IAIA’04 Training Course Proposal Guidelinestc "IAIA’04 Training Course Proposal Guidelines"
IAIA members are invited to submit proposals for courses or workshops to be presented prior to the annual meeting to be held in Vancouver in April 2004. These courses and workshops have traditionally been popular among members and prospective members alike. The pool of expertise available within IAIA means that the training offered is of a very high standard and we should like to maintain this standard in the next round of courses.

IAIA’s Training and Professional Development Committee (TPDC) will review all proposals and intends to be rigorous in its evaluation of potential courses and workshops. To ensure an effective review, proposals need to be very responsive to each of the specific requirements set forth below. See especially Section 3, which will be the primary basis that TPDC will use in its evaluation.

SECTION 1. Provide the following basic information about the proposed course.  

a.
Names and addresses of persons who propose the course (include e-mail addresses and fax numbers).

b.
Title of course.

c.
Whether the activity is a course (lectures by instructors, may have group exercises) or a workshop (workshop leader serves mostly to facilitate interactions among participants, in accordance with a more or less set agenda).  Note that there is no difference in the proposal procedure for courses and workshops.

d.
Language of offering.

e.
Number of days (maximum 2).

f.
Any special requirements:  size/layout of room, equipment, minimum or maximum number of participants.

SECTION 2.  Description of the course/workshop.
a.
Narrative description that indicates the purpose, general content, and approach of the course/workshop, and stating what participants can expect to have learned at the conclusion (maximum of 300 words; this will be included in the IAIA’04 preliminary program)

b.
An outline of the course program, typically 1-2 pages, showing the structure of the course.  It is very helpful to identify group exercises and any other activities that depart from conventional lectures. This will be posted on the IAIA web site.

c.
List and briefly describe all training or other materials the participants will receive during the course.  Also, please indicate whether you are willing to sell this material to non-participants on request.

d.
Identify the particular level of experience or interest that participants need to have in order to get the most from the course. If this information is not provided the TPDC will assume the course is for persons who have basic knowledge of IA, but little or no advanced training.

e.
Identify how you and your organization provide follow-up support, as for example through e-mail exchanges, web site postings or other networking.

SECTION 3. Demonstrate the qualifications of the presenters and/or the track record of the course.  

a.
Provide a brief abridged curriculum vitae (maximum of one page) which outlines qualifications and experience of presenters with particular reference to providing training.  Note that the TPDC reviewers will stop reading at the bottom of page 1; credentials that only show up on later pages will not count!

b.
Number of times, where and to whom the course was offered in the last three years; this should include IAIA and other presentations.

c.
Number of times the course was put on offer in the last three years, but not given, and the reasons the course was not given.

d.
Provide documentation that demonstrates the past success of the course and/or of the presenters.  Examples of documentation may include:  copies of course rankings and commentaries from prior participants; recommendation letters from IAIA members and others; recommendations from the entities that sponsored or paid for the course; evaluations or anything else that IAIA can use to judge that there is a high potential for a successful course, either because the course has been successful before, or the presenters have a strong record in training.  Failure to provide this documentation will disqualify the proposal from consideration.

e.
Identify the level of certainty that the presenters will attend IAIA’04. The TPDC knows that the future is uncertain, but needs to know if the presenters are already aware of possible conflicts, funding problems, safety concerns or other factors that might cause them to withdraw their proposal.  Further, it is essential that presenters indicate the minimum enrollment for the course, and commit to giving the course if that enrollment is reached.   Presenters who withdraw their courses after the courses have been accepted and have reached minimum enrollment will not be considered as trainers for future IAIA annual meetings. 

Proposals for training courses or workshops should be submitted to the IAIA Headquarters on or before 15 August 2003. Proposals received after that date will not be considered. You will be notified by 15 September whether your course will be offered at IAIA’04.

Courses and workshops will be accepted based on the quality of the proposals. The TPDC will also endeavor to represent a balance between introductory materials and advanced subjects.  

It is IAIA policy that presenters of training courses and workshops receive the income from these events. The organization will retain an administration fee per course registrant of US$ 80 for a one-day course and $125 for a two-day course. The administration fee covers the costs associated with meeting space, registration, and audio-visual equipment (one overhead projector, one slide projector, one flip chart). Charges for lunch(es) and coffee breaks will be determined based on estimates provided by the venue and will be deducted from gross course revenue. Alternatively, instructors may choose lunch “on your own” outside the venue.

One-day workshop fees for the Vancouver meeting are set at US$195 per participant. Two-day workshop fees are set at $375 per participant. The registration cutoff date is 28 February. You will be contacted by IAIA Headquarters shortly after that date regarding your course specifics and be requested to complete and return your training contract by 1 April. (Note that a course or workshop may be canceled by IAIA, in consultation with the course instructors, if the specified minimum enrollment is not registered by the registration cut-off date.)

If you have any questions, please contact IAIA Headquarters or Lee Wilson.  

• Lee Wilson, Chair, Training and Professional Development Committee • lwa@lwasf.com
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