TASC High School Annual Conference

CONFERENCE COORDINATOR SCHOOL
Expectations and Duties

The main responsibility of the Conference Coordinator School (CCS) for the TASC Annual Conference is to showcase its entire school and student council while carrying out a chosen theme throughout the conference.  The conference theme will be decided by the TASC Board of Directors, and then the CCS will collaborate with a TASC funded professional production company (PC) and TASC to create the most effective way to communicate the theme throughout the Conference.  
One student and the council advisor serve as advisors to the TASC Board of Directors, which meets three times each year in July, November, and at the Annual Conference.  Expenses for one advisor and one student are paid for the Board Meeting by TASC in July and November.  The CCS representatives non-voting members of the Board.  The CCS student representative should be able to be an assist as an emcee at the Annual Conference and possibly the ML Conference.  The student and the council advisor should also attend the TASC leadership retreat in June with housing paid for by TASC.  TASC will pay for registration to an out of state conference for the CCS student.  Travel and meals to and from the conference are the responsibility of the student or school.  
CONFERENCE SESSION PRODUCTION
· TASC funds all basic elements for the general sessions (stage, lights, sound).  However, theme specific stage design/set/rigging is not included in the basic contract.  The CCS may provide/design its own stage elements or work with and rent elements from PC or other sources.  Theme specific stage set & design is an additional CCS expense.  TASC will pay only for the amount of the original contract with the production company.  The CCS is responsible for the cost of a Fire Marshall if one is required.  
· The CCS should arrange for meeting between PC and key players at school.  This is to be hosted at the school, and it is the responsibility of the CCS to provide lodging for the show producer for this meeting. Ideally this would occur in August, to allow adequate time for implementation of ideas.

· CCS will meet all agreed upon deadlines between the CCS and PC.  This includes video and song submission, as well as other information necessary for PC to create the script and look and feel of the show.
· CCS will work with PC to plan and implement a conference opening.  This opening is not to exceed 10 minutes.  The opening should showcase talent from the CCS, while expressing the message of the conference theme.  The PC will be heavily involved in helping to ensure the CCS vision is communicated most effectively for the audience size and make-up.   The TASC director should be kept apprised and be able to approve videos, content of production numbers, etc.
· CCS will provide delivery of welcome, pledges to flags, invocation and national anthem during the Opening Session.

· The CCS (entire team) should be at conference site to begin load in and rehearsal the morning (8 a.m.) of the day before the conference start date. (Coordinate this with PC and TASC Director.)
· CCS will provide an 8-10 person stage crew for the PC for the duration of the conference. Details are to be established with PC.

· CCS will provide additional entertainment for general sessions as well as a closing number.

· The TASC director should be aware of and approve all conference entertainment and decorations including set design, costumes, and media.

WORK WITH TASC
· TASC will arrange for a convention center site visit (usually in October).  TASC will arrange for CCS rooms and attempt to secure complimentary or reduced rate sleeping rooms.  Expenses will be the responsibility of the CCS.
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· The CCS is responsible for working with the TASC office to create a design for the conference t-shirt and conference logo.  This can be original student artwork or acquired from a professional design company.  The shirt design should reflect the theme and the way the CCS school will present the theme.  Design options should be sent to TASC no later than September 30.  Camera-ready artwork is preferred. 
· Advisor is responsible for all communication with school officials concerning duties and responsibilities at the conference.  This includes collecting necessary information from the CCS school district for the program.
· The CCS will work with the other officer schools in determining a state project.

ADVISOR HOSPITALITY
· TASC will provide beverages (coffee, tea/lemonade, water) for advisors attending the conference in a pre-determined hospitality area.  Any other items (food, gifts, door prizes, etc.) are the responsibility of the CCS.  Hospitality area food items must be ordered through the Convention Center food services.  It is the responsibility of the CCS to make these arrangements.  TASC will pay the bill upfront and then charge out the CCS items at the end of the conference. 
CONFERENCE REGISTRATION

· CCS will develop and assemble registration packets for student and adult delegates. TASC provides folders, programs and name badges.  CCS provides all other items including the actual bags and anything else wanted in the bags (pens, paper, coupons, resources, goodies, etc.)
· CCS will create 4 - 8 (varies) registration booths that will be set up in the Grand Hall at the Convention Center.  CCS student/adults will also man these tables during conference registration hours.  At the end of conference registration, CCS may need to move these booths for use in ballot distribution.
· CCS is responsible for organizing t-shirts by school and having an adult (or two) available to help distribute conference t-shirts to advisors on site unless the t-shirt company does this.  Assistance may still be needed.
· The CCS must register an official voting delegation for the conference (1 advisor + 5 students).  The CCS does not need to regsiter additional students or adults attending the conference.  Additional conference t-shirts may be purchased at cost from TASC; sizes must be provided by the registration deadline.  Additional Six Flags tickets for CCS students and chaperones (not including the official delegation) must be purchased from TASC (at cost).
OTHER CFERENCE NOTES:
· CCS should determine number of rooms to reserve for the school at the hotel of its choice by November.

· TASC is given access to the Parlor Suite at the Sheraton.  TASC will provide this suite as a gathering/meeting/planning space for the CCS. If the CCS is staying at the Sheraton, the connecting sleeping rooms can be reserved as part of the CCS room block.  There is no additional charge (other than the connecting rooms, if used) for this Suite.

· CCS will make arrangements/payment for any additional exhibit hall interactive games/activities/inflatable attractions, pipe and drape, etc. for student delegates.

· CCS will provide award winning school photo backdrop or other photo backdrop.  This may be generic or conference theme related. (Coordinate placement of backdrop with TASC staff to allow space for bookstore, etc.)
· CCS will provide small group session facilitators for workshops portion of conference (# needed depends on # of sessions).

· CCS will provide and install decorations for the conference that enhance the theme.

· CCS will provide students as needed to assist in set-up of multi-media, etc. for concurrent sessions.
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· CCS will make and hang signs as needed for conference activities.

· CCS will provide chaperones for the host school students and adults to supervise activities of the host school students during the conference.

· CCS will work with TASC staff regarding placement of tables, decorations, etc. so that the entire conference experience is enhanced.

· CCS will ensure that all materials are removed from the Convention Center at the conclusion of the conference.

· CCS will review Convention Center guidelines for hanging signs, etc. ensure guidelines are met.

· CCS will communicate lyrics of songs used, videos, etc. to TASC Director and to Production Company well in advance of the conference.

Reimbursement for expenses provided by TASC:

· In 2015 $5.00 was added to conference registration in order to fund up to $20,000 reimbursement to the Conference Coordinator for expenses directly related to the conference.  Guidelines for this reimbursement will be developed by TASC.  The CCS must submit receipts in order to receive reimbursement.
Additional duties can be added depending on the resources and interests of the CCS.
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