BIOS Events Terms and conditions

By submitting an events’ booking form to the BIOS admin team, you agree to be bound by these
terms and conditions. If you do not agree to be bound by these terms and conditions then please
contact the office before placing your request.

General

o If your delegate list exceeds the amount of 20 delegates, we advise that you have a second
member of the team to deal with technical issues during the event, such as admitting late
attendees.

e We would advise you start your event 30 minutes prior to the start time, to ensure you are
ready to begin on time.

o Delegates will be sent joining details 48 hours prior to the event, if the event is on a Monday,
the details will be sent the Friday before, if the event is on a Tuesday details will be sent by
BIOS administration on Monday (24 hours prior).

e BIOS online events are recorded (including CPD events) and made available for members
only via the BIOS website*. If one of more of your presenters do not wish to make their
presentation available, this should be discussed with BIOS admin.

Organisers responsibilities

e The organiser must complete and return the BIOS events booking form at least SIX months
prior to the event. **

e The organiser must inform the office which platform they wish to use at least three weeks
prior to the event. If they wish to use GoToWebinar, this will need to be requested at the
time of booking.

e The organiser must book a test session with BIOS administration at least one week prior to
the event

e The organiser must contact potential speakers

e The organiser must disseminate feedback to speakers

e The organiser must send agenda to BIOS admin at least two weeks prior to the event

e The organiser must organise presentations (if required)

o The organiser will be responsible for admitting delegates

e The organiser will be responsible for running the event on the day (sharing videos and
PowerPoints, ensuring speaker is visible, monitoring the chat box and raised hands etc)

e The organiser is responsible for recording the event. This will be demonstrated during the
test session

e The organiser must only admit those on the attendance list — unless delegate has proven
they are a member or have made payment.

e The organiser must provide attendance list to office after the event, along with completed
survey monkey form (if feedback is required)

e The organiser must provide BIOS with a report within four weeks of the event, that will be
placed in Parallel Vision

©2021 The British and Irish Orthoptic Society
3rd Floor, Interchange Place, 151-165 Edmund Street, Birmingham B3 2TA.
Tel: 0121 728 5633 Email: BIOS@orthoptics.org.uk
Commercial copying, hiring or lending without the written permission of the BIOS is prohibited.
orthoptics.org.uk



BIOS administration responsibilities

e BIOS admin is responsible for providing delegate list to organiser(s) 48 hours prior to event.

e BIOS admin is responsible for providing delegate list with links to join event.

e BIOS admin is responsible for placing event on website, Parallel Vision & social media
platforms

e BIOS admin is responsible for circulating survey monkey to delegates. We aim to do this
within a week from receiving your survey monkey request form.

e BIOS admin is responsible for placing recordings of the presentations on the BIOS website
following the event. We aim to do this within a week.

e BIOS admin is unable to commit to providing assistance during the event, and will not be
available outside of office hours.

BIOS Event platform guides

e C(Click here for a guide on how to use Microsoft teams

e C(Click here for a guide on how to use Zoom (video tutorials) Click here for webpage

o Click here and here for a guide on how to use GoToWebinar (Video tutorials), Click here for
webpage

Cancellation/ reschedule

e BIOS must be notified at least six weeks prior to the event if you have decided to reschedule
or cancel the event

e  BIOS will notify you no later than three weeks prior to the event if there are any issues or
your event needs to be rescheduled.

* If the events booking form received by the office highlights that the event should not be recorded,
then the event will be excluded from recordings. All BIOS listening events and Trade Union events will
not be recorded.

**Failure to provide the events booking form to the office within the time frame stated may cause a
delay in advertising your event and/or result in your event date being rejected.
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https://support.microsoft.com/en-us/office/tips-for-teams-meetings-23dd847d-52a6-4325-b0dd-9d8f2b29af50
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-video-tutorials
https://support.zoom.us/hc/en-us/categories/200101697
https://youtu.be/1Iw2Swe7wog
https://youtu.be/9wkgPKhE4Zs
https://support.goto.com/webinar/organizer-user-guide-e2e

