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2018 AAEE Biennial Conference 
Call for AAEE Chapter/Conference Host Nomination 

 
The National Executive of AAEE has recently adopted a conference protocol that establishes a fair and equitable 
nomination and selection process for all future biennial conferences.  An interested AAEE Chapter will work through 
the following document and 20 questions presenting a comprehensive conference proposal that will be evaluated by a 
5-member sub-committee comprised of AAEE National Executives and members.  The public announcement of the 
winning proposal will be made at AAEE AGM (October 2016).  The winning AAEE Chapter/Conference Host will be 
notified 3 weeks prior to enable advertising for the 2018 conference throughout and at the conclusion of the 2016 
AAEE conference. 
Host Organisation requirements:  

1. Host organisations are State and Territory AAEE Chapters (can work in partnership with other organisations) 
2. AAEE Host Chapters need to be an incorporated organisation 

The Proposal Process: 
Please address the following questions with as much detail as possible.  Please present this information in any format 
(online, or in a document).  Please submit the proposal to AAEE National Administration Coordinator admin@aaee.org.au. 
The AAEE National Executive acknowledges that some elements are more difficult to determine 3 years before a 
conference, however all questions must be addressed to be eligible for consideration. 
The submission due date is: 1st September 2016 
 
About the AAEE Chapter/Conference Host 

1. Tell us about your AAEE Chapter. Please provide us with the name, mission, and status of the organisation.  Are 
you incorporated? 

2. Does your organisation have the necessary capacity to host the 2018 AAEE biennial national conference?  Please 
provide details. 

3. Tell us about the Conference Chair/s. What experience do they have in organising similar events? 
4. Planning for a conference requires assembling a team that can take care of all the details both during preparation 

time and while the conference is happening – The Conference Organising Group (COG).  Can those members 
make a commitment to regular planning meetings and the conference itself?  

5. A successful conference requires dedicated volunteers. How many volunteers will you require for this event? How 
will you go about enlisting volunteers? 

 
Conference Venue Details 

6. Have you identified a venue for conference and is it available? Please provide the name and location of the 
conference venue describing it benefits (and identify any possible challenges).  Please describe when bookings 
must be finalised/confirmed? 

7. Please describe the features of the venue and provide details such as how many people can the largest room seat 
(for the plenary sessions)? Is the plenary room a raised-seating theatre format with a stage or a large single level 
room? 

8. How many breakout rooms can be provided for concurrent presentations? What sizes are they/how many people 
can each seat? 

9. Does this venue provide suitable audio-visual technology in all presentation rooms and free wifi for conference 
delegates? Additional necessary equipment includes: overhead projectors, screens, extension cords, flip 
charts/pens, slide projectors, TV/VCR systems, podiums with lights, and computer data projectors to equip each 
of the presentation rooms, how will this be provided? 
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10. Will there be a secure area that we can use to present silent auction items and display booths over the days of 
the conference? Note that this area must also be readily accessible to all participants so that they do not have to 
go out of their way to get to it. 

11. Is the venue accessible to all Including those with disability or lacking a private vehicle? Can alternative 
transportation be arranged (e.g. bus, carpool)? 

12. Outdoor amenities are important to AAEE members for both outdoor workshops and informal recreation. Please 
describe the nearby outdoor facilities and natural areas. 

 
Conference Planning 

13. Please tell us how many conference delegates you envision in the following categories: Total, Teachers, 
Environmental education professionals (e.g. in government, NGO’s, etc.), University researchers, Students 
(Elementary/secondary/university), Other. 

14. Please address each of the conference Elements and indicate how you will provide for each. 
Conference Elements 

 Sustainability considerations 

 AAEE National Executive Retreat/Planning Meeting (prior to conference) 

 Research Symposium 

 Opening and Closing Ceremonies 

 Indigenous cultural recognition sessions 

 Youth Delegations – presentations 

 AAEE AGM - to be held at a time all delegates can attend 

 AAEE Awards Ceremony 

 Field trips 

 Banquet (and Silent Auction – fundraising for AAEE programs) 

 Auction (if not paired with banquet) 
15. Can you provide a short communications plan overview including pre-conference promotion, communication to 

delegates, and any media (including social media) 
16. The AAEE National Executive generally holds a one-day retreat immediately before the event. Please advise us on 

where this event could be held (Coordinating and planning this event will be undertaken by the National 
Executive and is not the responsibility of the COG). 

 
Conference sustainability 

17. Reducing the environmental footprint of the conference must be a consideration with respect to the venue, 
delegate transport, and overall impact of the conference such as providing vegetarian catering? Will you provide 
a green conference regarding reduced use/waste, recycling, carbon off-sets and composting? 

 
Conference Financials 

18. Provide a balanced budget for the conference, including a business plan to generate the necessary revenue. Do 
you have sufficient resources to pay for up-front costs (marketing costs, deposits to secure a venue)? AAEE 
provides an initial $5000 seeding grant where 50% is repaid at the completion of a profitable conference. Please 
elaborate on your response. 

19. Conference Sponsorship. The AAEE National Executive will focus on national organisations and agencies while the 
AAEE Chapter/Conference Host will focus on State or Territory organisations and agencies.  Do you have local 
sponsors who will support the AAEE conference? 

 
Accommodation 

20. What is the maximum number of people that can be accommodated at the conference venue? What other types 
of accommodation are in the area, and how many can these places accommodate? What are the rates for on-site 
and off-site accommodation?  Please describe any transportation options if these are located a distance from the 
conference venue. 

 
We hope that preparing this details proposal will help your AAEE Chapter to help AAEE to deliver a quality conference! 


