
CONFERENCE MANAGEMENT & OVERSIGHT 
 
The following policies reflect the desire of the Conference to maintain a professional atmosphere 
leading up to and during the annual conference.  They are intended to protect the financial 
interest of paying participants, the host chapter, and SECoPA, and to maintain and enhance the 
quality and value of Conference participation.  
 

I. Participant Responsibilities and Professional Etiquette.   
 
a. All SECoPA conference presenters (including, but not limited to: paper 

presenters, panel chairs, discussants, and roundtable participants) will be notified 
of their acceptance and role in the conference by the conference chair(s), the 
program chair(s) or their designees (track chairs) by July 1.  

b. All SECoPA participants are required to pre-register for the conference by the 
early registration deadline to be included in the printed program and to participate 
in the conference.  

c. The conference chair and program chair shall cross-check pre-registration data 
with the draft program and notify non-registrants (including panelists, presenters, 
panel chairs, and panel discussants) that they will be removed from the program 
unless registration is received within a 14 day courtesy window. 

d. Upon closure of the courtesy window, all remaining non-registrants will be 
removed from the official Conference program.  

e. Any person not listed in the official program shall be permitted to register and 
attend the conference, but shall not be permitted to present a paper or serve in any 
official capacity, except with the permission of the conference committee and the 
SECoPA Chair.   

f. Name badges shall be issued to all registrants upon payment of the registration 
fee; name badges are required for admission to all official conference events, 
including panels, luncheons, receptions, and exhibits. In the event university or 
agency purchase orders or other payment methods are involved that result in a 
delay in securing funds at the time of registration, the SECOPA chair, conference 
chair, or appropriate designee must approve the registration. (Note: Name badges 
are to be prepared in advance for all pre-registrants, though an indication should 
be made on the folder for each pre-registrant with any remaining payment due, 
and they shall not receive a name badge until such payment is made, or until 
payment arrangements are made to the satisfaction of the conference chair and the 
SECoPA chair.)  

g. Name badges shall be checked by volunteers at the entrance to luncheons, 
receptions and other “all-attendee” events.  For concurrent or plenary sessions, 
volunteers should rotate among concurrent sessions to ensure that each presenter 
and discussant, or roundtable participant, has an official conference name badge.  
Any presenter not in compliance will not be permitted to participate in the 
session, and will be reported to the conference chair immediately.  

h. Special participants are often invited by the conference chair or program chair as 
award recipients or as guest keynote speakers.  Any special participant invited 
with the conference committee’s consent may receive a complimentary 



registration, and in such event, shall be provided an official name badge.  Only 
the conference committee may designate and invite special participants who will 
receive complimentary registration.  
 

II. Presentation Etiquette 
 
a. English is the accepted language for graduate-level instruction worldwide.  

Accordingly, English shall be the official language of the Conference.  All 
presentations must be delivered in English, or the participant must make 
arrangements for translators/interpreters at his or her own expense.  Any presenter 
requiring translation/interpretation services may request assistance in facilitating 
them from the Conference Chair. While recognizing the values and benefits of 
diversity, the Conference is not able to provide translation/interpretation service, 
is not responsible for the expense of such service, and makes no guarantee 
regarding the availability of such service. 

b. Papers and presentations are not to be read.  Highlights and significant findings 
should be presented.   

c. A paper presentation presumes a completed paper; a presenter must complete a 
paper in advance of the conference with sufficient time for other panelists and 
discussant(s) to read it and make comment.  Abstracts, overviews, or outlines are 
insufficient to fulfill this requirement.  Many organized sessions at SECoPA 
include contributions that do not take the form of a formal paper; such non-paper 
presentations are exempt from this requirement.  All presenters shall adhere to the 
Rules for Panelists (Appendix I).   

d. Panel conveners or panel chairs are responsible for contacting panel participants 
in advance and structuring the design of the panel and the exchange of papers in 
accordance with the Rules for Panel Chairs and Discussants (Appendix II). 
 

III. Participation Limits 
a. SECoPA welcomes participation from a broad range of practitioners, faculty and 

students in the field of public administration.  To ensure fair and equal 
representation, each participant will be limited to no more than two appearances 
in the program.  Included in this limit are: authoring/presenting a paper, 
participating in a roundtable, and serving as a discussant.  Certain roles are not 
subject to this limit, including: (1) service as a panel chair, and (2) any role 
subject to invitation or approval by the SECoPA board, Program Chair or 
Conference Chair (see “special participants” above, I.[h]).       

 
IV. Performance Measurement 

 
a. The conference chair shall present to the SECoPA Chair reports detailing the 

following information (to date) at 120 days, 90 days, 60 days, 45 days, 30 days, 
21 days, 14 days, 7 days, and 3 days prior to the conference start date: 

i. Registration 
ii. Room Guarantees 

iii. Meal Guarantees 



1. These data shall be used for conference planning purposes, 
namely, for the comparison of projected versus actual data by date, 
and will aid in pre-conference negotiations and adjustments.  

b. Volunteers tasked with rotating from panel to panel to check presenter name 
badge compliance (see I[g], above) will complete panel information sheets for 
each concurrent session to identify any panelists not present, and to count 
attendance.  Panel data will be compiled by the conference Chair and reported to 
the SECoPA Chair no later than 30 days after the conference closing date.  

i. This data shall be used to track participant interest by program track/topic, 
and will help in structuring program content for future conferences. 

 
Appendix I: Rules for Panelists 

1. All participants in the SECoPA annual conference are required to pay the appropriate 
registration fee by the early registration deadline. This includes panelists, panel chairs, 
discussants, and any other participant listed in the printed program. 

2. The panel chair will contact all paper presenters about the panel as soon as possible to 
provide more information about the conference. If you have specific questions about the 
SECoPA conference you may visit http://www.aspaonline.org/secopa/.  

3. The panel chair has been asked to convene panel members in advance of the session 
(either by email, telephone or in person). This will ensure that the start of the panel will 
not be the first time you have collaborated with the other participants. Please make 
yourself available for this meeting/exchange. 

4. The panel chair will determine the technology requirements of the panel members and 
communicate that information to the planning committee at least 2 weeks prior to the 
conference. 

5. Panels will run for 75 minutes. The panel chair will plan the presentations to ensure that 
the session reserves at least 15 minutes for discussion and engagement of the audience. 
Be sure to keep to the limited time. 

6. If a presenter plans to present a paper, the paper is to be sent to the chair and all other 
participants on the panel no later than two weeks before the meeting. 

7. Papers are NOT to be read at the presentations. Presenters should distill the highlights 
and present them in an engaging manner. In general, nothing is to be presented verbatim 
that can be read by the attendees at another time. 

8. Participants should seek out appealing ways to promote discussion and debate (as 
opposed to the standard talking-heads-behind-the-table approach). 

9. Each presenter should bring copies of the paper for those in attendance at the 
panel. An electronic copy of the paper should be made available to organizers so copies 
can be sent electronically to conference attendees who could not make the panel. 



10. At some conferences, panelists fail to present their papers. (These are not people who 
have emergencies and cannot attend the conference, but those who simply choose not to 
attend the session.) This is very disconcerting for attendees who selected the panel. The 
program committee has asked the panel chair and conference volunteers to inform the 
Program Chair when a presenter fails to attend and participate; the Program Chair will 
contact the individual’s university or organization, if appropriate. 

 
Appendix II: Rules for Panel Chairs and Discussants 

1. All participants in the SECoPA annual conference are required to pay the appropriate 
registration fee by the early registration deadline. This includes panelists, panel chairs, 
discussants, and any other participant listed in the printed program. 

2. The panel chair will contact all paper presenters about the panel as soon as possible to 
provide more information about the conference and to remind participants of their 
obligation to pre-register for the conference. 

3. The panel chair has been asked to convene panel members in advance of the session 
(either by email, telephone or in person). This will ensure that the start of the panel will 
not be the first time you have collaborated with the other participants.  

4. The panel chair will determine the technology requirements of the panel members and 
communicate that information to the planning committee at least 2 weeks prior to the 
conference. On the day of the panel, the panel chair should use the time during the break 
prior to the session to assure that the equipment is in the room and operating correctly. 

5. Panels will run for 75 minutes. The panel chair will plan the presentations to ensure that 
the session reserves at least 15 minutes for discussion and audience engagement. The 
chair should moderate questions and answers. 

6. The discussant's role will be to reach for the higher level issues at the core of the 
papers. The discussant will identify common themes among the presentations.   

7. If a presenter plans to present a paper, the paper is to be sent to the chair and all other 
participants on the panel no later than two weeks before the meeting. 

8. Papers are not to be read at the presentations. Presenters should distill the highlights and 
present them in an engaging manner. In general, nothing is to be presented verbatim that 
can be read by the attendees at another time. 

9. Participants should seek out appealing ways to promote discussion and debate (as 
opposed to the standard talking-heads-behind-the-table approach). 

10. Each presenter should bring copies of the paper for those in attendance at the 
panel. An electronic copy of the paper should be made available to organizers so copies 
can be sent electronically to conference attendees who could not make the panel. 



11. At some conferences, panelists fail to present their papers. (These are not people who 
have emergencies and cannot attend the conference, but those who simply choose not to 
attend the session.) This is very disconcerting for attendees who selected the panel. The 
program committee has asked the panel chair and conference volunteers to inform the 
Program Chair when a presenter fails to attend and participate; the Program Chair will 
contact the individual’s university or organization, if appropriate. 

(Approved by SECoPA Board March 10, 2008) 

(Amended by SECoPA Board December 11, 2008) 

 


