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ASAB Winter Conference: Notes for Conference Organisers
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Introduction
Thanks for your interest in organising an ASAB Winter Conference. It is perhaps the easiest of our conferences to organise as it follows a fairly standard format, running on the first Thursday and Friday in December at the Institute of Zoology Meeting Rooms at London Zoo. This means that much of the organisation is already in place: the venue and dates are decided in advance, there is no registration fee (and no associated financial accounts or reporting), and the Secretary organises the hotels for organisers and speakers, as well as the refreshments and room-bookings at the zoo. 

This booklet outlines the essentials for applying for and organising a Winter Conference, and hopefully will give you an idea of what is required and how to go about it. 
If you have any questions about anything in this document, don’t hesitate to contact the relevant member of ASAB Council. Full contact details can be found at the end of the booklet.
Overview: The Basics

Conference Format

· The conference lasts two days and runs on the first Thursday and Friday in December. 

· The conference start times are typically around 10am (to facilitate travel within London), with coffee prior to the first talks – see Appendix 1 for a recent programme.

· Depending on the lengths of talks (left to the discretion of the organisers), you will need 20-25 spoken papers.

· Two or three plenary speakers can be invited (depending on their locations). Please check the costs for your plenary speakers with the Treasurer before inviting them, and ensure that the list has been approved by ASAB Council.

· The Tinbergen Lecture is given at this conference, and there should be space in the programme for the lecture immediately following lunch on the Friday. 

· There should be space for posters. These tend to stay up for the whole conference. You will need to contact the Zoological Society to arrange poster boards (ask the ASAB Secretary for contact details).

· The conference usually has a wine reception and poster session on the Thursday evening.

· There are no other social events organised for this meeting, and delegates are left to find their own entertainment around the city. However, a budget for taking out your plenary speakers is available – please talk to the Treasurer.

Organising a Winter Conference

· There is an annual call for proposals to host ASAB conferences (deadline 1st November).

· Please submit a short proposal, which includes: Conference title, names of the organisers, why this topic would make an exciting meeting, and potential plenary speakers. When it comes to suggesting plenary speakers, please bear in mind that Council expects that the gender balance would reflect that of the society, which is currently about 50:50 men to women.

· Proposals will be considered by ASAB Council at their Winter Council Meeting, and organisers will be informed soon after that meeting.

If your proposal is successful, what you need to do next…

Venue

· ZSL is booked by ASAB, and you do not need to worry about that. There is a large lecture theatre for talks, a room for posters, and a foyer for refreshments and displays.

· Nearer the time (a couple of months before the meeting), we will need to give some idea of the likely number of attendees (for teas/coffees and the wine reception), and also tell them the number of poster boards required.

· The zoo is a great place, and attendees have free access to the zoo on both days.

Advertising your Conference

· Once your conference proposal has been accepted, it will be advertised on the ASAB website.

· Recent organisers have set up their own website for the conference, that can be updated as soon as new information becomes available. Please contact the Newsletter Editor when your conference website is up and running so that we can provide a link from our conference pages.

· Please advertise your conference as widely and as far in advance as possible - e.g. producing flyers and/or posters for other ASAB conferences (Summer/Easter), or using mailing lists. 

· Please also keep the Newsletter Editor updated so that we can promote your conference to our members using the e-newsletter. There are several copy deadlines - please contact the Newsletter Editor to establish deadlines for this. This will be particularly important in the year running up to your conference.

· Please send your call for abstracts to the Newsletter Editor in order that it is emailed to our members (please contact the Newsletter Editor to establish the deadline for this). 

· Presenters should submit their abstracts on the ASAB Abstract Form, which should be made available well in advance of the submission deadline. Appendix 1 contains a basic form for you to personalise for your own conference if you so wish.
· There is no registration fee for this conference, but some organisers have tried to gauge likely numbers of attendees, e.g. by expressions of interest via a website. This is useful when it comes to numbers for teas and coffees.
AV
· A projector system and technical support is available in their standard AV package, although a computer for running talks is at additional cost. We therefore encourage organisers to bring their own laptops for use at this conference. 

· Please make it clear to speakers well in advance what system and software version you will be using to run PowerPoint presentations. Most speakers will bring their talks on USB keys and upload them, however, you might want to advise Mac users to check their presentation on a PC in advance, or bring a laptop. 

Registration Desk

· The registration desk should be open when delegates arrive on both days. This only really requires materials for making some name badges (sticky labels and pens usually suffice). You can provide hard copies of a programme or abstract booklet, but recently, organisers have been just making them available for download well in advance of the conference (i.e. on host and ASAB websites). 
· Please provide some membership forms (which can be downloaded from our website) at the registration desk for non-members attending.

· It is also useful to bring posters to stick up on the doors to the venue so that people know they’ve come to the right place!
Publisher Displays

· Publishers often like to have a book or journal display at ASAB conferences and may approach you directly about this. Book and journal displays are usually given space around the area for coffee and posters.

· ASAB charges for publishers to have a table or stand for the duration of the conference, typically around £50-100 per day. Elsevier, the publisher of Animal Behaviour, is welcome to have a display for free. We also often come to an arrangement with Royal Society publishing to have a free display in exchange for advertising the conference on their webpage. 

· If you are contacted, please pass their request on to the Secretary who can sort that out for you.

Conference Posters and Talks

Plenary speakers

· The conference will be judged by its academic standards. However, the overall coherence of the programme and the standard of presentations are as important as the individual academic content. The mere inclusion of 'big names' is not a guarantee of success. 

· Please invite up two (or possibly three, depending on cost) plenary speakers. As a rough guide to costs, ASAB typically funds one international speaker and one UK-based or European speaker. Please contact the Treasurer if you have any queries.

· When inviting plenary speakers, Council expects organisers to invite speakers to reflect the gender balance of the society (approximately 50% men and 50% women), and that at least one plenary speaker should be a woman. A list of plenary speakers should be approved by Council before you invite them.

· When you invite speakers, please make sure that they know the duration of their talk and the length of the question session. You should also mention the extent of the travel reimbursement offered by ASAB, which includes economy class travel and associated expenses. If plenary speakers book early and can book a better class of travel for less than the cost of standard economy fare, this is of course acceptable. If you have any queries, please email the Treasurer.

· The Secretary will contact you in September/October prior to the conference concerning the hotel room requirements for the plenary speakers. This will all be booked by the Secretary, and details of the hotel and how to get there will be emailed directly to the speakers.

Tinbergen Lecturer

· The Tinbergen Lecturer is decided more than a year in advance of the Winter Conference, and the Secretary can provide you with the details for inclusion in your programme.

· Typically, the lecture has one-hour slot that will include an introduction by the ASAB President. The lecture is not followed by questions, and breaks out straight into afternoon coffee. 

Talks and Posters

· Please ensure that speakers are informed well in advance of the length of their talks, as well as details of the computers and operating system available (see Audiovisual Equipment).

· Also, please provide information about the size of the poster boards as early as possible too. (2m tall by 1m wide, but we will need to check with our contacts at the zoo) 25 posters can be a

Chairpersons

· The conference organiser is responsible for choosing people to chair the meeting. 

· The ASAB President should chair the session with the Tinbergen Lecturer. 

View from the Conference

· The conference organiser is responsible for finding a student (or students) to write a ‘View from the Conference’.

· This should give a feel for the conference, and highlight interesting talks, fun events, who won the prizes, etc. 

· Please make sure that the names and email addresses of the students who agree to this are sent to the Newsletter Editor
· The View (and any incriminating photos) should be sent to the Newsletter Editor within 3 weeks of the conference.

Attendance of Non-Members at Meetings

· Winter ASAB Conferences are generally open to non-members.

Ethical Matters
· ASAB expects that the papers presented at its conferences will adhere to the ASAB/ABS Guidelines for the Use of Animals in Research (downloadable from the ASAB website and printed annually in the January issue of Animal Behaviour).

· Authors of talks and posters are required to sign a declaration to that effect on the Abstract form. If abstract submission is electronic, it is important that the abstract submission form should includes a tick box asking if the study in the paper/poster conforms to the ASAB Ethical Guidelines. Appendix 1 contains a basic form.
· Organizers should familiarize themselves with the Guidelines and bear them in mind when assessing submitted abstracts.  

· If the content of an abstract raises concerns (i.e. where is it possible/likely that the work does not meet the ASAB/ABS Guidelines for the Use of Animals in Research) a copy of the Abstract form should be forwarded to the Secretary of the Ethical Committee who may then seek further clarification from the author and advise the organizer (Appendix 2).

Abstract booklet

· If everyone uses the standard abstract form, this is just a matter of cutting and pasting the abstracts into a larger document.

· The booklet should be available for download prior to the meeting, and could also be made available in hard copy at the meeting.  

Finances

ASAB Conference Grants 
· ASAB Conference Grants provide financial support for student ASAB Members to attend the Winter Conference. 

· See our website: http://asab.nottingham.ac.uk/grants/conference.php 

· If you have any queries, please contact the Secretary of the Grants Committee.
Finance

· All conference costs are covered by ASAB. 
· Plenary speakers and organisers should keep all invoices and receipts (these must be passed on to the Treasurer at the end of the meeting). 

· Claim forms for plenary speakers and other costs are available from the Treasurer or the Secretary.

Summary

· Send a brief note about the conference to the Newsletter Editor as soon as Council approves your conference, containing all the information about the conference (see section on advertising above). Council consider this to be essential. 
· As soon as the conference has been approved by Council, start to think about inviting your plenary speakers. Plenary speakers should be invited at least a year in advance, and need to be approved by Council prior to invitation.

· Discuss expenses, particularly for invited speakers, with the Treasurer well in advance of any outlay.

· Keep revising and expanding the e-newsletter and website entries as the conference approaches. 

· Six to eight weeks before the conference send the Newsletter Editor the final version of the programme and ensure that it is on a website.

· Be available to answer queries.

· Try to enjoy the conference!

· Afterwards tidy up the financial business as quickly as possible and write a note of thanks to your speakers. 

Contact details

Queries and communication

· Financial queries should be addressed to the Treasurer, queries about travel grants to the Secretary of the Grants Committee, ethical queries to the Secretary of the Ethical Committee, and all other queries to the Secretary. Contact details are listed below. 

· Council likes to be kept up to date with the conference plans and to be reassured that everything is going to schedule, and can also offer valuable advice on the choice of speakers etc. Please send the Secretary a brief report about the conference a few weeks before each of Council meeting preceding your conference (at the Easter, Summer, and Winter conferences).

Secretary

Dr Candy Rowe
Address: Centre for Behaviour and Evolution, Institute of Neuroscience, Newcastle University, Henry Wellcome Building, Framlington Place, Newcastle, NE3 4DT, UK
Tel: +44 (0)191 222 8671

Email: candy.rowe@ncl.ac.uk

Newsletter & Web Editor
Dr Lisa Collins
Address: School of Biological Sciences, Queen's University Belfast, Medical Biology Centre, 97 Lisburn Road, Belfast, UK
Tel: +44 (0)28 9097 2746
Email: l.collins@qub.ac.uk
Treasurer
Prof Matthew Gage
Address: School of Biological Sciences, University of East Anglia, Norwich Research ark, Norwich, NR4 7TJ, UK
Tel: +44 (0)160 359 2183
Email: m.gage@uea.ac.uk
Ethical Committee Secretary
Dr Lynne Sneddon
Address: Department of Biological sciences, University of Chester, Parkgate Road, Chester, CH1 4BJ, UK
Tel: +44 (0) 1244 511838
Email: l.sneddon@chester.ac.uk
Grants Committee Secretary

Dr Tommaso Pizzari
Address: Department of Zoology, South Parks Road, Oxford, OX1 3PS, UK
Tel: +44 (0)1865 271279
Email: tommaso.pizzari@zoo.ox.ac.uk

Appendix 1: Standard Abstract form for ASAB conferences

ASAB (EASTER/SUMMER/WINTER) CONFERENCE (DATE)

            Title of meeting

      ABSTRACT

If you wish to submit an abstract for this meeting, please email a signed copy of the form below no later than date to: Organiser and address;  Email: abc@xyz.ac.uk. There will be space for a limited number of posters.  If you wish to present a poster rather than a talk, please indicate this at the bottom of the form.  Instructions for preparing posters will be sent to you.  Presentations at ASAB meetings are assumed to comply with the Society’s standards of scientific integrity (www.asab.org) and are subject to ethical scrutiny in the same way as papers published in Animal Behaviour; all work presented should therefore conform to ASAB/ABS’s Guidelines for the Treatment of Animals in Research.  This should be confirmed by signing the Ethical Statement below.  Please complete the form in 12pt Times New Roman font.

	Title:



	Authors:



	Academic address: 

Email address:

	Abstract:




	Poster or talk?                                                         



	Ethical statement:

I confirm that the work described above has been carried out in accordance with ASAB/ABS’s Guidelines for the Treatment of Animals in Research.
Name:                                Signature:                          Date:


Appendix 2: Protocol for Ethical Consideration of ASAB Conference Submissions

In order to maintain the high ethical standards of the society, conference organisers should ensure that all contributors to their conference have conformed with the ASAB/ABS Guidelines for the Use of Animals in Research.

1. All contributors must make a declaration to this effect to the conference organiser in advance of the meeting. Please ensure that all contributors realise that submissions are only provisionally accepted until their abstract has been approved.

2. If any oral or poster paper poses ethical problems (broadly where you suspect that the costs to the animal subjects may not be justified by the value of the research), the abstract and any other relevant information may be sent to the Ethical Committee by the conference organiser for review. Authors may also contact the Ethical Committee Secretary directly for advice.

3. The Ethical Committee will carry out a review and correspond with authors to gain additional information as necessary. Confidentiality will be maintained throughout and all correspondence will be copied to the conference organiser. Authors’ names will be deleted from any records kept.

4. a) Where there appears to be no serious ethical concerns, the Ethical Committee Secretary will send a report to the conference organiser, together with advice on any information that should be included in a poster or spoken paper where necessary. This may be forwarded to the author(s) by the conference organiser if the paper is accepted. 

b) Where there are ethical problems the Ethical Committee Secretary will produce a report and recommendation on behalf of the Committee. Acceptance will be decided by agreement between the conference organiser and Ethical Committee Secretary on behalf of Council.

5. Decisions should be communicated to authors by the conference organiser and will be reported to Council by the Ethical Committee Secretary. 

ASAB Ethical Committee Secretary
Appendix 3: Programme for the 2007 Winter Conference on ‘Sex Differences’

Thursday 6 December

09.30-10.15 
Coffee & posters

10.15-11.05
Plenary: The sex determination genes fruitless and doublesex specify a neural substrate required for courtship song production in Drosophila. Stephen Goodwin, Glasgow, UK

11.05-11.30
Sexual conflict influences morphology and behaviour in penduline tits. René E Van Dijk, Ákos Pogány, Jan Komdeur, Penn Lloyd & Tamás Székely, Bath, UK

11.30-11.55
Sexual antagonism between paternity success and female mating frequency. Mikael Mokkonen, Esa Koskela, Tapio Mappes & Suzanne Mills, Jyväskylä, Finland

11.55-12.20
Male mate preferences and sexual conflict in guppies: behavioural and olfactory cues reveal female mating history. Palestina Guevara-Fiore, A Skinner & PJ Watt, Sheffield, UK

12.20-12.45
Sex differences in parental care: conflicts and cooperation in the Kentish plover. Andras Kosztolanyi, Innes C Cuthill & Tamas Székely, Bath, UK & Bristol, UK

12.45-14.00
Lunch

14.00-14.25
Different strokes for different folks: sex differential fitness effects of rearing environment in the great tit. Kristopher Jones, Oxford, UK

14.25-14.50
Do male zebra finches with greater EPC opportunity reduce incubation effort into an existing clutch? Davina Hill, Jan Lindström & Ruedi Nager, Glasgow, UK

14.50-15.15
Effects of helper sex, relatedness and brood sex ratio on cooperative provisioning effort in Bell Miners. Jonathan Wright, Paul McDonald & Anahita Kazem, NTNU, Norway & Macquarie, Australia

15.15-15.40
Differential investment between the sexes in greylag geese (Anser anser).

Claudia AF Wascher, Iulia Nedelcu, Isabella BR Scheiber & Kurt Kotrschal, Konrad Lorenz Forschungsstelle für Ethologie, Austria

15.40-16.15
Tea & poster viewing

16.15-16.40
A model of courtship extended over time. Robert M Seymour & Peter D Sozou, UCL & LSE, UK

16.40-17.05
What is the evidence for sexual selection in humans? John Archer, Univ Central Lancashire, UK

17.05-17.30
Sex, diet and death: sex-specific fitness peaks result in suboptimal dietary preferences in black field crickets. Alexei A Maklakov, Stephen J Simpson, Josephine Dessman, Fiona Clissold, Matthew Hall, Felix Zaijtscheck, David Raubenheimer, Russell Bonduriansky & Robert Brooks, UNSW & Univ. Sydney, Australia

17.30-17.55
Speciation and sexual selection: does intersexual phenotypic divergence predict species-richness in lizards? Daniel Pincheira-Donoso, David J Hodgson & Tom Tregenza, Exeter, UK

18.00
Wine reception sponsored by Wisepress

Friday 7 December

09.30-10.15 
Coffee & posters

10.15-11.05 
Plenary: Sex matters: gonadal hormone regulation of hippocampus structure and function. Lisa Galea, UBC, Canada

11.05-11.30 
Isolation housing has no impact on spatial cognition in male and female rats.

Anjanette P Harris, Richard B D’Eath & Susan D Healy, Edinburgh, UK & Scottish Agricultural College, UK

11.30-11.55 
Sex differences in exploratory behaviour in adult and adolescent rats. Gillian Brown, De-Laine Cyrenne & Debra Lynn, St. Andrews, UK

11.55-12.20 
Sex differences in humans: a case study of peer- and self-assessment by university students. David M Shuker, W Rod Cullen & A Mark Langan, Edinburgh, & Manchester Metropolitan Univ, UK

12.20-12.45 
Sex-specific foraging influences the species interactions of two sex-changing reef fishes. Maria E Abate, Boston, USA

12.45-14.00 
Lunch & poster viewing

14.00-15.00
The Niko Tinbergen Lecture: Sex differences in the "-omics" era: behaviour bites back. Mark Kirkpatrick, Univ Texas (Austin), USA

15.00-15.20
Tea & poster viewing

15.20-15.45
Sex differences in population genetics, home range size and habitat use of the parti-coloured bat (Verspertilio murinus) and their consequences for conservation.

Kamran Safi, Institute of Zoology, UK

15.45-16.10
The response of the genetic mating system to seasonal variation in competition among mates in the broad-nosed pipefish, Syngnathus typhle. Kenyon Mobley, NTNU, Norway

16.10-16.35
When does male choice play a role in mate selection?

 16.35-17.00
Sex difference in co-operation and competition: the male warrior hypothesis.

Mark Van Vugt, Canterbury, UK

17.00-17.25
Sex differences in dispersal and helping and harming. Rufus Johnstone and Michael Cant, Cambridge, UK

17.25
Close
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