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	GUIDE FOR SESSION CO-ORDINATORS


This guide is intended to support you in planning a session for the IHRA conference in Liverpool, England from the 25th to the 29th April 2010. Each year, between a quarter and a third of the conference programme is ‘pre-planned’ by a range of organisations and partners, while the remaining sessions are created using the 1,000+ abstracts that we receive.


What Makes a Good Session?

A good conference session will introduce something new to those attending – a new field of work, a new way of thinking, a new or innovative intervention, or new research findings. This particularly important for Harm Reduction 2010 as the conference theme is Harm Reduction: The Next Generation. Also, many of the recent successful sessions have blended presentations on policy, advocacy, research and best practice to engage a broad audience. For some topics, an introductory presentation to ‘set the scene’ may be appropriate. Sessions also work best when the co-ordinator works closely with the speakers and the chairperson throughout this process.  

The Role of the Session Co-ordinator

The main roles of the session co-ordinator are to select the topic, design the session and to identify, invite and support the best available speakers. It may also be necessary for the co-ordinator to help secure funding for the speakers to attend. The essential steps in this process are:

1. Develop a session theme, and identify speakers and a chairperson

2. Agree the session title and the presentation topics

3. Ensure the speakers and chairperson have funding to attend the event

4. Ensure the speakers and chairperson register for the conference

5. Submit the Session Proposal Form (below) by October 2nd 2009

6. Support the speakers in writing brief abstracts for their presentations (see the separate ‘Guide to Developing and Submitting an Abstract’)

7. Ensure that each speaker submits a quality abstract online before November 1st 2009

8. Submit a final Session Proposal Form (below) soon after this deadline
Funding for Speakers

The conference pays the registration, accommodation and travel costs for some Plenary Session speakers. For all other sessions, however, there is no money available in the core conference budget to pay for speakers or to waive conference registration fees. Letters of support will be provided for speakers who are seeking funding from their organisation or third parties. There is also a limited number of conference scholarships available – with preference given to speakers from developing countries or marginalised populations. If a scholarship is required, please indicate this in the Session Proposal Form (below) and also when the speaker submits their abstract. Decisions about scholarship allocation are made once the programme is finalised in December, and no guarantees can be made before this time.

Sponsoring Sessions

IHRA welcomes financial contributions to speakers’ costs from the coordinating organisation – and from third party organisations too. In return, we are happy to brand the session as ‘sponsored’ by an organisation in the programme, on the conference website, and at the event itself. Please contact Jamie.Bridge@IHRA.net for more information.
Types of sessions

Each session in the programme lasts for 90 minutes, and will either be a Plenary Session (the focus of the programme at that time – covering key themes for the event and attracting around 1,000 delegates), a Major Session (three at a time, attracting around 300 delegates each) or a Concurrent Session (six at a time, attracting around 150 delegates each). Typically, these sessions comprise four 15-minute presentations – each based on a submitted abstract – followed by questions from the audience. However, the Executive Programme Committee is open to innovative or inventive session formats (such as panel discussions and debates) – please contact Jamie.Bridge@IHRA.net to discuss these further. 

In addition, there will also be a parallel Workshop Programme of more informal and interactive sessions – including skills-building sessions – without audio-visual equipment and PowerPoint presentations.

Next Steps

The next step is to develop your session idea and complete the Session Proposal Form (below). This must be sent to Jamie.Bridge@IHRA.net by Friday 2nd October 2009 for consideration by – and feedback from – the Executive Programme Committee.  


Please note that submitting a Session Proposal Form (below) – or arranging for funding or speakers – does not guarantee a place in the conference programme. The Executive Programme Committee will make all final decisions in December. As such, speakers in your session should be clearly informed that their abstracts are not guaranteed to be accepted, and must pass through the standard peer review process. 

If you require any further information or assistance, please contact Jamie Bridge (the Programme Manager for Harm Reduction 2010) on +44 (0) 207 953 7412 or Jamie.Bridge@IHRA.net.
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	SESSION PROPOSAL FORM


	
	
	

	Session Title:
	
	

	
	
	

	Session 
Co-ordinator:
	(Name)
	
	

	
	
	
	

	
	(Organisation)
	
	

	
	
	

	Proposed Session Type:
	Plenary
	
	Major
	
	

	
	Concurrent
	
	Workshop
	
	

	
	Other:
	
	

	
	
	
	
	
	

	Session Summary:

Please provide a 200 word summary of the session: What is it about? What are its aims? Why will it be particularly interesting and relevant to delegates? If the session is accepted, this summary may be included in the conference programme.

	

	How will this session be funded?



	How should this session be credited in the programme (“Supported by…” etc)?




	Key Deadlines:
	OFFICE USE ONLY

	October 2nd 2009: Proposal Form sent to Jamie.Bridge@ihra.net
	

	November 1st 2009: Speakers to submit their abstracts online
	

	November 2nd 2009: Final Proposal Form sent to Jamie.Bridge@ihra.net
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	SESSION PROPOSAL FORM


SESSION TITLE: _____________________________________________________________________

CHAIR 1 #: _______ or NAME _________________________________________________

ABSTRACT DETAILS:

1. ABSTRACT #: _______
PRESENTER #: _______ or NAME: _______________________________
TITLE: _______________________________________________________________ SCHOLARSHIP: (
2. ABSTRACT #: _______
PRESENTER #: _______ or NAME: _______________________________
TITLE: _______________________________________________________________ SCHOLARSHIP: (
3. ABSTRACT #: ______
PRESENTER #: _______ or NAME: _______________________________
TITLE: _______________________________________________________________ SCHOLARSHIP: (
4. ABSTRACT #: ______
PRESENTER #: _______ or NAME: _______________________________

TITLE: _______________________________________________________________ SCHOLARSHIP: (
RESERVE ABSTRACTS:

5. ABSTRACT #: ______
PRESENTER #: _______ or NAME: _______________________________

TITLE: _______________________________________________________________ SCHOLARSHIP: (
6. ABSTRACT #: ______
PRESENTER ID: _______ or NAME: _______________________________

TITLE: _______________________________________________________________ SCHOLARSHIP: (
COMMENTS:  _________________________________________________________________________

SUBMITTED BY: _______________________________

Please note that proposing a session and complying with this guide does not guarantee inclusion in the programme. Final decisions are made by the Executive Programme Committee in December 2009.





TIMEFRAME FOR PROPOSALS:





July – September 2009: Development of session ideas


October 2nd 2009: Deadline for initial ‘Session Proposal Forms’


November 1st 2009: Deadline for individual ‘Abstracts’


November 2nd 2009: Deadline for final ‘Session Proposal Forms’


December 2009: Final programme decisions made


January 21st 2010: Deadline for (discounted) ‘Early Bird’ fee


January - March 2010: Speakers confirmed and payments made


April 25th 2010: Conference opens in Liverpool, England








