[image: Gans-Logo.tif]
Ethologische Gesellschaft e.V.

Annual Meeting of the
Ethologische Gesellschaft e.V. Checklist

The Society’s annual meetings are important to us because they showcase topical issues in our field of research and bring our community together on a regular basis. We strongly believe that scientific meetings should provide a regular platform for learning, networking, and exploring new ideas. Our Society has always placed a strong emphasis on including and supporting early career researchers, and we are proud that our annual meetings have offered a reduced and affordable fee to them.

We acknowledge that organising a conference requires a considerable investment of time and effort. The Society’s Council members are happy to offer support, including small financial contributions. The following checklist is based on the Council’s experience as conference organisers and on feedback from members of the Society. We hope that these suggestions will be useful and help to reduce the administrative workload associated with organising our annual meeting. The checklist is organised chronologically. Please note that it is not intended to be exhaustive, but rather to provide an overview of points that may merit your attention and we are 
happy to revise the checklist to ensure that it provides future organisers with all relevant information.

The extended council of the Ethological Society


We are very grateful that you have agreed to organise the next Annual Meeting of the Ethological Society. We very much look forward to the conference and to seeing you, your team, and our peers.

A year prior to the meeting (at least):
☐	Allow yourself and your team plenty of planning time.
☐	Select your organising team. Coordinating such an event is time consuming for one person alone. Potential responsibilities that can be delegated within the organising committee include (some of these tasks may be assigned to student assistants):
· Content and design of the meeting website,
· advertising meeting via e-mail, newsletters and social media, (our Society’s communication officer is happy to help with promotion)
· finance and fundraising,
· keynote speakers,
· abstract review,
· programme and speakers,
· local organisation, and
· awards.
☐	Since 2017, the Annual Meeting of the Ethological Society has not had mandatory themes and is organised as an open meeting. You may nevertheless wish to give the meeting a topical focus. When doing so, please keep in mind that narrowly defined themes may be perceived as exclusive and could reduce attendance. Members of the Ethological Society conduct research across all areas of behaviour, including proximate and ultimate questions, as well as basic and applied research, such as conservation and animal welfare. The broader the range of topics covered, the more likely it is that members will attend.
☐	Choose the location and type of venue for the meeting. Some universities offer free facilities for such events, which can have a substantial impact on your budget. Ask for accessibility arrangements (e.g., ramps, elevators, and hearing assistance) to make this an inclusive event. In recent years, attendance has typically been between 100 and 150 participants.
☐	Traditionally the meeting has been held in February (around the second week) and hence we kindly ask you to choose the dates accordingly. Later dates are difficult for people from Switzerland and earlier dates are difficult for people from Austria and Germany as they overlap with teaching/marking times. 
☐	Consider potential keynote speakers carefully. Aim to invite outstanding researchers, which can include both established and future leaders in the field. Ensure that a broad range of research areas is represented and strive for a good balance in terms of career stage and gender in order to create an inclusive programme.
☐	Apply for additional funding wherever possible to keep registration fees low. The Ethological Society supports organisers with a contribution of €1,000. Every other year, additional funding can be requested from the DFG with the total amount dependent on attendant numbers. Further financial support may be available from science related companies, such as equipment suppliers or publishers, as well as from your university.


6 to 9 months prior to the meeting
☐	Develop a detailed schedule for the event. Please allow ample time for social interaction, for example by planning ice breakers, optional excursions, generous coffee breaks and extended poster sessions. Oral presentations should not exceed 15 to 20 minutes, including discussion to give many attendants the option to speak. Posters should remain on display for as long as possible, as many delegates appreciate the opportunity to revisit them, which increases the visibility of the presented work. Below we provide an example schedule that has worked well in the past and allows sufficient time for international arrival, networking and informal exchange.

	Time
	Day 1
	Day 2
	Day 3

	9:30-10:30
	
	Plenary (1h)
	Plenary (1h)

	10:30-11:00
	
	Break (30 min)
	Break (30 min)

	11:00-13:00
	
	Oral presentations (2h)
	Oral presentations (2h)

	13:00-14:00
	
	Break (1h)
	Break (1h)

	14:00-15:00
	
	Plenary (1h)
	Plenary (1h)

	15:00-16:00
	
	Oral presentations (1h)
	Oral presentations (1h)

	16:00-17:00
	Registration
	General Assembly* or break (1h)
	Break (30 min)

	17:00-18:00
	Registration
	Poster presentation (2h)
	Oral presentations (2h)

	18:00-19:00
	Plenary (1h)
	Poster presentation
	Social evening**


	*The General Assembly of the Society takes place every even numbered year.
	** This is a good time for closing remarks and Gwinner awards.

☐	Develop a budget plan. Please prepare your own budget plan. The Council is happy to provide feedback and advice. The following points may serve as guidance.
· A core principle of the Annual Meeting is that it remains affordable for students. Please keep student registration fees as low as possible. Bear in mind that student members come from many countries and often face substantial travel and accommodation costs in addition to registration.
· Some universities offer administrative support for opening a dedicated bank account that can be used for all conference related financial transactions. If difficulties arise, our Treasurer is happy to assist and provide advice.
· The Ethological Society covers a limited amount of travel grants and all Eberhard Gwinner awards for outstanding talks and posters. These costs are in addition to the €1’000 contribution to organisers. Please speak to the Society’s treasurer, wo can provide you with the certificate templates and who will transfer the prize fund directly to the winners.
· Tipps to reduce registration costs
· Depending on your venue, please do not include lunch or dinner costs in the registration fee, in order to allow attendants flexibility.
· Keep expenditure on conference souvenirs such as mugs, T shirts, or bags to a minimum, as these items increase costs and many attendants already own similar materials.
· Consider reserving a block of hotel or hostel rooms for participants travelling from outside the area, as group rates may reduce costs. An additional way to keep accommodation affordable for students is to facilitate contact between local students and visiting participants who may be willing to share accommodation.
· While many professional conference organisers are available, our experience suggests that their services are primarily tailored to large meetings and are often not cost effective for smaller conferences such as the Annual Meeting of the Ethological Society. Their fees are usually disproportionally high.
☐	Design the conference website.
· Clearly state the theme, dates, and location of the meeting.
· Provide clear deadlines for registration and abstract submission. You may also wish to include your cancellation policy.
· Include practical information such as travel directions, local accommodation options, and cultural attractions. Assign a designated contact person to respond to enquiries and resolve problems.
☐	Prepare the collection of registration fees. Check whether your university can assist with this process. Many institutions already have web-based payment systems that can be linked to the conference website. Please verify any fees associated with using these services.
☐	Arrange catering for coffee breaks and poster sessions.
☐	Organise the conference dinner. Consider the venue, catering options including dietary requirements, and transport to and from the location.
☐	Arrange the travel of keynote speakers.

4 to 6 months prior to the meeting
☐	Send “save the date” emails to members of the Ethological Society and to colleagues in the field. The Society’s secretary is happy to assist with distribution.

2 to 4 months prior to the meeting
☐	Open registration.
☐	Review submitted abstracts and assign contributions to oral or poster presentations.
☐	Finalise the scientific and social programme.

4 to 8 weeks prior to the meeting
☐	Inform speakers about the time limits for their presentations and subsequent discussion, the expected audience size, and the audio-visual equipment that will be available and in which format they should submit their contributions.
☐	Finalise the list of registered delegates.
☐	Allocate on site tasks, such as staffing the registration desk and information point, carrying microphones during discussions, assisting speakers with technical equipment, preparing poster boards and materials for mounting posters, taking photographs, and communicating about the meeting via social media, including the conference hashtag. The society’s communication officer will be happy to help.
☐	Appoint session chairs, and where possible, consider inviting promising early career researchers, as this provides valuable visibility and experience. Make chairs aware of research showing that when the first audience question is asked by a woman, other women are more likely to participate in the Q&A. Thus, encourage chairs to select questions from female and ECR researchers; chairs do not need to take the first hand raised, which can help amplify diverse voices. Avoid appointing chairs who are presenting in the same session.
☐	Prepare and print name badges (chosen names, pronouns and affiliations can be useful, use large fonts for names) and tickets for conference dinners or lunches. Produce clear signage for lecture halls, registration, restrooms, poster sessions, and other key locations or services, such as the local Wi-Fi passwords. Provide maps of the building and surrounding area, as well as printed copies of the conference programme, if needed.

During the meeting
☐	Prepare emergency contacts and procedures, such as first aid arrangements on site.
☐	Ensure that assistants are available to help speakers with technical matters such as uploading presentations and using pointers. Familiarise session chairs with the programme and the available audio-visual equipment.
☐	Arrange transport for keynote speakers from the airport or train station, if needed.
☐	Establish a jury to evaluate student contributions and select award recipients for outstanding talks and posters, including the Gwinner Prize. You might want to consider categories like style, clarity, content, originality, and response to questions, focusing on logical organisation, readability, clear objectives, appropriate methods, comprehensible results, and reasoned conclusions. For both talks and posters, also assess engagement and delivery, including pace, enthusiasm, visual appeal, and concise, informed answers to questions. The Society’s extended council members are happy to help as judges. Print the Gwinner Prize certificate and fill it in.
☐	Enjoy the meeting!
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