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STANDARD OPERATING PROCEDURE

ANNUAL CONFERENCE
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Annual ATCA CONFERENCE

The ATCA Conference is held yearly and is open to all ATCA members and non-members.  The Conference aims to share practice, promote professional development and to foster and strengthen relationships within the organ and tissue donation and transplantation sectors.

CONFERENCE Format

The ATCA Conference is held as a conjoint conference with the Transplantation Society of Australia and New Zealand (TSANZ) and is held in Canberra during June.  Traditionally, the TSANZ conference is held on the Wednesday, Thursday and Friday and the ATCA Conference on the Monday, Tuesday and half-day Wednesday (of the same week).  There is a conjoint session with TSANS on the Wednesday.  ATCA registration does not include attendance at the TSANZ conference.

Based on a rotational system, the nominated host State is responsible for organising the annual Conference.  It is recommended that an organising committee be formed (consisting of ATCA members) and to commence preparation of the Conference (with regards to ‘theme’, invited speakers, programme etc).  

It is recommended that the organising committee be formed no later than the March of the year prior to the host year.  The ATCA Committee is responsible for notification of the host State and will provide assistance with the formation of the organising committee (if required) and to ensure this process occurs.  The Organising Committee is required to submit a brief progressive report to the ATCA Committee.

Host State Rotation

	Host State
	Year

	Western Australia
	2010

	South Australia
	2011

	Victoria
	2012

	New South Wales
	2013

	Queensland
	2014


Programme

A preliminary programme is to be distributed no later than the 2nd week of March and finalisation should occur by the end of April of the year of the conference.

The Conference ‘theme’ and a brief presentation/overview should be presented at the closing of the preceding Conference and a ‘mark your diaries’ notification forwarded to all ATCA members no later than April (of the new year).  The ATCA Organising Committee is required to liaise with the organisers of the TSANZ Conference regarding the conjoint session, joint social events and general involvement.

Costs and funding

A budget proposal is to be submitted to the ATCA Executive at least 6 months prior to the commencement of the Conference.   A ‘seed’ fund from ATCA (a total sum of $10,000) is available to the organisers and is to be reimbursed following the completion of the Conference.

All costs incurred should be invoiced and forwarded to the ATCA Treasurer.  All invoices should include an ABN number, a full description of the purchased item/s, total costs (in Australian dollars) etc.

All registration payments should be made out to the Treasurer of ATCA.  The Treasurer will liaise with the Organising Committee regarding the number of registrations received.

Call for abstracts and invited speakers
· Presentations will be either accepted as a ‘poster’ or ‘oral presentation’.

· The number of oral presentations and poster presentations will be determined by the organising committee and may differ from year-to-year.

· The Organising committee will provide specifications concerning format, length and closing date for receipt of abstracts.

· The Organising Committee may provide presenters (for oral and poster presentations) with –

· An abstract submission guide; and

· A preparation of posters guide.

· The Organising Committee may use templates for guidelines on –

· Reviewing submitted abstracts.

· Judging presentations/posters (with scale for score interpretation).

· Presenter Confirmation letter (paper or poster)

· All invited speakers and calls for abstracts should be organised in November and close on the 1st March.

· A brief biography of invited speakers should be made available to the Organising Committee prior to finalisation of the programme.

· The Elizabeth Yeo award of $500 will be issued to the best presentation.

· It is the responsibility of the organising committee to select a judging panel for issue of the above award.

· Consideration should be given to any special requests of presenters i.e. audio visual equipment etc.

General

· The organising committee is not responsible for travel and/or accommodation bookings for members attending the conference nor is ATCA responsible for costs of same for members.

·  Early bird registration will apply for those applicants received three weeks prior to the commencement of the Conference.

· All participants will be issued with a Certificate of Attendance.

· Satchels will be given to each registered participant.  It is at the discretion of the Organising Committee re: contents of the satchel.  

· A report of the Conference should be given to the ATCA Committee and will be published in the Transplant Journal of Australasia.

Summary of Dates and Timelines

	Date


	Action

	Year PRIOR to Annual Conference
	

	March
	Organising Committee formed

	November
	· Call for abstracts

· Submission of abstracts closes 1st March

	Year of Annual Conference
	

	January
	Budget proposal submitted to ATCA Committee

	2nd week of March
	Preliminary programme completed

	April
	· ‘Mark your diaries’ notification to all ATCA members

· Conference programme finalised 

	June
	ATCA Annual Conference – Canberra
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