GOLDEN RULES OF TIS

EVENT ORGANISERS

Before the event:

One-month prior- Send invitations to TIS reps (must use TIS templates for all correspondence)

Two weeks prior- 

Program of the event including
· Contact details for organiser (esp. mobile number)

· Dates & times

· Venue location (incl Melways ref)

· Session times

· Schools attending

· Student numbers

· Panel composition (chair & members)

Other details (if relevant)

· Car parking details for all venues

· Catering details

· List of all institutes, rep name & mobile number of all reps attending

· Unloading details (incl couriering details)

· Map (highlighting venue)

· Suggested route to next venue and estimated driving time (indication of Kms)

· Accommodation suggestions

· OH& S and first aid details

REGIONAL EVENT CO-ORDINATORS:

Attending a regional event can be more stressful for the TIS members as they may be in unknown territory and have to drive long distances in a set time to get to the next venue. Therefore it is vital that regional event co-ordinators provide accurate and detailed information (especially maps) and the reps attending must provide contact details in case of delay or accident. Flat tyres and accidents can occur. It is the event co-ordinators responsibility to ring a rep if they do not arrive at the event on time and it is the reps responsibility to ring the co-ordinator if they are delayed. 

You can use the following website to find the most direct way to each venue in metropolitan Melbourne.

www.whereis.com.au
EVENT PARTICIPANTS

Before the event:

· Ensure your institutional details are kept up-to-date on the TIS contact list. Event co-ordinators will use this information to issue event invitations. Heather Sivyer from La Trobe Uni is responsible for updating and circulating the contact list.

· Respond to your invitation ON TIME by the RSVP date. Late responses create additional organisational problems for event coordinators, especially in terms of catering, car parking, correctly informing schools which institutions are attending, organising supermarket space, OH&S issues etc.

· Event coordinators can refuse your attendance if you do not respond by the RSVP date. You do not have the right to attend an event.

· If you have a late staff change or are running late contact the event coordinator immediately. Last minute changes can throw out the chair/panel program for the event, which has been carefully considered to ensure a good balance in each session. If your institute has committed to attend the event, then they must attend. If they have been allocated to a panel they must do it or find a replacement from another institute. The panel chair must be informed of any panel changes prior to the event.

· Ensure the nominated number of staff attend (personnel may change but the number must not). Extra staff can have a last minute adverse impact on catering and car parking. Less staff attending wastes money. The cost of holding a TIS event is met by the institute and is becoming more and more prohibitive, therefore it is important that accurate information is given to the event organiser and attending institutes fulfil their commitment.

During the event:
· Help usher students into the venue and ensure the front seats are filled first

· Straighten chairs between sessions if they are not fixed to the floor

· Help other reps set up if they look like they need some assistance

· Actively LOOK for ways you can help – working as a team ensures the success of each event 

· Do not behave in a distracting and unprofessional manner while a panel is been run e.g. making rude gestures at the panel members from the back of the hall.

After the event

· Pass on any comments/feedback about the event to the event coordinator. This might be from your own observation, or from students and or teachers you spoke to at the event. 

· Take the time to express your appreciation to the event coordinator – a lot of time, money and effort goes into organising a TIS event. A ‘thank you’ on the last day goes a long way.

General tips

· Turn your mobile phone/pager off during events

· Don’t pack up early – make sure all the students are out the door before you start dismantling your display/clearing your table

· Sit in and listen to at least one panel per day 

· Read ‘Getting it Right the First Time’ from cover to cover

· Ask questions if you don’t understand something

· Constructive feedback is great – encourage and support others – especially if they are new at chairing or been on a panel. 

· A happy friendly attitude goes a long way

