Checklist of CAUL Council Meeting Requirements.

1. CAUL Meeting.

2. It was agreed to hold more workshops of the kind recently held on budgetary constraints, where CAUL members had the opportunity to present a 5-minute snapshot of their own institutional activity.

3. It was agreed that all items starred for discussion at CAUL meeting be introduced by the author (or, in the case of a paper written by someone not a member of CAUL, by the member of CAUL with responsibility for carriage of the item).  This introduction should provide some background to the paper, and its context.

4. Executive Meeting.

5. The Executive should meet prior to each CAUL meeting.

6. Finalise the management of the agenda, including the names of those who will speak to each agenda item. 

7. Identify 4-5 items for full discussion.

8. Identify outcomes desired from discussion.

9. Identify and notify CAUL members to introduce each paper starred for discussion.

10. Advisory Committee Meetings.

11. Most CAUL Advisory Committees and Sectoral Groups will meet around the CAUL meeting:

12. The Advisory Committees would normally meeting on the Wednesday afternoon or Thursday morning before the CAUL business meeting – normally 6 meeting rooms for 6-8 people and a speaker phone should be available;

13. Sectoral Groups would normally be scheduled after lunch on the Friday – normally 3 meeting rooms for 6-8 people should be available. 
14. Meeting Papers.

15. It was agreed that all papers to be considered at CAUL meetings should include at least one recommendation for further action.

16. Papers received after the nominated due date, usually ten days prior to the meeting, and not able to be included in the posted papers, will be held over to a future meeting.
17. The papers will be made available as a single pdf document, suitable for double-sided printing.  The individual papers will be posted on the meeting page as they are received, for information, but it is not necessary to print them – they will be included in the full set.
18. Email notice of available of the set of papers by the week before the meeting.

19. Meeting Times.  

20. A full-day meeting should run from 9am to 5pm, except if the venue is not readily accessible to the accommodation venues, in which case it should begin at 9.30am.

21. The meeting should be held on a Monday/Tuesday or Thursday/Friday, to allow for longer travel times for some members.  CAUL committees and sectoral groups may meet on the preceding day.  The latter means that the Thursday/Friday is the preferred option.
22. Meeting Room.

23. Room Layout.  All participants should be able to see each other relatively easily.  Circular or square arrangements seem best (even if in inner and outer circles), followed by “cabaret” style seating. 

24. Room Size.  The room should seat 50 people comfortably, all with enough table space for papers.

25. Acoustics.  All speakers should be able to be heard by all other speakers, without microphones.  In latter years, it appears that microphones are more often needed than not, so it is best to include them – for both the podium, the chair’s table, and the members’ tables.
26. Water jugs and glasses should be provided for all attendees.

27. Equipment available:  Data Projector – essential;  White Board & Pens – desirable, but not necessary if it costs extra
28. Power points accessible to all members for laptop access;

29. Wireless internet access – obtain quote for access for all members for the two days;

30. Request a confirmed “running sheet” from the venue organiser/caterer.
31. Photocopying Facilities.

32. A photocopier with multiple copying and collating functions should be available within a reasonable distance of the meeting room.

33. Accommodation.

34. The local host should provide some details of convenient hotels, and may assist by pre-booking some.  

35. Transport.

36. The local host should provide some details of transport available from airports, and from accommodation centres to the meeting venue.

37. If it is not possible to accommodate members relatively close to the meeting venue, the host may organise group transport, but this is not essential.  Members may organise their own shared transport – this will be aided by inviting members to register their hotel on the registration form.
38. The local host should provide, if necessary, a map showing the specific location of the meeting venue, to be posted with the meeting papers.

39. Morning and afternoon teas.

40. Half an hour should be allowed for breaks.

41. Coffee should be of a good quality.

42. Snacks need not be elaborate, e.g. biscuits are suitable, 

43. The layout of cups, hot water, milk/sugar, biscuits, etc should be designed so as to reduce queuing.

44. Lunches.  

45. Determine if one or two day’s lunches are required.

46. Allow 1 hour for lunch.
47. A sit-down lunch, with set menu, buffet or limited a la carte is preferred.

48. 
49. The cost should not exceed $70pp per day.
50. CAUL pays for meeting catering.

51. CAUL dinner.

52. The venue should be convenient to members’ accommodation.

53. A private room, partially segregated area, or the entire restaurant, is preferred. This is so that members do not disturb other diners.
54. A sit-down dinner, with limited a la carte – 3 options for each course is preferred
55. Wine will be included in the cost – preferably by consumption (estimate 2/3 bottle per guest)
56. The total cost should be in the region of $80-120 pp
57. Some restaurants require a minimum expenditure – CAUL does not usually agree to this so alternative venues should be sought.
58. CAUL members pay for their own dinner, invoiced later by the CAUL office.
59. RSVPs are requested prior to confirmation of dinner numbers, and the venue may charge for the final numbers, whether or not the guest turns up.  If acceptances do not turn up, and CAUL is charged for their meal, they will be invoiced accordingly.
/meetings/#mtg-gde.doc

Updated 11/4/11
PAGE  
2

