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Check List for Organizing AEHT - Seminars

Principles:  topical – low price – attractive venue and date
FORMS/SPECIMEN:  1. Check List – 2. Offer – 3. Specimen Invitation – 4. Registration Form – 5. Final Report – 6. Attendance List;  see/download, [www.aeht.lu/seminars/forms].

PREPARATION:

· Select interesting topics – as discussed e.g. in General Assembly

· fix an acceptable date / period for seminar

· plan 12 months ahead of time -  and inform head office and Executive Board at least 6 months before seminar: approximate topic, date, costs …; see (form.sem.2)  

· give details to AEHT head office approx. 4 months before realization  = they will announce the seminar… “officially" (website...), see (form_sem_3)

· Organiser: - please cooperate closely with head office in preparatory work,


– set up programme (6–8 lessons daily)

– engage speakers/lectures

– book moderately priced hotel (boarding house of school...)

– reserve meeting room(s) / meals in school

– include social activities: get-together-dinner, city tour...

· All bookings/enrolments directly with the organiser  (who keeps head office in Luxembourg regularly informed); deadline 4 weeks before seminar, see (form_sem_4)

· Next: head office and organiser discuss booking situation and give “OK for realization” of this event  (or cancel it, if there are not enough participants).

· Participants remit payment for seminar package - to bank account of organiser – (indicate bank account in IBAN-format and SWIFT code!) up to 2 weeks before seminar.
Financing: 

1.) Each participant pays package price and travel costs, thus the seminar package must be really affordable!

2.) School principals should support (ideologically + financially!) AEHT- seminars = motivate colleagues from their own schools to take part.

3.) AEHT subsidizes seminars (to help minimize the cost for participants and to serve AEHT´s ideals): sum per person 160.—EUR (paid to organiser, max. 3000 EUR for seminars and for academic conferences, max. 1450 EUR for competitions)

4.) After enrolment deadline: organiser claims 75% of AEHT subsidy from head office (indicate account in IBAN-format and SWIFT code!)

DURING SEMINAR: take pictures, have participants sign “Attendance List” (see “form_sem_6”)…

AFTER SEMINAR:

Send final report to AEHT-head office (see “form_sem_5”), photos for AEHT website, attendance list with signatures, claim remainder of subsidy from AEHT.
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