GUIDELINES FOR PROPOSALS FOR LOCAL RaAM SEMINARS,
WORKSHOPS OR MINI-CONFERENCES.

As a general principle RaAM welcomes proposals for occasional seminars, workshops or
mini-conferences (henceforth 'Seminars'). We envisage events that take place over one or two days, that clearly support the aims of the Association, and that involve members of RaAM while also encouraging other people to join. In order to be held under the auspices of the Association, organisers must have their proposals approved by the Executive Committee.


Proposals should answer each of the questions below and be sent (preferably emailed) to The Conference Secretary of RaAM at least 2 months in advance of the event.

1. What is the purpose and aim of the Seminar and how does it relate to the aims of RaAM?
In most cases a local seminar or workshop will have a specific real life purpose, perhaps creating metaphor-related teaching materials, or introducing a local group to a technique of data collection or analysis. It might also be designed to help set up a local network of people who can then work together to research or use metaphor.

2. What is the intended format of the Seminar? 
Please describe what type of session you intend and give an outline timetable (clearly you will not have the final timetable available until later). Please indicate how contributions will be advertised, selected and/or invited. It is expected that there will be a degree of interaction, so the participants do more than just listen; please describe briefly how you plan to promote interaction.

3. How will the Seminar be organised? 
Please give details of the intended place and date, plus the numbers expected/ needed and who the organiser(s) will be. At least one of the organising team must be a member of RaAM; ideally this will be the main organiser. RaAM is clearly concerned that the Seminar will be of good quality as well as being valuable to be participants, so could you indicate any quality monitoring or control measures you will employ, e.g. selection of papers in advance. Please indicate how you will support student participation, e.g. reduced participation, or reserving a number of places.

4. How will the Seminar be funded? 
We will need an outline budget indicating your main anticipated income and expenses with a short description of the budget, indicating proposed admission charges and whether there will be discounted rates for students. If participation is to be free, it is important that you make this clear too.

5. If the Seminar is attached to a larger event, how will the two events be co-ordinated? 
We would need to know here (or under Q1 above) how the Seminar would fit into the main event. The most important point, however, is to provide evidence that the organisers of the main event would welcome a RaAM Seminar being embedded within, or somehow attached to, it. This sort of attachment covers several aspects of organisation and RaAM would need to know how the RaAM Seminar would be advertised, how rooms would be booked (and/or allocated) and whether income and expenditure will be handled (e.g. as part of, or separately from those of the main event).

6. What will the outcomes be? 
There is no necessity for proceedings to be published, but we would expect there to be some anticipated and statable outcome. This might be a summary of what took place and of ideas generated, or it might be something larger and more formal, like papers or teaching materials disseminated on a website.

Seminar report. If RaAM agrees to your proposal, you will be required to send a summary   report to The Secretary within two months after the end of the Seminar, suitable for publication in the newsletter.
IMPORTANT NOTE

Organisers should note that, as with larger conferences, RaAM cannot be held financially responsible for any financial losses incurred or legally responsible for organisational errors.
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