e Liaise with Business Manager/ BIOS admin over sponsorship pledged so invoices can be
raised and payments received

¢ Non-member cost should be at least double the member rate

e Send survey monkey feedback and certification request to BIOS admin.

Disseminate feedback and learning points and actions from the day to Vice chair for

dissemination to EPDC and Council meetings and the actions from that learning



