Convocation 2006-2007
Overview- 2 Hour Event

· Food and mingling (30 minutes)

· Powerpoint of accomplishments not being spoken about (happening at same time as food and mingling)

· Greatest Hits (accomplishments from the past “year”) (15-20 minutes)

· Speech from the Dean on “The Future” (10 minutes)

· Jeopardy style quiz game with the directors as contestants (20 minutes)

· Drawing for door prizes (5-10 minutes)

· Food and mingling (30 minutes)

Components

· Food

1. Chocolate fountains 

2. Dippables

3. Catered food

4. Other platters prepared in house

· Decorations

1. Posters

2. Plants- palms

3. Banner

4. Flowers

· Greatest Hits- Notable accomplishments from the past year

1. Requesting submissions

2. Sorting submissions

· Speakers

· Powerpoint

· Posters

3. Requesting Speakers 

4. Powerpoint

5. Posters 

· Dean’s Speech

1. Requesting speech on the future of the libraries

· Jeopardy

1. Questions

2. Software

3. Contestants

4. Materials for Setup

· Door prizes

1. Obtaining donations from area businesses

2. Entry Forms and Rules

· Setup

1. Reservations for and access to Smathers 1A

2. Access to Admin Kitchen

3. Furniture arrangement

4. Help from facilities
5. Requesting volunteers for setup and cleanup

Goal

· Host an entertaining & memorable event for all Smathers Libraries staff to honor last year’s accomplishments and anticipate future directions. 

Budget

· $750- amount decided by Employment Recognition Committee
The Date
· Original date chosen for May, during break week. This date was considered to be too close to the picnic, so was moved until August, during the break week. 

· Break week was chosen to allow night staff to attend since they work during the day over break. Also, all libraries are slower during this time, allowing more staff to attend

· Chosen: Wednesday August 15th, 2007 from 2-4pm
Admin
· 12 committee meetings total; Meetings were held more or less monthly from October. through July, plus three meetings in August. Final meeting was held after Convocation.
· Committee structure: six members, three one-year & three two-year, plus Library HR director. Two members were elected to serve as co-chairs.

· Communication was carried out primarily through email; Library staff bulletin board was also used.

· Attendee feedback; attendees were asked to gauge the success of the event via email. Suggestions were incorporated into the committee's final report (see minutes from final meeting).

The Accomplishments or “Greatest Hits”

· All staff were sent an email in May? Encouraging them to think about their accomplishments over the past year 

· Email request to all staff to submit accomplishments through their department heads by July 1?
· This deadline was suggested because both faculty and staff evaluations had been completed “recently” so information was somewhat fresh in the minds of supervisors
· Post-submission Part 1– we met to narrow down the 14 page list of accomplishments submitted and began the selection process of what would be spoken about, what would go on a poster, what would go into PowerPoint, and what would be cut
· Post-submission Part 2- we met to further narrow and start placing accomplishments into groupings. It was necessary to group accomplishments into 3-6 groups of those that would be included in the spoken portion in order to limit the time spent on this portion of convocation.

· Rationale- if there were too many speakers, and each was likely to go over in time, and with time to change between speakers it would take too long

· Groupings- 1)Library buildings and initiatives, 2)People, 3)Grants, 4)Employment Milestones
· Decision- this process was taking too long and a sub-committee was born, kind of. 

· Post-submission Part 3, The Sub-Committee- Met to determine who would speak on each topic and further narrow the list
· Four Speakers

· Lori Driscoll- Asked to speak because most of the major building and initiative topics submitted she was involved in some way
· Carol Turner- Asked to speak because most of the individuals with major accomplishments were in public services
· Cathy Martyniak- Asked to speak because of her involvement (chair) with the Grants Management Committee
· Brian Keith- Asked to speak because of involvement with all things HR and therefore knowledge of employment milestones
· Seven Posters
· New Collections-Highlighting all of the collections the library has obtained in the past year

· Blogs and Wikis- Highlighting the new blogs and wikis that have been created in the past year

· Publications and Classes Taught- all of the publications that were submitted and all full classes taught by library personnel (not ENC and such)
· Employment Milestones- Everyone who had reached a 5 year, or over 25 year mark

· Recent Retirements- all those who had retired since January 2006

· New Hires- All those who had been hired since January 2006

· Library Displays and Exhibits- those displays throughout the libraries, including Education, Library East and Marston which were created in the past year 
· Add printouts of screen shots of the posters

· PowerPoint

· Everything that didn’t make it on to a poster, and wasn’t being spoken about went here. 

· Examples: Edgy Education displays, ArtBash, etc. 

· This was also good for presenting milestones that had good visual aspects, good pictures, etc.

· Add printout of PowerPoint
· Speech from the Dean

· Asked to speak on the future, the next year, or until the next convocation

· Reasoning: we went from what we have done in the past with Greatest Hits to What are planning in the future
· Include email to and from Dean Russell
· Door Prizes

· Prizes we solicited from local vendors and were originally intended to be prizes for Jeopardy Contestants

· Once Directors were chosen as Jeopardy contestants, it seemed prizes were no longer needed, so these were turned into door prizes

· Considerations: Try to solicit from different places than Community Campaign Committee and Read-a-Thon Committee so we are not repeatedly hitting up the same businesses

· Places asked: Chipotle (ultimately fell through) and Gator Dining- all prizes came through here this year. They gave for Chik-Fil-A, Einstein Brothers, and Broward Dining.

· Flowers: Flowers were bought as center pieces and window decorations because we had extra room in the budget after the food was purchased. These were then given as door prizes along with those prizes given by vendors

· Recommendations: Made the entry for the door prizes more noticeable, so that people are sure to enter, some said they had not seen it

· Include Thank you letter to businesses
· Include Solicitation letter, was there one?
· Include Entry Forms
· Jeopardy
· Include Question List and Categories from this year
· Include what software was used, etc.

· Contestants: Original options were to use volunteer contestants, or groups of volunteer contestants, or the directors. Once they all agreed to do it, we went with the directors

· Questions: We held a test run with the questions, where half the committee was responsible for coming up with questions and then these questions were tested on the rest of the committee. We all ended up negative scores, so we made the questions easier.

· Prize: Since the directors were playing, we didn’t think prizes were appropriate, so we bought a first place ribbon to give the winner (more of a symbolic prize). 

· Response: Attendees seemed to enjoy this portion of the event and were getting into it. It was a nice way to lighten the tone of the event and add some new interest. 

· Decorations
· Original Idea: A blue stripe along the top of the bookshelves around the room, posters for the walls, and plants from Physical Plant. We could not find a roll of blue paper to serve the banner purpose. 

· New Idea for the blue stripe: Banner- Colors were orange blue and white of course. We went with a star theme (easy shape to make in word). 

· Blue and Orange computer paper were purchased to print stars on and then were cut out for the banner. Two packs of 25 sheets orange and 25 sheets blue were purchased, one was used. 
· White banner paper was purchased at Factory Card Outlet. Purchased: 2- 50 foot rolls. Used 30’ of one roll.
· Hanging the banner was another story because in Room 1A you cannot:

· Tape anything to the walls

· Cover metal grates (air conditioning intake)

· Hang anything from the ceiling (because it gets blown around by the air conditioning 

· We ended up taping it to the clear plastic room dividers that were behind the food tables

· Posters: We submitted information for the posters to Barbara Hood along with any images we wanted to be included on the posters. She then designed them, sent them to Documents for printing, then to Facilities for mounting on foam core
· Poster information needs to be sent to Barbara a couple weeks before the event so that she can have time to make them

· A request was sent to Facilities for assistant with hanging these in 1A

· They nailed them to the bookshelves, on a crack, so that the hole from the nail was not visible once the posters were taken down

· Plants: Facilities picked these up from Physical plant and brought them. Need to request plants ahead of time, usually Palms or Fichus are used, this year only Palms. We were responsible for arranging them around the room.

· Flowers: Flowers were purchased because there was $70 left in the budget the day before the event. $50 was used to purchase flowers at Publix, which included 2 large centerpiece flower vases, 5 small arrangements for the windows including vases. These were then also used as door prizes which people seemed to like. 
· Food
· Details including list, price, and what was well received are included in the spreadsheet

· We saved a good bit of money by preparing things in house including fruit and veggie platters, bread bowls with spinach dip, baking brownies and such.

· Chocolate fountains were well received, and now are owned by the library for use in the future, so that won’t come out of next year’s budget
· All food should be housed together because tables that were separated did not get eaten

· Someone should be manning the drink station at all times, because there were times we were running out, but could not refill, like during speeches and jeopardy

· Add food and decorations budget spreadsheet
Items Brought from Home
· Glass pitcher (one in admin kitchen, one from home)

· 2 Glass bowls

· Glass measuring cup

· 3 cutting boards

· Knives

· Serving forks (only plastic throw away forks in admin kitchen)

· Serving spoons (large serving spoons in admin lounge, and small plastic ones)

· Tongs (a good number in admin kitchen)

· Serving bowls (plastic serving bowls in admin kitchen)

· Measuring cups

· Rubber spatula (for chocolate)

· Multipurpose cleaner

· Ladle (3 at least in admin kitchen)

· Small dip bowls (2 in admin kitchen)

· Plastic bags (ziplock- small and large for leftovers)

· Saran wrap (for covering platters until time to eat)

Items Brought from Other Libraries

· Punch bowl
· Door prize bucket

· Pens

· Notepad easel

· Program easel
