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Agreement between

The International Association of Schools of Social Work (IASSW)

The International Council on Social Welfare (ICSW)

The International Federation of Social Workers (IFSW)

and 

(Name of country) Member Institution of IASSW

(Name of country) Member Institution of ICSW

(Name of country) Member Institution of IFSW

Regarding the Conduct of the

2014 Joint World Conference
Proposed dates and location  
Note: Items highlighted in yellow will be completed on the awarding of the conference to a particular country.

The International Association of Schools of Social Work (IASSW)

The International Council on Social Welfare (ICSW)

The International Federation of Social Workers (IFSW)

(Hereafter called the “Owners”)

And

Member Institution of IASSW

Member Institution of ICSW

Member Institution of IFSW
 (Hereafter called the “Hosts”)

1. Parties

The International Association of Schools of Social Work (hereafter called IASSW), the International Council on Social Welfare (hereafter called ICSW), the International Federation of Social Workers (hereafter called IFSW) collectively called the Owners and the Member Institution of IASSW, the Member Institution of ICSW and the Member Institution of IFSW collectively called the Hosts, agree to hold the World Conference on Social Work and Social Development (hereafter called the Conference) in (location) from (date) to (date) (month) 2014.
2. The Objective
The World Conference is the opportunity for the Owners to bring together social work practitioners, academics, key decision makers and civil society to address issues central to the missions of the Owners. The Conference is a world conference with the plenary and symposium sessions concentrating on world themes. 

3. Structure of the Conference

           It is agreed that the Conference will be composed of plenary sessions, symposiums, workshops, poster sessions, field visits, social events etc. according to the Programme Format (see Appendix 1), which is an integral part of this agreement.

4. Organisational Structure

In accordance with the Selection Criteria for organising World Biennial Conferences, the structure of the organisation of the Conference is detailed below: 

a)
The Hosts will appoint a Local Organising Committee.  The responsibilities of the Local Organising Committee are as delegated to it by the Hosts from the responsibilities outlined in 5.1; 

b)
In accordance with the World Conference Guidelines the Owners will establish an International Steering Committee;

c)
The Owners will appoint an International Programme Committee in consultation with the Hosts.  Its composition and responsibilities are described in Appendix 2;

d)
There will be a Local Programme Committee.  Its composition and responsibilities are as described in Appendix 2;


e)       The Owners will appoint a World Conference Coordinator the   
responsibilities of whom are described in Appendix 2.

5. Responsibilities of the Owners and the Hosts



5.1 The Hosts’ Responsibilities

Conference Financial (see also 10. below)
The Hosts will accept financial liability for the conference and will be responsible for all organisational arrangements within the framework of the Conference budget, including the following items:
a) Soliciting funds to finance the Conference from organisations that have aims that are consistent with those of the Owners, including costs of speakers and scholarships for some participants. Sponsors will be recognised in Conference materials;

b) Advising the Owners of any approaches for funding outside of (country); 

c) Developing and administering the Conference budget, including the development, implementation and monitoring of appropriate financial management procedures including final audit;

d) Taking out insurance as appropriate to reduce financial risk. 


Conference Promotion and Publications

e) Promoting the Conference, including developing a mailing list of potential participants who are regularly updated by email of progress in the development of the conference content and arrangements;

f) Seeking prior approval of the Owners through the World Conference Coordinator for all major printed and publicly available information on the Conference;

g) Designing and distributing the first announcement, second announcement and final programme.  The owners have a preference for electronic format for announcements;

h) Acknowledging through the correct use of the Owners’ logos and names that the Conference is The World Conference on Social Work and Social Development;

i) Establishing a disability friendly Conference Website linked with the Owners’ websites.  The website should be the primary source of information for potential participants and be regularly updated with the latest information on speakers and programme. Essential information on the website should be in at least French, Spanish and English. The website shall include secure online registration and the design is to be approved by the Owners. The Hosts will give serious consideration to providing virtual conference participation. The Hosts agree that within six months (or as otherwise negotiated) after the end of the Conference they will provide the whole website including all accepted papers to the Owners for inclusion in their own websites; 

j) In conjunction with and with the agreement of the Owners, arranging the copy editing (to a high standard)  of accepted papers and presentations from the Conference as the Proceedings of the Conference in either or both electronic and print format; All available papers must be posted on the Conference website; See also 5.2 m)
k) Setting up facilities for media interviews including a media room;

l) Providing delegates with information throughout the Conference and including in satchels a guide to local facilities including restaurants and shopping centres. 

Conference Management 

m) Undertaking all the necessary work to ensure the smooth running of the Conference;

n) Establishing a unique Conference email address;

o) Maintaining at all times regular and informative methods of communication with the Owners via the World Conference Coordinator primarily through email;

p) Making arrangements for the social programme, field visits and ensuring availability of post Conference tours.

Conference Management (Facilities) 

q) Renting the Conference facilities, ensuring disabled access to the Conference and the provision of first aid centre; 

r) Reserving accommodation for Conference participants at various price levels;

s) Arranging for technical equipment including participant headsets that are distributed and retrieved efficiently so that the conference programme is not delayed;

t) Facilitating internet access for participant use at the Conference including WiFi for participants with their own computers and an internet café. Access should not be at the cost of participants;

u) Providing the Owners with a well positioned trade exhibit space at the Conference at no cost;

v) Providing each Owner with one work room capable of accommodating up to three persons with computer, internet access, printer, and telephone and easy access to photocopying; and one meeting room that should be large enough for meetings of up to five people in the conference centre for the use of the Owners’ staff and officers. The meeting room can be used by the conference as the VIP room.

Conference Management (Personnel)

w) Engaging and overseeing professional conference organisers and any other contractors recognising that the size of the conference is likely to exceed the capacity of local host organisations to manage without contracted assistance;
x) Organising interpretation in accordance with Part 6 below;

y) Providing the local Conference secretariat;

z) Registering the participants, primarily through online registration with secure payment. The Hosts will maintain the registration information according to specifications provided by the Owners. The Hosts will send the world office of each Owner electronic registration lists three months before the Conference, two months before the Conference and weekly in the last month. After the conference the Hosts will provide each owner the data base according to the specifications provided by the Owners;
aa) Providing a liaison person who speaks fluent English to work with the Owners prior to, during and after the Conference.

5.2 
The Owners’ responsibilities

The Owners will be responsible for: 
a) Appointing a World Conference Coordinator who will be the communication point between the Owners and the Hosts and the Chair of the International Programme Committee;

b) Identifying one contact person for each organisation who will be responsible for all communication with the World Conference Coordinator. This person will be responsible for obtaining consolidated decisions or opinions of their organisation;
c) Deciding through the International Programme Committee on the framework, themes and principal speakers of the Conference;

d) Assist in inviting principal speakers who are part of the Owners’ network;

e) Providing to the local Conference secretariat contact details of speakers who have been chosen by the International Programme Committee; 

f) Providing advice on organisational matters;

g) Assisting with promotion of the Conference through their world and national members, and through inclusion of promotional material of the Conference on the Owners’ websites, in newsletters and at the Owners’ and other appropriate meetings;

h) Providing access to the Owners’ network of international bodies to obtain their support for and participation in the conference;

i) Acknowledge the role of the Hosts through the correct use of the Hosts’ names and logos;

j) Providing all the necessary information to the local Conference secretariat and professional conference organiser; 
k) Providing up‑to‑date mailing addresses of the Owners’ members as requested by the Hosts; 

l) Maintaining at all times adequate methods of communication with the Hosts including email and fax;

m) The Owners will provide the Hosts with the format for a data base on which the accepted papers can be stored. The data base will be constructed to capture all the information that the webmaster needs to put the papers on an Owner’s website including language of paper, file name (without blanks, special characters, ...), type of presentation (Symposium, Plenary or Workshop), number of workshop/number of plenary/number of symposium, name of presenter, job title of presenter, heading of presentation, abstract or full paper, day of presentation, file size, country of presenter.
6 Languages and Communication

a) In preparation for the Conference, all communication with World Conference Coordinator and the Owners will be in English unless otherwise agreed;
b) While registration and other administrative records may use abbreviated titles of countries, any official document will recognise countries by their official titles;

c) All plenary sessions and at least one symposium in each session will have simultaneous interpretation to French, Spanish and English and the language/s of the host country;
d) The program will make clear the languages that will be used in any conference session;
e) Participating organisations may provide other interpretations and costs of facilities at their own expense;
f) Abstracts for workshops can be in any of the official languages of the Conference (English, French, Spanish and the language of the Host’s country);
g) At the initiative of any language group there may be specific language workshops that are advertised only in the language of the workshop. The initiators are to take responsibility for organising the speakers and communication with the Hosts. Communication with the Host should be in English or the language of the Host country. 

7 The Owners’ Meetings

The Owners will be entitled to hold respective meetings in conjunction with the Conference as outlined in Appendix 3. The Owners will provide their own staff to attend and support such meetings. The Hosts will provide the meeting facilities at no cost to the Owners. 

8 Participation

The Owners, through the Hosts, will issue an invitation to attend the Conference on the understanding that this invitation is open to residents of all countries.
9 Visas and travel assistance

The Hosts need to take into account the increasing barriers that countries are implementing to restrict access to citizens of certain countries. The Hosts must work with immigration authorities or equivalent to ensure that legitimate applicants are not blocked or treated badly in the process of obtaining a visa to attend the conference. The Hosts will be responsible for responding to any requests for assistance to potential participants who need supporting documents from the Conference to obtain a visa.

Travel assistance through a travel confirmation desk at the venue will be provided for delegates particularly in the event of any airline or transport disruptions.

10 Finance
10.1
The Conference budget is the sole responsibility of the Hosts. However the Owners must approve the initial budget and any amendments to the budget. The Owners must be provided with an annual report on the budget. The World Conference Coordinator will be provided with regular reports on the budget. The budget covers income from all sources including registration fees and subsidies and all expenses including 100 scholarships (see 10.5), agreed on and incurred in organising the Conference by the Hosts. The Hosts with the approval of the Owners may adjust the budget including registration fees if there are changes in exchange rates that must be taken into account to maintain the bottom line of the approved budget. A budget format appears as Appendix 4. 

10.2 The registration fees will be fixed according to fees affordable in developed and developing countries.  A lesser fee will apply to delegates who are members of the Owners’ organisations. Registrations must be received prior to a date to be set by agreement between the Owners and the Hosts to qualify for the early-bird discount. The definition of developing country will be as determined by the OECD in their Official Development Assistance (ODA) list. Registrants claiming the Owners’ registration fee must indicate the name of the Owner’s member to which they belong on the registration form.  The Hosts may set other registration fees as they wish including a local participant’s fee and accompanying persons’ fee.
10.3
The Hosts will meet the following expenses as approved by the Owners incurred by the World Conference Coordinator:
· Travel to at least one International Steering Committee Meetings each year including flight cost, accommodation and daily expenses to an agreed limit as required

· Travel to the Host country as required but at least one visit per year. 
· Accommodation at the primary hotel for the Conference for the full stay.
· Daily living allowance.
· Registration costs for the Conference. 

10.5 
Scholarships or bursaries: The Hosts will budget for 100 scholarships for people who do not have the means for travel and accommodation. The scholarships shall cover travel, accommodation, meals and registration fee. In addition the Owners will seek their own scholarship funds. It is the Hosts responsibility to administer the scholarships provided for in the Conference budget. The Owners reserve the right to nominate the recipients up to but not exceeding 50%. 

10.6
The accounts of the Conference will be kept by the Hosts and managed in a separate bank account and accounts will be duly audited according to official auditing standards of the host country. Full access to all financial records will be made available to the Owners on request and an audit report of the Conference will be provided to the Owners within six months of the Conference. 

11. 
Scheduling 

The Owners and the Hosts agree to reach a separate agreement on the dates for 

launching the website, the first announcement, the second announcement, the deadline for submitting abstracts and themes to be covered in workshops, the deadline for standard registrations and the closing date for submission of papers. 

12.  
Miscellaneous

12.1 
This agreement becomes valid when signed by all parties.

12.2 
In the event of unforeseen circumstances any decision to cancel, move or delay the Conference will be taken jointly by all parties, however, if there is a serious breach of any part of the agreement by any party, any party may withdraw support from the Conference.

12.3 
In signing this agreement the Owners and the Hosts recognise that there will be a separate agreement or agreements on the scheduling (See 11).

12.4   In the unexpected event of any dispute occurring between the parties every effort should be made to resolve the matter quickly. If the matter cannot be resolved by an ad hoc committee comprising the Presidents and Executive Directors of the Owners and the Hosts or their respective representatives, it is agreed that the matter be submitted to an arbitration committee consisting of three persons, one nominated by the Owners, one by the Hosts and the third by mutual agreement of the two parties.

12.5 This contract is signed in six copies, one each for the host organisations and one each for the Owners.

	Signed for and on behalf of the IASSW Host Organisation
	Signed for and on behalf of the International Association of Schools of Social Work (IASSW)

	Signature 
	Signature

	Name & Title
	Name & Title

	Date & Location
	Date & Location

	Witnessed By (Signature)
	Witnessed By (Signature) 

	Name
	Name

	Date & Location
	Date & Location

	Signed for and on behalf of the ICSW Host organisation
	Signed for and on behalf of the International Council of Social Welfare (ICSW)

	Signature
	Signature

	Name & Title
	Name & Title

	Date & Location
	Date & Location

	Witnessed By (Signature)
	Witnessed By (Signature)

	Name
	Name

	Date & Location
	Date & Location

	Signed for and on behalf of the IFSW Host organisation
	Signed for and on behalf of the International Federation of Social Workers (IFSW)

	Signature
	Signature

	Name & Title
	Name & Title

	Date & Location
	Date & Location

	Witnessed By (Signature)
	Witnessed By (Signature)

	Name
	Name

	Date & Location
	Date & Location


Appendix 1




Programme Format

This appendix is intended to guide both the World Programme Committee and the Local Programme Committee in undertaking their tasks. 

PLENARY SESSIONS

Opening and closing sessions

There is an opening session, at which the principal speakers are usually the head of state or Senior Minister of the host country the Owners’ Presidents and perhaps one other person.  The Presidents will address the theme of the Conference from their organisations’ perspectives. It is intended that this session will establish the tone for the remainder of the conference.

There is a closing session which may have a key speaker followed by relatively brief, formal speeches of thanks and farewell.  

There will be no national flags shown at the opening ceremony or other occasions with the exception of the flag of the host nation and other appropriate flag such as the European Union. (Any other flags can only be displayed with the express permission of the Owners). There will be no roll call of nations and if introductions of delegations are to be done this should be by region or geographical area. 

Plenary sessions

There should be three plenary sessions. Each day will start with the plenary session. In each plenary session there should be up to three eminent speakers.

There will be an Opening Plenary Session on the first full day of the Conference. 

There must be on Plenary Session called the Eileen Younghusband Lecture. The speaker for this lecture will be nominated by the IASSW.

Characteristics of speakers

Plenary speakers are very widely known amongst our members and other potential participants. There should be gender and geographic balance of speakers. It is also important that they are people who are likely to be able to give and honour a firm commitment to attend, rather than to delay a decision or withdraw at a late stage.

Topics for sessions

Experience suggests that it is best to choose broad topics for plenary sessions because people of the calibre whom we want to attract do not want to be very tightly restricted as to the subject of their address.  It is suggested that the topics for the three plenary sessions encompass world themes that are current and relevant to the membership of the Owners and to civil society. 

SYMPOSIUMS

Number of symposiums

There will be three simultaneous symposiums sessions and within each symposium session there could be three symposiums i.e. a total of nine separate sessions.  Symposiums shall follow the plenary sessions. It is possible and encouraged that member organisations or international organisations sponsor a symposium. 

There will be one Symposium on ageing which will be opened by the Celia Weisman Lecture. The speaker for this lecture will be nominated by the IFSW.

Topics

It is suggested that some of the symposiums should relate to mainstream social work practice and education and social welfare issues and some of them should cover other issues which are of great importance to social development and eradication of poverty.

Speakers

There could be two or three speakers at each symposium. Of the total number of symposium speakers at least one-third should be from developing countries and at least one-third should be women.  Of course, these proportions can be higher. 

WORKSHOPS/CONCURRENT SESSIONS

Number of workshops/concurrent sessions

The number of sessions will in part be driven by the number of abstracts received, the structure of the timetable and the space available. In addition to the workshops that are organised through the Local Programme Committee the Owners may conduct their own workshops. The Hosts will provide the facilities for these workshops but will not be obligated to meet any other costs associated with the Owner workshops. 
Speakers

Each session should have 2 – 3 speakers, but the format could vary considerably between different sessions.  Wherever possible, sessions should include at least one developing country speaker.  Some sessions could consist solely, or mainly, of people from the same country but the greater majority of sessions should have a wider geographic spread. 
Topics

These workshops/concurrent sessions are intended to concentrate especially on detailed consideration of specific problems relating to social work practice and education, social welfare and social development and on specific programmes and other initiatives which address those problems.

Appendix 2

Committee Structures and Responsibilities 
There are four main committees: 
A. The International Steering Committee (ISC)

B. The Local Organising Committee (LOC)

C. The International Programme Committee (IPC)
D. The Local Programme Committee (LPC)
A
The International Steering Committee (ISC)
The International Steering Committee will comprise two members each from the IASSW, ICSW and IFSW, the current World Conference Coordinator, the World Conference Coordinator for the next conference, the Chairperson of the Local Organising Committee and the Chairperson of the International Program Committee. The members from IASSW, ICSW and IFSW, will be the Presidents plus one other nominee usually the chief executive or equivalent.  The current World Conference Coordinator chairs this committee. The responsibilities of the ISC are: 
1. The development and oversight of contractual arrangements specified below.
2. The appointment of the International Program Committee (IPC).
3. General oversight of the IPC.
4. The final decision on the Conference theme and the main speakers.
5. Advice on the process for a fully integrated conference with the possibility of concurrent sessions.
6. Oversight of the Conference budget.
7. Resolving disputes.
B 
The Local Organising Committee (LOC)
The Local Organising Committee will comprise at least two members each from each national host organisation, the chairperson of the International Program Committee, the chairperson of the Local Programme Committee and chairpersons of other key subcommittees. The World Conference Coordinator is an ex-officio member of the committee and shall receive all documents circulated to the LOC.  

The responsibilities of the LOC are:
1. The oversight of and ultimate responsibility for all arrangements for the World Conference.

2. Financial responsibility for the arrangement of the World Conference including detailed monitoring of the Conference budget.

3. Meeting the detailed contractual arrangements specified below.
4. Entering into other contracts at a local level as required.

5. The appointment and oversight of all other local committee required to facilitate the World Conference.
6. The adoption of the Conference theme, sub-themes, keynote and plenary speakers.
7. Regular contact with and reporting to the World Conference Coordinator and the International Steering Committee.

8. A full and final report on the outcomes of the World Conference.
C
The International Programme Committee (IPC) 
The IPC shall have both a gender and geographic balance but will initially consist of a representative of each owner and host and the World Conference Coordinator. The Chair of the IPC and the Chair of the LPC will be the link point for ensuring the Committees work together to produce an integrated programme. The responsibilities of the IPC are:
1. Recommending the theme and title of the Conference.
2. Selecting the subjects for each plenary and symposium. 

3. Identifying speakers for the plenary and symposium sessions while observing gender and geographic balance.
4. In the context of providing a “flow on” from the plenary and symposiums assisting the Local Programme Committee in the selection of the topics and speakers for the workshops.

5. Conducting a post Conference evaluation of the programme to advise the Hosts of future conferences. 
D
The Local Programme Committee (LPC) 

The LPC will have membership drawn from the host country or neighbouring countries. There will be a gender balance. The appointment of the LPC is the responsibility of the LOC. The responsibilities of the LPC are: 
1. Calling for expressions of interest for the presentation of papers at workshop sessions, poster sessions or in other displays.
2. Organising the topics, speakers, chair and sponsors for the workshops.
3. Making the administrative arrangements for travel and accommodation for funded speakers, whether for plenaries, symposiums or workshops.
4. Obtaining abstracts, biographical notes, and papers from all speakers.
5. Overseeing the logistical preparation and conduct of all sessions.
6. In co-operation with the Owners arrange the editing and publication of Proceedings or selected papers (including all those from the plenaries and symposiums).

E
The World Conference Coordinator

1.
Chairs the International Steering Committee for the designated world conference.
2.
Maintains regular contact with the Hosts, provides advice, coordinates 
communication with and attends meetings of the Conference Organising 
Committee as required.
3.
Is an ex-officio member of the Local Organising Committee and the International Program Committee.
4.
Oversees all conference arrangements to ensure that they are on schedule and 
within contractual arrangements.
5.
Reviews budget reports to ensure that they are on target.
7.
Reports to the Hosts on a regular basis.
9.
Manages the expression of interest process for the following world conference 
on behalf of the Owners.
10.
Works with the World Conference Coordinator for the following conference to 
provide any relevant information that will assist their tasks.

12.
Provides a detailed handover to the World Conference Coordinator for the 
following conference.

Appendix 3

JOINT WORLD CONFERENCE

International Association of Schools of Social Work (IASSW)

International Council on Social Welfare (ICSW)

International Federation of Social Workers (IFSW)

ORGANISATIONAL REQUIREMENTS

To be confirmed about a year before the conference

Meeting Requirements
IASSW 

1.
A Board meeting for 30-35 people for 4 days before the Conference; 

2.
A half-day members meeting during the Conference without clash with Conference activities for up to 200 people.

3.
10-12 rooms for regional and interest group meetings at lunch-time during the Conference.

4.
A reception room after the IASSW members’ meeting.

ICSW 

1.
A meeting for 100 members for at least one day.

2.
A meeting of the Supervisory and Advisory Board consisting of 12 people for 1 day before or after the Conference;

3.
A meeting of the Management Committee of 5 people for one day before or after the Conference. 

IFSW 

1.
A Board Meeting for 3 days for 30 people before the Conference;

2.
A General Meeting for 2.5 days for up to 200 people to be held before or after the Conference.

3.
A Board Meeting for 1 day for 30 people either before or after the Conference.

4.
A reception room for delegates to the General Meeting for up to 200 people.

Appendix 4  Budget Format for World Conference 

Income

	
	
	
	

	Budget Heading
	Amount US$
	Amount Euro
	Local Currency

	Registration fees expand boxes to capture different fee levels with prospective numbers.
	
	
	

	Government grants
	
	
	

	Grants from other sources
	
	
	

	Total Income
	
	
	


Expenditure

	Budget Heading
	Amount

US$
	Amount  Euro
	Local Currency

	1.  Promotion Costs 
	
	
	

	a)  First announcement & Second announcement
	
	
	

	b)  Interactive website
	
	
	

	c)  Advertising
	
	
	

	d)  Other promotion costs
	
	
	

	 Total
	
	
	

	          
	
	
	

	2.  Venue    
	
	
	

	a)  Hire
	
	
	

	b)  AV equipment
	
	
	

	c)  Stationery
	
	
	

	d)  Interpretation
	
	
	

	e)  Other venue costs
	
	
	

	Total
	
	
	

	
	
	
	

	3.   Programme Costs
	
	
	

	a)  Expenses 
	
	
	

	b)  Speakers’ travel and accommodation costs
	
	
	

	c)  Transport costs
	
	
	

	d)  Field visits
	
	
	

	e)  Other programme costs
	
	
	

	Total
	
	
	

	
	
	
	

	4.   Social Events
	
	
	

	a)  Welcome event
	
	
	

	b)  Conference dinner
	
	
	

	c)  Other social events
	
	
	

	Total
	       
	
	


	5. Publications
	
	
	

	a)  Announcements 
	
	
	

	b)  Website 
	
	
	

	c)  Delegate pack
	
	
	

	d)  Final proceedings
	
	
	

	e)  Other publications costs
	
	
	

	Total
	
	
	

	
	
	
	

	6. Management
	
	
	

	a)  Professional conference organiser fees
	
	
	

	b)  Staffing
	
	
	

	c)  Costs for the Owners (EXPAND)
	
	
	

	d)  Insurance 
	
	
	

	e)  Auditing
	
	
	

	Total
	
	
	

	
	
	
	

	7. Contingencies
	
	
	

	Total
	
	
	

	
	
	
	

	
	
	
	

	TOTAL EXPENDITURE
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2

