Para Spring Meeting Check Off list updated
4/24/12 (updated as needed)
Paraprofessional Spring Meeting – Thursday – March 29, 2012 
GoToWebinar software from NLC, still videoconference

Theme: Show Off @ your library
 
Sessions: see web page 
http://nlc1.nlc.state.ne.us/Comp.old/para/2012springmeeting/2012Paraspgconfwebsite.html 
Web Page, off of Para site LIVE:

http://www.nebraskalibraries.org/PARA/paraspringmeeting.html 
-Possible themes for 2013 
                                     Empowering Voices



Learning to Survive 



Learn from Experience 



Libraries, the Universe, and Everything

-Ideas left over from previous Spring Meeting evaluations 

http://www.nlc.state.ne.us/comp/para/Ideas_for_sessions_from_Spring_meeting_evalutions.doc  
Jul
Done for 2012 -Pass book onto new Program Chair Jennifer Sorensen
Done for 2012 -During a board meeting or via email the board must talk about a date/location. We have done March since 2001, check for Spring break time frames, we’ve done Wed. since 2001, decide if we’ll still be doing a video conference for the Spring meeting (since 2001) –start using Thursday because of Go To Webinar software for broadcasting 
Sep 
Done for 2012 -Have something at the NLA Fall Conf Para booth and for the Fall General Meeting, even if it’s only a Date & Theme & Para table & Para luncheon & Para General Meeting
Oct

Done for 2012 - (Section Chair) At General Meeting let members know what boards thoughts are for the Spring Session for the following year
Done for 2012 -Once we know the date have it placed on the NLA & NLC calendar, maybe we can prevent others from using that day

No NLAQ in 2012-NLAQ, send to the NLAQ editor, we need to do the December or March Issue – December is best, but March having it in March than has it in the archives.
	Issue
	Deadline

	March (Spring)
	January 31 (flexible)

	June (Summer) 
	April 30

	August (Fall)
	July 1

	December (Winter)
	October 31


Nov/Dec
Done for 2012 - Select the sessions to be presented (3 of them) and contact the speakers (see letter in prog chair book, see notes later on presentation standards). This could be during brainstorming at a Para Board meeting or through the Para Mailing List. We will pay for the speaker’s lunch if they want it in Lincoln or Sump and their registration fees are waived.
Jan

Done for 2012 - (Web Committee) Setup the Para Spring Web Page, link on Board Web Page, have it proofed, leave page at NLC for easier editing, just edit the Para front page, and then edit the parspringmeeting.html page Higher Reg cost in 2013
Done for 2012 - make a short PDF of the registration form each year

Note- send URL to Para Board when “Live”
Note--We will have the option of saying no to late registrants and walk-ins starting in 2006; only do late payments if we have something signed from them
Note --We will note on the registration form that if payment is not available before the deadline please call (Contact) for arrangements and include the 800 (toll free number)

Note --Make sure we bold that faxes are not accepted

Note --Make lunch indication easier to understand, tells attendees they can bring a lunch/snack to the meeting
Done for 2012 - Keynote (Janet will do, goes out early Feb.)

-All Para board members get in free if they have to pay for their own (considered scholarships), but they have to pay for their own lunch as needed per board 2/8/2010 meeting-Pay for Para Chair & Para Chair Elect’s Registrations, 

 - Advertise\Publicity for the Spring Meeting via  
Done for 2012 -Mailing lists (NLA, SYSTEMS - all 6 systems mailing list at one time (Spring Mtg Chair)
Done for 2012 -NLA page – Ann (NLA Webmaster) will put up from email to NLIA (Sprg Mtng Chair)

Done for 2012 -Sys Newsletters, email to nlc.sysad@nebraska.gov to get an announcement in: (Spring Mtg Chair)
http://www.nlc.state.ne.us/system/newsarchives.html 
- ELS, Eastern Express 



- NELS, Straight Talk


- Meridian, Meridian Monitor 



- SELS, SoLis


- Panhandle, Sun  



- RVLS, Valleytalk 


-System Calendars \ websites


- ELS, http://www.elsne.org/ 


- NELS, http://libraries.ne.gov/nels/ 


- MLS, http://www.nlc.state.ne.us/system/meridian/ 


- SELS, http://www.selsne.org/ 


- PLS, http://libraries.ne.gov/pls/   



- RVLS, http://libraries.ne.gov/rvls/ 
Done for 2012 - Becky Pasco requested to send the message out on her LibMed and NEMO (Missouri MLS student database) email groups (Janet)

New 2013 – Email Janet sent in 2012 after the fact “Para Spring Meeting Speakers – Podcasts: Something we probably did not mention to you is that we tape the Para Spring Meeting and this year we’d like to put each of your sessions up as a NLC Podcast: http://nlc.nebraska.gov/feeds/NLCPodcast.xml. I need to hear from all of you before I give this the OK.”

Feb 
Done for 2012  -Get a Program Approval Application http://nlc.nebraska.gov/ce/index.aspx, under Continuing Education Program Approval Application  fill it out online so our sessions can be approved for CE credits, then we’ll receive a program number to assign to our sessions (CE credits never expire, of course they can be used only once per person)

 Done for 2012 - Arrange for someone (2012 Publicity Chair Jennifer Wrampe) to do Photos\Pictures for the Para book (publicity chair and the camera is in the Para tubs in Janet’s Office) we can borrow the Commission’s camera if we fill out an equipment form.
Done for 2012 -Ask someone to bring a camera to any other major site for pictures: Nancy, ELS for 2012
Done for 2012 -Where will speakers be: Lincoln, Papillion, or otherwise?


Susan speaking from Hastings


Rest of Speakers in Lincoln
Mar 
Done for 2012 -Re-advertise the Spring Meeting:


 - NLIA Memberclicks Mailing List

 -Systems Mailing List
 -Have posted on NLA Blog
-Link to Email to speakers
Done for 2012 - (Spring Program Chair) Remind board to register for Spring Meeting 

Done for 2012 -Where will Para Board be?
Terri will be watching from her desk at NPPL
            Martha from CA

Chrystal, Cynthia, and Jennifer S. in Lincoln

Janet & Jennifer W. not attending

Marguerite in Omaha
March 28 (2012) after deadline (shorter deadline since no longer send out handouts)
-----------Now we know how many coming and which site \ location they’ll be at 
Done for 2012 -Send out email to all attending at their “desk” and one to who is in charge in “Omaha” site
Done for 2012 - Registration Spreadsheet add Speakers to Lincoln & Papillion for lunch counts, they do not pay for registration and they get lunch free if they want to stay
Done for 2012 -Para Spring meeting Chair or Para Treasurer collects and keeps track of all of the registrations. She will check to be sure all registrations pay correctly – i.e. Para members are paid members, NLA are paid members, and check against the membership database (http://web.memberclicks.com/mc/community/eventList.do?orgId=nlia) which is updated weekly by Michael Strattman. Please see last year’s spreadsheet for recommended columns 

Done for 2012 - Email to board, # of attending & sites we’re at, attach spreadsheet if possible

Done for 2012 -Make new Evaluations  

Done for 2012 - Obtain Handouts from Speakers, may not be any
Done for 2012 - General Meeting Agenda from the Para Chair,
Done for 2012 -Minutes from last General Meeting show on projector

http://www.nebraskalibraries.org/PARA/paraminutes.html    
Done for 2012 - Board Reports to be displayed on laptop - any handouts for Para Meeting (i.e. budget from treasurer, Bylaws updates),

Done for 2012 -PowerPoint Displays, see last years (at NLC under H:\Comp\para\2010springmeeting), name of our event, phone #, break times, onto laptop we’ll be using 5SL (need 2 PPT’s one for before one for during breaks)
Done for 2012 - Jennifer W. Lincoln - Nancy Omaha-Order food \ lunch 2 days before for the Lincoln site, see if speakers will be staying and add them in, also add one for the tech support (Michael & Christa for Go To Webinar Assistants), food comes at 12:30 pm, have check ready for them. Only order for the ones that paid for lunch at Lincoln. Ask for true vegetarian meals. Have ice & cups & plates etc in Crane Room
Done for 2012 - Agenda for the day for announcer\Para Chair- who presents speakers (doesn’t have to be the PARA Chair or even the Program Chair), see script from year before, Agenda for Tech support, Christa liked it in 2012
Note--We will do lunch & snacks at Omaha – 
               Nancy Meyer will coordinate for 2012
Note --For morning have donuts/rolls or muffins no bagels, & couple - three different juices, bottled water, other drinks for lunch
 Done for 2012 - Jennifer W. Lincoln- Have someone bring food \ drinks \ water\ juice and snacks for Lincoln (treasurer reimburse – Jennifer in 2008 & 09 & 10, mini muffins, cutup bagels, juice, bottled water, ice tea, lemonade, other drinks, whatever) 
 Done for 2012 - Get cart ready for Lincoln site (Janet does), 

Room ready at NLC, Laptops, projector, camcorder, etc…

- Para sign for hanging up (Janet has), sign for Freebies, Sign-in sheet,  

- any bills that the Treasurer needs to reimburse, 

- extra pencils/pens, paper, scissors, tape, markers, name tags for Para board members

- any freebies to be handed out, pens, bookmarks, buttons,  

Just have them sign in- checkoff list of names for Lincoln from Spring Program Chair

- NLC Camera, batteries

- Para History Book
 Done for 2012 - Day before make sure who ever will be staffing phones at NLC (front desk & refdesk) has this info available for calls, print out the registration page
 Done for 2012 -Email refdesk & Front Desk about meeting & where attendees should go

 Done for 2012 - Put all presentations & handouts & PPT for projection on T:\Janet to take to meeting
 

Note- Kitchen phone in NLC basement 471-4035
 Done for 2012 - Spring Meeting Day Happens (Thurs. March 29, 2012)
 -Arrive early to setup meeting room table, food, other stuff (no later then 9am)

 -Someone at the door greeting people, telling them where to sign in, Program Chair or Para Chair

 -Table should have sign-in sheet with a spot for Sign-in/CE credits, session handouts, freebies, Misc handouts, etc.
 -Have a box setup to put evaluations in
 -Have Treasurer bring the checkbook to pay for food, speakers, and misc.
 -Have water available for the speakers, 
 -Give Christa (techsupport for gotowebinar) (lead GoToWebinar operator) copies of appropriate handouts

Apr/May
Done for 2012 -Scholarship Winners up on website http://www.nebraskalibraries.org/PARA/parahistory.html  – 2012 Terri Johnson, NPL
 Done for 2012 -CE pages to Linda for input into the CE database


You can get names from Sump lead, and Christa for GoToWebinar

Pending – Jennifer -Have evaluations typed up and sent to the Para board 
Pending – Jennifer -After Board has reviewed them, send evaluations to the speakers

Done for 2012 -Print out the web page for the Publicity Chair book (Program Chair)
             Note: 3/2010 no gift cards to NLC staff unless they are on their own time. Physical gifts are ok.
 Done for 2012 -Send out thank you notes to speakers (gift certificates honoriums go into these notes - in the past we’ve done $20 checks or gift certificates - see past budgets- 1/03 Para Board agreed to do this every time, but we need to have board OK the amount each year (), we also agreed that we would pay the speaker for mileage () if they are not reimbursed by their organization (Chair of Spring Meeting) 

Done for 2012 -Update the History page (Janet) http://www.nebraskalibraries.org/PARA/parahistory.html#Past_Para_Spring_Meetings 
Pending – Jennifer -Keep track of what “other sessions” were listed for use next year, bring up when we start talking about next year’s session in Dec/Jan, taken off of evaluation sheets & put up on 
http://www.nlc.state.ne.us/comp/para/Ideas_for_sessions_from_Spring_meeting_evalutions.doc 
 Pending – Jennifer - Take care of any responses from the evaluations, and things to put on to do list for next year

 Done for 2012 -For the NLC Catalog entry all we do is send the NLC Cataloger (Emily) a link to the URL that was put up, and make sure it has theme, speakers, sponsors, and a link to the handouts page. No more DVD’s. 

- Email NLA Mailing List to let them know about the recordings and previous ones & that they can get CE credits for them

-  Print out any pages for the Spring Program Chair book (Program Chair), web page, handouts, budget, evaluations,  and registrations spreadsheet, final report, and so on for future reference. (Chair of Spring Meeting)
- Pictures from Spring Meeting up on the web (Publicity Chair) and Flickr (Publicity Chair)
Done for 2012 - Minutes from the General Meeting go out to the Para board for approval (Done), then on the web site (Done), and & in the next Keynote issue (Pending)
- After the meeting there needs to be a report to the Para Board (Spring Meeting Program Chair) () – same report put into the Keynote (Spring Meeting Program Chair) 

NEXT YEARS SPRING MEETING - TIMELINE BEGINS AGAIN IN JUNE!
Notes:
Example of the email to the Executive Secretary of NEMA, see NEMA web site:

http://nema.k12.ne.us/ 
I'm a member of the NLA Paraprofessional Section. Every year we have a Spring Meeting, videoconference out of Lincoln to sites across the state. This year at NLA at our Para non-profit table we had a couple of NEMA members stop by and mention that we need to be advertising our Spring Meeting to NEMA members. We tend to focus on sessions that would be of interest to general staff in libraries. Here's where we have listings of past Spring Meetings:

http://www.nebraskalibraries.org/PARA/parahistory.html#Past_Para_Spring_Meetings   

___________________________________________
Email to speakers:
To: Speakers
Subject: Speaker Information for the Paraprofessional Spring Meeting

The Paraprofessional Section would like to thank you for taking time to be one of our speakers at our annual Spring Meeting on XXXXXXXXXXX 

 

As speakers we have a few administrative items you need to be aware of:

-our meeting is a video conference that is broadcasted to several sites across the state, you can see the list of possible sites in the URL found below

-we also tape the sessions so people unable to attend may borrow the tape from the Nebraska Library Commission catalog, http://nlc.nebraska.gov/opac/ , and still receive Continuing Education credits 

-the main site and where the speakers need to be is in Lincoln NLC
-we encourage you to be present for all 3 sessions, but if you cannot we understand, but please be there at least 30 minutes before your session is scheduled to begin, time for each session can be determined from the URL below

-we will be on a somewhat strict timeframe so please keep your sessions to 50 minutes each

-we'll need to introduce each of you & your session. So I'd like a brief introduction we can give before handing the mic over to you

-there will be up to 20 attendees at the Lincoln site so you will have some audience participation if your session needs that

-if you would like to stay for lunch and the Paraprofessional Section Spring Meeting (40 minutes) you may, and we will pay for your meal, just let me know
-there is a podium up front right next to the laptop

-if you do PowerPoint displays please save them as a Pack-N-go in case the laptop does not have PowerPoint loaded

-Any Word or Excel documents should be saved in the Word 97-2003 version

-we can have your presentation on a cd, or a flash drive, or on a web page, or just email to me so I can handle having it there for you

-any handouts you create please include your name, the date, and the title of your session 

-handouts need to be to me by March 12 so we can make copies and mail to all of our broadcast sites 

-during your session if you allow questions, please repeat the question into the microphone before you answer it so the outlaying site will hear it before you answer

-anytime you are in the front of the room, the camera may pan across you, even if you are "waiting in the wings" so to speak, so be careful of your facial expressions because they may be recorded

 

If you have further questions please don't hesitate to email or call me.

 

If you care to look at the registration page for our event here it is:

http://www.nlc.state.ne.us/comp/para/2008springmeeting/2008Paraspgconfwebsite.html 

 

