Call for Instructors

CEDIA EXPO 2003 – Networking Your World
10-13 April 2003 at Conrad Jupiters, Gold Coast, QLD


Due Date: 1 December, 2002
Top of Form

	Type the following as you wish it to appear in all promotional materials.

	Instructor Name
	[image: image1.wmf]



	Title
	[image: image2.wmf]



	Organisation
	[image: image3.wmf]



	Address
	[image: image4.wmf]



	City
	[image: image5.wmf]



	State
	[image: image6.wmf]



	Post Code
	[image: image7.wmf]



	Country
	[image: image8.wmf]



	Phone
	[image: image9.wmf]



	Fax
	[image: image10.wmf]



	Email (required)
	[image: image11.wmf]



	
	




Submission of Courses taught in 2002
If you taught a course in 2002 and want the course considered for instruction at EXPO 2003, please complete this section and the signature box below the instructor guidelines. Courses previously taught at CEDIA events will be reconsidered based on the following guidelines.

Course Title:



Instructor Evaluation Criteria

Professionalism
1. Does the instructor submit all paperwork and course handouts prior to or by the course development schedule deadlines? 

2. Does the instructor behave in a professional and courteous manner at all times? 

3. Does the instructor represent our industry in a professional manner both during EXPO courses and at other times? 

4. Does the instructor refrain from specific product bashing or praise? 

Teaching Effectiveness
1. Consideration based on course evaluations filled out by course participants. 

2. Observation of course ambassadors and CEDIA course auditors. 

3. Course hand out material quality. 

4. Does the course design apply basic principles of adult learning? 




For New Courses
Suggested Course Title:


Selection Criteria
Presentation submissions will be evaluated on the following:
· Developed and relevant objectives 

· Instructor credentials 

· Topic development as demonstrated by abstract 

· Organization of abstract 

· Detail of submission 

· Whether submission is idea-based and non-commercial 

· Completeness of submission 


Give suggested course description for promotional brochures and the conference program. This is a 50-75 word paragraph that should highlight the most important information attendees will receive. (Note: an abstract of approximately 500 words in length is also required.)

What makes this course unique relative to others that may address a similar topic?

Please list the name(s) of the manufacturer(s), if any, that you are affiliated with. This information will be used only to help us ensure balance and objectivity in the program.


Write your abstract in the space below or attach separately. It should be 500-750 words.


Provide by attachment the following information about your professional and public speaking qualifications.
· Current biography or resume 

· List of past speaking engagements. Please include the topics as well as the name and approximate date of the event(s). 

· Names and telephone numbers of one or more individuals (not members of your firm) who will act as references for your public speaking ability. 

· Any additional relevant information. 

If I am selected to speak at CEDIA EXPO 2003, 10-13 April 2002 at Conrad Jupiters on Queensland’s Gold Coast, I will submit final presentation handout materials for incorporation distribution at CEDIA EXPO by 1 March, 2002. I have read, understood and will comply with CEDIA’s policy on commercialism as stated below.
CEDIA EXPO Instructor Guidelines

CEDIA Guidelines on Commercialism for Courses

1. The instructor must remember the implications of working with a membership organisation and not promote his/her opinion on product as fact. All information and/or comparisons must be based on factual, measurable information. Additionally, the instructor should only disclose his/her relationship to the product or company if applicable.

2. Instructors will not use time during the course for self-promotion or promotion of their companies and/or products. A biography and company information may be included only on page (1) of the handouts and not throughout the material.

3. CEDIA believes strongly that its annual conference is an educational event to serve the best interests of its attendees. Speakers are to avoid any appearance of commercialism in their sessions. CEDIA also believes that an objective, technical presentation that meets the educational needs of the audience will do the best job of enhancing the credibility of the speaker, the speaker’s employer and CEDIA.

Speaker-Authorisation Statement

The instructor grants authorisation to CEDIA to use his/her likeness to advertise future conventions. This form also grants CEDIA and its agents the right to use in any media the instructor’s name, likeness in photographic printed form, biographical material, and statements in any manner for any purpose including advertising, publicity, or other manner as deemed appropriate by CEDIA. In signing this agreement, I hereby release CEDIA and its agents and all claims, liabilities and/or damages that now and in the future may arise by reason of any such use.

Ethical Aspirations of CEDIA Members

As an instructor for CEDIA, you serve as a representative for this organisation. As such, we expect you to act in a manner that is respectful to all individuals. The following expectations outline the ethical aspirations that we as an organisation strive to achieve.

1. Treat other members and our clients as they want to be treated. It is not up to us to judge what is hurtful or damaging to others. It is our job to be aware of other people’s feelings and the impact our behaviours and words might have on them. If our behaviour results in harm to another person, our job then becomes to listen to that person, correct our behaviour, and apologise for causing pain.

2. Treat all people without bias or prejudice. Don’t engage in discriminatory behaviour or language against people of any kind. This includes women, minorities, disabled persons, or other protected classes of people. We are responsible as adults in our society to treat all people fairly and without bias.

3. Work all issues openly, honestly, and proactively. Don’t speak disparagingly about other CEDIA members, clients, or any others. If we have an issue with someone, we should go directly to that person and resolve our conflict. If we don’t have the courage or energy to resolve the conflict directly, we should let go of it.

4. Be honest in our daily dealings. Don’t steal, cheat or damage any other individual in any way. This includes acquiring property, staff and/or customers from another person without having a conversation prior to your pursuit of the desired resource.

5. Work to improve the industry as diligently as you work to improve your own business. Remember that a rising tide floats all boats.

Other Specifications

1. Instructors are expected to meet the deadlines outlined in this agreement (see below).

2. The instructor will develop handouts for his/her course(s). Handouts are due to CEDIA Headquarters in electronic format (e-mail, floppy disk, zip disk or CD-ROM) no later than 1 March, 2003. Failure to meet this deadline will potentially jeopardise the instructor’s participation at Expo.

3. The instructor will not use time during the course for self-promotion or promotion of his/her company or products. A biography or company information may be included on only one page of the class handout.

4. The instructor must remember the implications of working with a membership organisation and not promote his/her opinion on product as fact. All information and/or comparisons must be based on factual, measurable information. Additionally, the instructor should disclose his/her relationship to any products/companies, if applicable.

5. The instructor will secure advanced permission from the copyright holder(s) when using copyrighted material as part of his/her presentation.

6. CEDIA reserves the right to make audio and video recordings of any presentation and offers these recordings for sale, or use them in other educational programs and materials at its discretion.

7. CEDIA reserves the right to use course materials (i.e. handouts) for educational purposes from time to time at its discretion.

8. The instructor agrees to have his/her likeness and personal/professional biographical information used at the discretion of CEDIA for the purpose of marketing and promotion.

9. Except in the case of an emergency, the instructor is required to give at least a 30 days’ notice of cancellation should she/he become unavailable to teach a course. If an instructor fails to give adequate notice, he/she may not be asked back to future events as an instructor.

10. In the event that an instructor needs to cancel, he/she will immediately turn over a copy of his/her materials intended for the event to CEDIA so that a replacement instructor may use the materials in preparation to teach the course.


I have read the above instructor guidelines and will comply with the standards set forth by CEDIA.
SIGNATURE REQUIRED:
Typing in the box below constitutes a legal signature.


Signature of Instructor: 


Date:





Proposals must be received no later than December 1, 2002. Courses will be reviewed and instructors notified of the status of their course(s) by January 2002.

Submit papers to:
CEDIA Australasia
If you have questions about the submission procedure, please contact Kerrie Basha at CEDIA on (02) 9981 4142 or email on kerrie@cedia.com.au.
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