Duties of Conference Coordinator School

TASC MIDDLE LEVEL STATE ANNUAL CONFERENCE
2021-2022 Conference Theme:  TBD

State Project:  TBD

Plan for advisor and student representative to attend the TASC State Steering Committee Retreat generally held in June. Expenses will be covered by TASC.
Plan on attendance at the conference to include arriving early enough to provide one full day of preparation prior to the conference.  (For example, if conference registration begins at noon on a Friday, your group would need to arrive Thursday in order to have prep time Thursday evening.) 

Please submit 2 t-shirt designs for consideration no later than September 1 of the year of the conference.

Design and produce a stage backdrop/stage set/banner (approx. 15’ long by 5' high) for the general session to illustrate the conference theme depending on set and if needed. This may not be needed.  Hotel staff will hang the backdrop in the hotel ballroom.  Make sure you include eyelets on the backdrop from which to hang cord or rope.    There is often a charge to hang banners. (With the advent of the Production Company, some kind of stage set is preferable to a banner.  (Check with hotel and TASC before doing this.  If they only use one screen in the ballroom, the backdrop may not work.)
TASC does have a smaller banner with our logo.  It is approximately 8’ long and 6’ high.  If you want to use it, please notify the TASC office.  TASC also has a stand-alone banner.
Design and produce a display with some type of “certificate” for each award-winning school.  The “certificates” must be something that can be taken with the individual school following the conference. They can be in different formats depending on the conference theme. TASC can send you award winning schools.
Develop/assemble registration bags or packets for student and adult delegates.

TASC will provide conference program, name badge and name badge holders

CCS: determine/provide bag, pen/pencil, any other “goodies” (which may include food coupons, amusement park discounts, rulers, note pads, etc.) (SMCVB may provide some bags.)
CCS will work with TASC to sort and distribute t-shirts.  (TASC plans to use a t-shirt company that will sort the shirts.)
Provide volunteers to staff the pre-registration check-in table, distribute conference materials, and distribute district ribbons to advisors.  At least two adults and two students are necessary for this task. Registration officially begins at 3:30 p.m. on Friday, but we will open early, if we are ready! They are needed Saturday morning as well.  Provide markers and man the table for delegates to make name badges during registration.

Provide appropriate music/music videos, countdown, etc. to be played as students come into and leave the general assemblies and during registration. Work with 
the Production Company (if contracted) regarding music, videos, etc.  For registration, you will want at least 30 minutes of music which can be repeated during the afternoon and some speakers so you can play music in the hallway. Students in general assembly often like music they can dance to, line or Conga dance to, etc.  Be very certain the lyrics are appropriate.  Music videos as well as a countdown video and a conference slide show/Animoto/video for the last general session are desired as well.  (If a production company is hired, work with them.)  You will need to provide a speaker system for music during registration
At least 3 student representatives to participate in the Opening General Session: 

1. Provide opening/welcome remarks

2. Lead moment of silence
3. Lead in pledges to flags
At least 1 student representative to provide thanks in the Closing General Session.
Provide movie and projector for the movie room on Friday night during the dance (as an option for students not wanting to attend the dance). This may have to be rented from the hotel depending on needs for sound.  (The CCS may decide to have other entertainment other than the dance and the movie.)
Consider organizing a service project at the conference,
Provide at least one chaperone and coordinate enlisting and organizing volunteer chaperones for the evening Friday.  It is very important that chaperones cover all areas.  Please have at least one adult who will rotate through areas to be sure all are supervised.
Provide guides to help direct students to meeting rooms during breakout sessions (on Saturday) and to move students into general sessions on time. (Advisors and parents are most helpful.)
(When necessary) Provide 8 students to assist multi-media production company set up and tear down audio/visual equipment for Concurrent Session presentation.  The set up usually takes place during the lunch hour on Saturday so have an alternative lunch plan for these students.  

You may be asked to provide students to help with the Closing Session awards presentation -- directing students in the ballroom if awards are presented.
Registration note:  CCS must have at least one adult advisor with delegation.  Additional adults may attend with the CCS without registering for the event but will not receive a conference t-shirt unless the shirt is ordered by the school.  There will be a charge for additional shirts.

Ensure that all CCS materials have been picked up and removed from the event site as well as general clean up (so that we leave the hotel in good shape).

TASC will reimburse up to $1,000 to the CCS for expense incurred that are directly related to hosting the conference if expectations of the Conference Coordinator School are met.  Allowable expenses include hotel, travel, meals, banner, bags, and decorations. Reimbursement does not include registration.  Receipts must be provided for reimbursement.
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