SETA CFC 2007 CONFERENCE GUIDELINES

modified by the SETA Correctional Facilities Chair for 2007

The purpose of this Conference is to bring together the AA Volunteer and the Correctional Professional that we might share ideas and solutions, so we may better carry the AA message of recovery to the alcoholic who is incarcerated. Through this process we hope to develop a better understanding of each other, and in turn better carry the message to the men and women behind the walls.

I.  Structure of SETA CF Conference Committee-

    
The Correctional Conference Committee is a sub-committee of the SETA CF Committee and is directly 

responsible to the Area CF Committee.

A. Conference Officers: (Suggestive:  2 years of sobriety & 1 year of CF service)

             1. Chairperson

(be a member of the SETA CFC)


2. Co-Chairperson
(be a member of the SETA CFC)

             3. Treasurer

(is a member of the SETA CFC)

             4. Secretary

      B.  Sub-Committees Chair: (Minimum of 6 months sobriety & willingness for CF service)


1.  Registration 


2.  Public Information


3.  Spanish Liaison 


4.  Literature


5.  Hospitality 


6.  Host

7.  Ice Cream Social

 8. Safety, setup & breakdown

 9.  Archives
            10. Steering Committee

            11. Secretary

            12. Speaker Selection


C.  Advisors


Chairperson of each of the three preceding conferences. 

II.
Anonymity

A.  Anonymity Statement to be read at beginning of ALL meetings to affirm the Eleventh and Twelfth 


Tradition.  At no time or place shall the anonymity of ANY AA member be jeopardized.

III.   Financial Responsibility

A. Tradition Seven states that we are self-supporting through our own contributions.  This applies to the individual, the Group, the District, and the Area.  With the Traditions in mind, it is suggested :

1. Hotel accommodations for Friday and Saturday nights only for chair of conference, 3 evening speakers & multi-lingual committee - 5 rooms total
  

             2.   Any expenses should be asked  - Is It Necessary for the Whole? - ; 

                   Any income should be asked  - Is it through our own contributions? .

3.  Income sources will be designated as to one's affiliation, i.e. AA, Al-Anon, Other; Friends of AA and to one's participation, i.e. registration, blue Can, literature, and non AA fellowship of coffee, hospitality and ice cream social, etc. for financial history, responsibility, accountability.

B. Expenses for Speakers are to be paid by the Conference Funds and shall include Hotel accommodations for Friday and Saturday nights, transportation (gas) to and from the Conference site, meals, and other expenses deemed necessary and approved by the Conference Comm.

C. If a Saturday Banquet occurs the speakers and the tapers should also have the expense covered. 

D. All workshop expenses, including display literature and folder content, will be paid for by the Area CF Committee as Workshop expense in accordance with the approved budget of the Area CF Committee.

E. Conference Chair’s hotel accommodations will be paid by the Conference.

IV.  Conference Committee Guidelines 

      A.   Conference Officers


1.  Chairperson
a. Chair all Planning Meetings and report status to the CFC Committee.

b. Appoint all Sub-Committees' Chairperson and the other Conference officers.  (It is advised to consider candidates from all districts of the Southeast Texas Area, not just from the Houston area.) 

c. Responsible for the Conference Package  (program, volunteers, equipment, records, finances, etc.)

d. Prepare budget with Correctional Facilities Committee Treasurer, Conference Co-Chair and Advisors. (Stay within the limits.)

e. Support full bilingual and full area-wide participation as much as possible.

f. Be present at the Conference all day Friday through close of the Conference on Sunday.

g. Complete the final settlement with the hotel as soon as possible.

h. Rotate as an Advisor upon completion of this position.

i. Provide speakers with airline information or arrange airline transportation if necessary.

j. Meet with previous chair and committee prior to first meeting to discuss the conference. 



2.  Co-Chair


a.
Assist Conference Chair in ALL matters relating to the Conference.



b.
Will assume the honor and responsibility of the Chairperson should the 



elected chairperson be unable to fulfill the duties of the position


c.

Be present at the Conference all day Friday through close of the Conference on Sunday.


d.

Assist with the Saturday morning Workshops for Volunteers. 

· Arrange for recorders (note taker) for each workshop.

· Note: it is very important to give concise, clear cut directions to facilitator and panelist as to the time requirements in sharing and exactly what topics need to be covered.  Allow time for questions and answers and audience participation.


e.  
Give a final report of experience and solutions to the committee at the closing.

f.
Consider standing for the CF Conference Chair for following year.

g.    Professionals/ Volunteer workshop coordinator 


3.  Treasurer

        a.  The Treasurer or the Alternate Treasurer for the Area Correctional Facilities Committee may be the 


Treasurer for the Conference.


b.
A financial report showing all income and expenses of the Conference will be prepared and     


      forwarded to the Conference Chairperson and to the Area Committee Chairperson monthly.

4. Secretary
                  a.
Record, maintain, and distribute minutes of each planning committee meeting. 

b.    Maintain and distribute roster of CF Conference committee and mail contacts.

c.    Assist Chairperson with any correspondence, or material, as needed. 

d.    Collect and maintain workshop reports from each workshop recorder, to 

       be part of the closing meeting. Coordinate with both the Conference 

       Secretary and Correctional Archivist.

                  e.    Remind members of the Conference Committee of meeting dates. 


B.   Sub-Committees
1.
Registration
a.
Arrange and coordinate supplies and volunteers for both English and Spanish for the Registration tables.  Conference registration opens at 4pm Friday; Registration ends before Saturday evening Speaker meeting. Volunteers will be available at all times, more at peak times, i.e. one hour prior to a Speaker meeting.  Provide written instructions for volunteers.

b.
Provide registration forms, name tags, holders, pens & markers. Maintain accurate count to cross check with the Treasurer's records. Volunteers will process the forms, receive the monies, and keep count of ALL Convention registrants. Encourage all of to register regardless of the ability to pay or not to pay. Maintain total of pre-registered AND on-site and by affiliation to be available for the Conference Chair prior to each evening session.  

c.
Coordinate with the Treasurer for the transfer of funds to and from the Registration tables, if needed.


d.   Pre-Registration tags should be clearly marked and available near the on-site registration tables.

e. Available at the tables to handle above responsibilities and any problems that may arise.  It is not necessary for the Registration Chair to be physically present at the registration table all of the time.

f. Submit a final report to Conference Chair, with a copy of the final report submitted to Conference Treasurer.

g. Compile an inventory of items and materials left over and give it and the items to the Conference Chair.

h. Registration and Treasurer will reconcile monthly as to the number of registrants and types with the funds reported, preceding the Conference and after the Conference, prior to submission of the final report.

i. Arrange for collection of Conference badges on Sunday morning.



2.  Public Information
a. Responsible for design, printing, and distribution of all Fliers (preliminary and registrations) and Programs. Flyers, Programs and all Public Information material will be printed in English and Spanish.  See attached guidelines for dates, quantity, etc.

b. Process one mailing of fliers, to be done shortly after the July Quarterly. Area's postal meter is available for use.  When it is prudent to do so:

· Include fliers and registration blanks to each Central Office/Intergroup in the surrounding states & Areas. 

· Lists for mailing are obtained from the Area CF Chair and includes lists of past attendees and Central Office / Intergroup locations throughout Texas and Louisiana.

· Include mail out to Southwest Regional CF & Area Chairs. Fliers should be included in all SETA mailings and available at the Quarterly Business meetings in April & July preceding conference. 

c. Assist with Area-wide hand distribution to groups and districts.

d. Correlate with Spanish Liaison for translation and mailings.

e. Arrange for announcements in AA Publications (BOX 459, Grapevine, LaVina, SETA QUAARTERLY, The LINK, each district's newsletter, etc.) - by May 1.

f. Notify the SETA Webmaster of the Conference when the date and location have been finalized. 

g. Final report to be submitted to Conference Chair.

3.
 Spanish Liaison




a. Procure equipment and volunteers, for successful interpretation of ALL Conference General assembly sessions, workshops and all Speaker meetings.

b. Assist other committees with translation as needed (fliers, safety, host, workshops, etc.)

d. Arrange for presenters and translators in Saturday AM's general workshops, correlating with the Workshop Chair.

g.   Final report to be submitted to Conference Chair.

4.
Literature
a. Coordinate Big Book Recycling efforts. Arrange for display of CF related literature 

       and service materials (for Fun & for FREE) 

b.
Submit the collected funds to the Treasurer.

c.
Give count and amount to be given to Conference Chair for announcements.

5.    Hospitality
a.
Acquire coffee, food, and related supplies, donations, and volunteers for the Hospitality room which is to be open from Friday 4pm through Sunday 10am.  The room is to be closed during all Speaker meetings. 

b.
Responsible for cash contributions, expenditures, and correlating with   


Conference Treasurer for financial and supplies record keeping.  Goal is to be fully self-supporting, and fully accountable.

c.  
Correlate with Hotel Liaison as to do's and don'ts. Maintain records of supplies


obtained through hotel (if any) for both historical and financial records, such count to be 
shared with the CF Conference Chair and Treasurer for reconciliation with hotel



      d.
Responsible for setting up, tearing down, passing leftover supplies to 


    Conference Chair 

   e.
Submit a final report to the Conference Chair.

6.
Host
a. Make initial and follow-up contact with the speakers for the conference.

b.  Recruit volunteers to "host" each speaker, i.e. pick-up/drop off speaker from/to airport, 
   ensure adequate accommodations, introduce them to others, and/or sit with them during 
   meetings.

c. 
 Ensure that each panelist and speaker are comfortable and a part of all the events without becoming overbearing.  Correlate with Chair for arrival time.

d..
 Chair or appoint a chair of each Speaker Meeting who will be responsible for:

· A glass and water on table, 

· a Big Book, the meeting format and readings for the lectern, 

· Speaker is present at his/her meeting time.

· Anticipate the speaker's needs.      



       e.
Offsite meals may be reimbursed if/when pre-approved by Conference Chair.

 


7.
Ice Cream Social
a. Plan for ice cream social to be held after the speaker meetings on Friday and Saturday nights.

b. Provide ice cream, paper goods, and condiments for the events.

c. Appoint volunteers to assist in the events.

d.
Determine the cost per person with the approval of the committee Prepare a final report to be submitted to Conference Chair.

8.
Safety-Setup and Breakdown
a.
Responsible throughout the time and space of the Conference to make participation  


in the Convention a safe and enjoyable experience for ALL by securing volunteers, 2-way radio, hotel maps, and area information from Chamber of Commerce, etc. needed.

b.
Correlate with the Convention Officers and Sub-Committee Chairs as to the needs for secured rooms, escort for funds and/or volunteers and/or special need registrants.

                                  c.  Assist as needed with set-up AND teardown of Conference displays & supplies.

                         d. Assist the Hospitality and Coffee committee by awareness of needs for water and coffee 



in the designated areas. 


10.   Archives


   a.   Assist the Conference committee members with archival procedures.

   b.   Assist with procuring equipment, volunteers, and supplies for archiving records.


   c.   Provide/display Archival CF Material 


   d.   Arrange with taper for Workshop rotation and recording.

        11. Professional liason/Co-Chair


a. Telephone professionals per a list deemed appropriate by the committee to inform them
of the conference and determine their interest.  Make notes of contacts.

b. Submit a list of names and correct addresses to the person maintaining the mailing list.

c. Charges incurred for telephone calls to UVAL's and County Jail personnel will be charged to the Area CF Committee

d. Maintain records of long distance charges and submit them to the conference treasurer for reimbursement.

                          12.   Steering Committee (Past Conference Chairs & Current Area Correctional Facilities Chair)

a. Choose the hotel for the Conference. A location central to the SE TX Area is recommended.

b. Facilitate the Sunday morning General Sharing Session.

c. Choosing the Speakers and Host for the Correctional Facilities Conference.

                          13.   Speaker Selection
                                  a. Responsible for finding speakers for Friday, Saturday, and Sunday. 

                                  b. Obtain tapes for speakers and listen to the tapes with the Speaker selection committee.


                                  c.  The speaker selection committee consists of the Conference chair and co-chair, the 

                                        CFC chair, and 2 others. Each member should listen to speaker tapes/cd or speaker and 

                                        Then decide collectively who would be the most appropriate for the conference.

d. The best choices for CF conference speakers will have experience with corrections, 

     either with the recovery position or service or both. 
Checklist Items:


Remember, BILINGUAL. (Translation eqpmt. presenter, literature, hospitality, etc., readings, etc.)



Tables for hall displays (all SETA committees, Houston Intergroup, & Literature)


Walkie-talkies, battery chargers - Safety Chair


Badges/pens (also for returns after the conference) - Registration Chair


Ribbons for Speakers, Committees Chair and members - Registration Chair


At Podium: Big Book, Meeting Format, Anonymity Statement, Water pitcher and glass-Chair/ Host


Conference Treasurer mailing address at top of flier in addition to tear-off section PI Chair


Name tags available through most Chambers of Commerce.


Hotel Marquis or Bulletin Boards to show S.E.T.A., NOT AA (anonymity)- Conference Chair

Selected readings (Chapter 5, Promises, etc.) at discretion of Convention Chair (may be delegated) - Speaker chair


Invite all Area Service Committees to attend - PI Chair

Start workshop planning 3-6months in advance. 


Ask ALL Sub-Committees for required space and needs - Conference Chair


Individual attention to be paid to the professionals and panelists - they are special guests. - Committee
Final check- all committees to be finished with planning at least one week in advance of conference


Punch List


Generic Report
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