Georgia Organization of School-Based Speech-Language Pathologists

Role/Responsibilities
Continuing Education Committee
Activities and Timeline of this Committee:

1. Determines the continuing education needs of school-based SLPs (ongoing)
· Analyzes evaluations/surveys from previous conferences

· Reviews literature

· Attends conferences

· Obtains feedback and suggestions from various SLP groups – Metro Consortium, Advisory Board Regional Reps, etc.

2. Facilitates the scheduling and implementation of the Fall, Best Practices Conference (start discussion a year prior to tentative date)
· Schedules a Fall Best Practices Planning committee meeting to discuss and choose topic, speaker, location (area of state), and date (October – December)
· Charges GO SSLP Executive Office to: (January – April)

· Contact potential speaker (January)

· Send “speaker packet” (February)

· Locate potential facilities for presentation (February-March)

· Obtain estimated costs of facility , food, AV, etc. to(February – March)
· In collaboration with planning committee and GO SSLP Advisory Board sets registration fee for members and non-members and charges Executive Office to:

· Develop a registration form (August 1st)

· Develop a conference brochure (September 1st)

· Ensure that all individuals are registered and sent confirmation letters (September- October)

· Post conference handout to website (at least two weeks prior to conference)

· Contract with scanning company [MTS Tracking] (August)

· Collaborates with Best Practices Planning Committee to create a Conference Evaluation for use with MTS Tracking. (September)

3. Facilitates the scheduling and implementation of the Spring, Best Practices Conference (start discussion a year prior to the conference)
· Schedules Spring Best Practices Planning committee meetings to discuss and choose topic, speaker, dates, times  as well as assign sessions to specific rooms (ongoing March – September)
· Charges GO SSLP Executive Office to: (June - August)

· Contact potential speakers (June)

· Send (and collect) “speaker packet”  to/from each speaker (June-July)

· Locate potential facilities for conference (year prior to conference)

· Obtain estimated costs of facility , food, AV, etc. to assist in setting of conference registration fee(a year prior to conference)

· Based on cost estimates obtained from Executive Office, collaborates with planning committee and GO SSLP Advisory Board to set registration fee for members and non-members and charges Executive Office to:

· Develop a registration form (September 1st)

· Develop a conference brochure (October 31st)

· Ensure that all individuals are registered and sent confirmation letters (November - February)

· Post conference handout to website (at least 3 weeks prior to conference)

· Contract with scanning company [MTS Tracking] (November)

· Collaborates with Best Practices Planning Committee to create a Conference Evaluation for use with MTS Tracking. (December)

· Provides Executive Office information to create a conference program and ensures that it is posted to the GO SSLP website (and/or creates an APP). (January)
· Ensures that an email blast announcing the opening of conference registration is sent to all GO SSLP members, Colleges and Universities, GLRS Directors, Directors of Special Education, Past Best Practices registrants (November)
· Charges executive office to create and post conference program to website. (February)
· Collaborates with Best Practices Planning Committee to create a Conference Evaluation for use with MTS Tracking. (February)
· Charges executive office to post all other Best Practices pertinent information (learning objectives, disclosure statements, speaker bios) to website (January-February)
4. Oversees the work of the facility coordinator, vendors coordinator (ongoing)
· Ensures that each position has been assigned to a GO SSLP member

· Gives charge to each person

· Helps organize meetings as needed

· Supports work of each position
5. In collaboration with the Executive Office, Finance Committee and Leadership Team creates a “Speaker Packet” which contains (Fall – April; Spring – October)
· Contract

· Expense statement

· Tax forms

· Bio sheet

· ASHA Continuing Education forms 

· Objectives Form

6. Collaborates with Volunteer Chair (ongoing)
· Collaborates with volunteer chair to arrange for volunteers to assist with various conference activities (registration table, room assistants, session leaders, etc.)

· Charges executive office to provide volunteer chair with speaker bios (two weeks prior to conference)
7. Acts as CE Administrator (ongoing)

· Keeps informed of all ASHA CE responsibilities/requirements

· Provides Executive Office with exact wording and content required for conference brochure

· Registers all conferences with ASHA for approval as a CEU event

· In collaboration with Executive Office collects attendance records at all conferences

· In collaboration with Executive Office sends all ASHA registry records electronically to ASHA

· In collaboration with Executive Office ensures that all ASHA related records are provided to individuals upon request (Certificates of Attendance, Course Descriptions, etc.)
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