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MISSION STATEMENT

The purpose of the Texas Public Works Association (TPWA) is the advancement of the theory and practice of the design, construction, maintenance, administration and operation of public works facilities and services; the dissemination of information and experience upon and the promotion of improved practices in public works administration; the encouragement of the adherence by public works officials to a high professional standard; and the professional and social improvement of its members, as set forth in the “Rules Governing Chapters of the American Public Works Association.”

GOAL OF THE SHORT COURSE

The Texas Annual Public Works Short Course is an on-going, annual, educational and service program of the Texas Chapter of the American Public Works Association (TPWA).  Goals of the Short Course include:

· To provide low-cost, effective, up-to-date training for the public works practitioner.

· To enhance and build the credibility of the public works profession.

· To address the training needs of the entry level through supervisory level of a public works organization.

· To make training available to as many practitioners as possible around the State.

· To address State and National mandated training needs of the public works profession as mandates arise.

· Provide two full days of educational programming.

Short Course Planning Committee

  Short Course Planning Committee 


The Short Course Planning Committee shall be comprised of the following:
 
      Committee Chair* – TPWA Chapter Vice President 

      Committee Education Chair – TPWA Education Chair

      Committee Administrator – TPWA Chapter Administrator

      Committee Trustee - Appointed Local Representative 

* For clarification: These TPWA Board members who serve as Chair of the Short Course Committee will assume the position of Vice President of the TPWA Board January 1st of the Short Course year. Because the Short Course occurs early in February and Short Course arrangements are to be finalized in year ending December 31st the previous year, the Short Course Committee Chair role will actually be filled by the TPWA Secretary. 

 

Committee Chair

1. Will over see ALL aspects of the Short Course planning

2.  Will provide Short Course updates to the TPWA Board at all Board meetings or as requested.
3.  The Committee Chair shall plan the opening and welcoming presentation for the conference. The Chapter President or their designee shall provide the opening and welcoming speech.

4.  Responsible for ensuring a conference theme and logo are developed. The theme and logo must be presented to the TPWA Board of Directors for review and approval one year prior to conference.

5. Committee Chair is to request assistance from the Short Course Planning Committee to stuff conference bags if necessary.  Conference bags are to include:

( Conference Schedule

( Speaker Information

( Speaker Handouts (if available)

( CEU/PDH forms

( CEU/PDH instruction sheets

           ( Local host city information

6.  Under signature of the Committee Chair, traditional Short Course sponsors will be contacted.

7.  Attend the Lessons Learned meeting held after the conclusion of the short course

Committee Education Chair

1. Will work with the appointed Chapter Technical Committee chairs.  

2. Seek ideas for education from local committee members for issues that might pertain to local issues.

3. Oversee, confirm and finalize all speakers and programs for the educational tracks, to include the course outlines, learning objectives, speaker Bio’s

4. Provide the educational topics to the Committee Administrator by November 1st for the December mailing; however, education program sessions must be finalized by January 1st.

5.  Committee Education Chair is responsible for sending the speaker confirmation letters.

6.  Assign technical session room assignments with input from the Committee Trustee.

7.  The Committee Education Chair oversees the Technical Committee Chairs, Co-Chairs and committee members.

8.  The Committee Administrator shall notify the Committee Education Chair the dates that have been established as required dates for printing conference material.  The Committee Education Chair shall make every effort to have technical sessions and speakers identified to meet the printing deadlines established by the Committee Administrator.

9.  At a minimum the short course education tracks shall last two days and consist of the following:

(  Management & Leadership

(  Engineering & Technology

(  Transportation

(  Water Resources

(  Solid Waste

(  Fleet


     •  Emergency Management


In conjunction with the Short Course Planning Committee Education Chair, other tracks can be offered such as Emergency Management or Utilities/Public ROW.

  The last session for each day is to start no later than 4:00 pm and conclude no later than 5:00 pm.

10.  The Committee Education Chair is responsible for assigning and scheduling all technical sessions.

11.  The Committee Education Chair shall be responsible for submitting the technical sessions to APWA Headquarters in order to receive CEU credit and to Committee Administrator for printing of the CEO form.

(   For APWA CEU credit, each session must contain speaker information and a minimum of 3 learning objectives.

(  CEU application is available on line at www.apwa.net and must be submitted no later than 10 days prior to the conference.

(  The Solid Waste Technical Chair is responsible for submitting to the TCEQ for the CEU/PDH credit 60 days prior to the Short Course event.

•  The Water Resources Technical Chair is responsible for submitting to the TFPMA for CEU/PDH credit 30 days prior to the Short Course event.

12.  The Education Chair is responsible to provide all technical session evaluation forms to the Committee Administrator no later than one week prior to the conference.

(  Technical Session moderators should be the respective Chapter technical committee chair.

13.  The Committee Education Chair shall be responsible for scheduling and providing a conference Moderator Orientation, moderate for the classes during the short course, or when needed as a replacement while they tend to other duties at the short course

(  Moderator orientation is to be scheduled at 7:00 am each morning during the conference technical session scheduled days.

14.  Provide course evaluations and a post summary review to TPWA Board. Each technical session should evaluate the course material, presenter and the facility.  A copy of an example Evaluation Form can be found in the Appendix B. There should be a Committee briefing of the overall conference performance within two months of the closing date of the conference.
15. Developed a timeline for development of the educational program for the Short Course.

16. Attend the Lessons Learned meeting held after the conclusion of the short course.

A. Chapter Technical Chairs

(  The TPWA Technical Chairs shall be appointed by the TPWA Chapter President.

(  The TPWA Technical Chairs and committee members shall develop the technical sessions, locate presenters, and moderate the conference technical sessions. 

(  The TPWA Technical Chairs shall submit their suggestions to the TPWA/Committee Education Chair by October 15th the year prior to the Short Course.

(  The TPWA Technical Chair shall make contact with all committee members to inform them of their responsibilities and anticipated schedule of work.

(  The TPWA Technical Chair shall be responsible for scheduling conference calls with members to develop the technical sessions.  

(   Each technical committee should dedicate approximately 80% of the sessions for local sessions recommended by the Local Representatives of the Branch.

(  The TPWA Technical Chair is responsible for ensuring that all speakers for that track are contacted once they are confirmed to speak at a conference and formally notified of the scheduled speaking date, time and location.

(  The TPWA Technical Committee Chair is responsible for ensuring that speakers are sent a reminder one week prior to the start of the conference to confirm participation.

(  Presentations are not to be a sales pitch of their company or product. Company Logo can only be identified on the 1st page of a presentation.

B.  Chapter Technical Committee Members

(  One member for each technical committee shall be appointed by each active TPWA branch.

(  Technical committee members shall be identified in January of each year and shall serve a minimum of one year.

(  Technical committee members should be knowledgeable in the                 respective technical track.

(  Technical committee members will be contacted by the Chair for scheduled conference calls.  If two consecutive calls are missed, the member will be recommended to the branch for replacement.

(   Recommend timely topics to address Federal and State mandated training for the public works profession.
Committee Administrator

1. Facilitate and coordinate the Public Works Short Course

2. Represent the organizational history of the Short Course by preserving and provided historical data from past Short Courses

3.  Create a timeline for the Short Course event

4. Attend Short Course planning meetings, where required

5. Committee Trustee will make location recommendations to the Committee Administrator. Committee Administrator will initiate all hotel, caterer, as well as contracts for civic center/conference center, audio-visual equipment, entertainment and transportation (if any). All contracts are to be signed by the Committee Chair.  

Hotel Accommodations:

First-class sleeping rooms (225 estimated total for the entire event)

(  150 double (estimated total for the entire event)

(  75 single (estimated total for the entire event)

(  Sunday arrival 

(  Tuesday noon departures

Suites/Rooms:

(  Suite/room for TPWA President

(  Suite/room for the TPWA Vice President

(  Room for the TPWA/Committee Educational Chair
(  Room for the Chapter/Committee Administrator
These rooms will be reserved by the Committee Administrator and comped as available.
 Meeting Accommodations (format and times vary annually)

(    Sunday (1:00-5:00 p.m.) conference room (set up as requested by the TPWA President for minimum of 40) for TPWA Board meeting.

(    Monday (8:00-10:00 a.m.) opening general session (theatre style or table rounds for 200)

(    Monday (10:00-5:00 p.m.) educational sessions (7 rooms, classroom style: two for 50; two for 80; one for 100, and two for 150)

(    Tuesday (8:00 a.m.-5:00 p.m.) educational sessions (7 rooms, classroom style: two for 50; two for 80; one for 100, and two for 150)

· Tuesday (4:00 pm-5:00 pm) meeting room for Lessons Learned (40 people)

    Facility must accommodate:  TPWA Board meeting, Early Bird reception, large Short Course opening session, seven concurrent education sessions, outside parking for large equipment, space for sponsors (10-30 sponsors). 
6. Seek APWA review of all contracts over $5,000.00. 

7. Send all deposit/down payment checks to reserve facilities, caterer, etc as well as Scholarship accounts.  Make all appropriate deposits associated with the Short Course in the established bank account.

8. Prepare and submit appropriate insurance requests to APWA including outside storage/show areas. Insurance requirements should be obtained no less than three months prior to the conference.

9.  Oversee the registration process of participants—both on-line and by mail. Coordinate and arrange for on-site registration 

10.  Provide registration updates to the Short Course Planning Committee

11.  Approve of food and beverage selections recommended by the Short Course Planning Committee. Provide final meal count to caterer based on registration numbers.

12. All financial reports shall be submitted, reviewed and approved by the TPWA Chapter Treasurer prior to transmittal to APWA or the TPWA Board of Directors.
13. Speaker confirmation letters will be sent by the Committee Educational Chair.
14. Prepare, print and mail all Short Course correspondence (including registration packet presented to participants at registration, meal tickets, publicity (generally a postcard), registration brochure and conference evaluations)

15. Prepare and assure the posting of all Short Course information to the TPWA website. The Chapter Administrator will provide postcards with the conference date and locations for distribution at the TPWA Annual Conference and the Texas Municipal League meeting and prior to the Short Course. This includes:

·   Brochures

·   Notice to delegates

(   Notice to Sponsors includes sponsor registration forms

(   Press releases/ advertisements 


16. Forward all program “offers” to the Committee Education Chair

17. Contact associate organizations to publicize the Short Course (TxSWANA, TSPE, TFPMA,etc)

18. Address all phone/email inquiries requesting tax information, course information, education credits in a timely manner.

19.  Make sure all bills are paid and reimbursements have the proper documentation.

20. Recognize sponsors via Power Point Presentation

21. Prepare all certificates for speakers and other as requested by Committee Chair or the Committee Education Chair

22.  Provide a thank you gift for the speakers.
23.  Select and contract a Keynote Speaker with input from the Committee Trustee
(  Keynote speaker may be paid for services and receive the following:

           - Fee attendance at conference

           - Expenses to include lodging, travel and meals

           - These costs are to be included as part of the conference budget.

24.  The Committee Administrator shall be responsible for advertisement, a pre conference article, and a post conference article in The Participant.

(  Publication of the short course document should be ready in late September of the event year in order to utilize the Winter Edition of the Participant. Any photos used in the documents should be checked for copyright conflicts.

25.  Send thank you letters to all sponsors in a timely manner after the Short Course

26.  Provide refreshments for the Speaker Ready Room. Refreshments shall include:

( Water

( Soda

( Light snacks

Refreshments will be paid by the Chapter.

27. Provides all directional signage as needed.

28. Prepare the Net Chapter Sponsor Report for the Short Course Event (Appendix A).

29. Attend the Lessons Learned meeting held after the conclusion of the short course.
Committee Trustee

1.  Committee Trustee or their designee or in the case of no local branch it can be a person appointed by the Committee Chair to handle many assigned tasks.  The Committee Trustee will lead the other local branch members, committee members or appointed persons to help in completing the tasks assigned.  

2.  If so desired, set up a scholarship fundraiser on Monday night. All proceeds go to the Local Branch. If there is not a local TPWA Branch, then the proceeds go to the TPWA Chapter.

3.  As requested by Committee Chair, assist in seeking local sponsors.

4.  Assist in providing education sessions to Committee Education Chair. 

5.  Assist in providing technical session room moderators as necessary (coordinate with Committee Education Chair).

6. Inventory available audio-visual equipment that can be used and provided during technical services as needed. Audio Visual Required Equipment shall consist of the following:

          (  General Session

Podium

Microphone

Large Screen (if necessary)

(  Technical Session (Except Leadership/Management)

Laptop Computer 


(  Need to have working USB ports on the laptops.

Podium

Microphone

Projector

Large Screen

(  Leadership/Management Room is to be equipped with all items listed under technical sessions.  In addition this room should have wireless microphone capabilities
7. Provide volunteers, as needed, speaker ready rooms, etc.

.  Volunteer assistance information required is to include

        ( Date



( Time


( Duration


( Number of Volunteers required
8.  Assist in facility set ups and helping with sponsors set-up.

9.  The Committee Trustee shall provide or make available a computer, printer and copy machine at the registration desk if requested by the Short Course Chair

10. The Committee Trustee shall appoint one person per day to be the local contact person.  The local contact person shall remain at the registration desk.  The local contact person should be familiar with the conference facilities, conference schedule, and local city.  

11. The Committee Trustee shall appoint a minimum of three runners to collect all speaker evaluation forms from the moderators, and run errands for the local contact person.

12.  The local contact person should have:

(  access to a PA system if possible.

(  a list of contact numbers for the Short Course Planning Committee, Committee Administrator, Committee Chair, Committee Education Chair, Speakers and Moderators during the conference.

(  the list of passwords for the laptops.

13.  Assist in setting up sponsor recognition signs.

14.  Be prepared to offer recommendations to the Committee Administrator regarding locations for the conference. Other venue recommendations could include sites for social functions, local talent, caterers, and service organizations that can contribute to the success of the conference. 

16.  Speaker ready room is to be staffed by the Short Course Planning Committee.

17.  Insure local handout material is available for packet stuffing.  

18 . During the Short Course event, the Committee Trustee shall not volunteer for any event duties other than coordination efforts during the event.

19.  Attend the Lessons Learned meeting held after the conclusion of the short course.

General Information

1. Financial Requirements

There are no financial expectations associated with the Short Course.  The TPWA Board of Directors will establish the registration and sponsorship fees for the Short Course.  It is the responsibility of the Short Course Planning Committee to seek financial sponsors for the Short Course with input and assistance from the Local Branch and/or host city.

2. In-Kind Contributions

TPWA host branches shall make in-kind contributions towards defraying the expenses of the TPWA Short Course.  These contributions shall be in the form of volunteer efforts necessary for a successful short course.   Brochures on the host-city, maps, directions, and information on the host-city, and information on surrounding attractions in nearby communities are encouraged. 

 3. Food and Social Functions 

(  Sunday Early Bird Reception 

(  Monday kickoff breakfast 

(  Monday mid-morning refreshments 

(  Monday delegates luncheon 

(  Monday mid-afternoon refreshments 

(  Monday social/dinner event 

(  Monday Night Branch Scholarship Activity - This activity is to be branch funded and approved by the Board.  No funds from the Short Course or Chapter will go towards this event. 
(  Tuesday delegates breakfast 

(  Tuesday mid-morning refreshments 

(  Tuesday delegates luncheon 

(  Tuesday mid-afternoon refreshments 

4. Sponsor Requirements

It is the responsibility of the Short Course Planning Committee to seek sponsorships for the Short Course.  The Short Course Planning Committee and the Local Branch should coordinate prospective sponsors contact. 

(  Each venue is unique. The Short Course Planning Committee will decide what display space is allowable for the sponsors; however, each sponsor will be provided equal amenities.

5. Monday Night Scholarship Activity
The Local Branch may host a Monday night Scholarship activity.    

(  The Local Branch is responsible for all aspects of the event but must be approved by the TPWA Board of Directors.

(  Applicable APWA insurance requirements will be required.

(  The branch will receive all revenue associated with the activity.

(  Activities to be considered can include but not be limited to bowling, darts, poker etc.

All invoices associated with the Local Branch sponsored Monday Night Scholarship Activity should be forwarded to the Local Branch Treasurer for payment.  All contracts over $5,000.00 must be approved and executed by APWA. If there is not a Local Branch involved with the Monday night Scholarship activity, the Committee Administrator will make all arrangements for this activity and will pay all expenses. 
6. Committee Trustee should be notified no later than one month prior to the conference of requested in-kind assistance (volunteers) required during the conference.

7. Members of the Short Course Planning Committee shall promote the Short Course by attending the TML conference the year prior to the Short Course and coordinate staffing the TPWA booth.  One person must be present at all times during exhibit hours.  Coordination is required with the Chapter TML Chair (Trustee).

8.  Conference “Comps”


The following people are to attend the full conference at no cost.

(  Committee Chair  (Chapter Vice President)

(  Chapter President

· Committee Education Chair

· Committee Trustee

(  TPWA Chapter Past Presidents

(  Technical Speakers for the day of their presentation only

   No other ‘comps” are to be provided.

9.  Technical Session Speakers wishing to attend both days of the conference are required to pay for the other day utilizing the one day rate.      

10.  Technical Session speakers are responsible for all other expenses such as travel, lodging and meals.

APPENDIX A

Net Chapter Sponsor Report

APPENDIX B

Conference Evaluation Form

Texas Public Works Association Annual Short Course

City, State

Conference Dates
PROGRAM EVALUATION
Speaker: 
________________________________________________________
Title: 

________________________________________________________

Day & Time:
________________________________________________________

  Excellent   5     Good   4      Average   3      Fair   2      Poor   1

1) The goal of this session was achieved?

5

4

3

2

1

2) The content of the material was valuable

5

4

3

2

1

3) The time allowed for this topic was

5

4

3

2

1

4) The probability of using the information from this course is

5

4

3

2

1

5)  The course content is related to the requirements of my job

5

4

3

2

1

6)  The way the information was delivered was

5

4

3

2

1

7)  The instructor was

5

4

3

2

1

8)  Additional comments: _________________________________________________________

____________________________________________________________________________________________________________________________________________________________
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