Convocation 2009: what went well and what to take a look at for next year

Food
· Leave the tea/ lemonade in their gallon jugs. Possibly have a large cooler under the table to keep unopened jugs in.

· Keep ice in a cooler under the drink table.

· Have one committee person who is assigned to check on the drink table periodically.

· Way too many leftovers. Too many strawberries and sandwiches ordered. We may buy less food next year.

· Consider moving the start time either closer to lunch (1:00) so people are inclined to eat more, or if we keep it at the same time simply have afternoon snacks rather than lunch-type food (e.g., no sandwiches).
· Buy more toothpicks. Do not put them in the strawberries or other foods with stems.
· Didn't see that many people use the peanut butter or the cherries. Bananas seemed to work, as did the cream puffs (these were a hit). Buy baby carrots instead of large carrots that we had to peel and cut! Cheesecake was a mess! Too soft to cut and put on toothpicks. Don't get this next year... get more of the pre-cut cheesecake squares from Sam's instead.

· We were lucky this year that different people from different departments had access to so many different refrigerators (Systems, Digital Library, 3rd floor refrigerator, 2nd floor kitchen). Should either try to secure their use in advance next year or ask for people to bring in a couple of large coolers and buy more ice.

· Food prep list worked well;

· The chocolate fountains are difficult to deal with.  There should be at least one person included on next year’s committee who has experience using them i.e. if the fountains are not retired. Possibly experiment with chocolate recipe for fountains as it may be too oily.
· Moving the food away from front door to facilitate traffic flow worked well. Could consider multiple food stations next year (e.g., food tables in middle and at far end of room).

Employee Excellence Awards

· Dean Russell should say something about award winner & why they won (e.g., read from the nomination submission)
· Consider the possibility of verbally mentioning other nominees (i.e., list other finalists in each category).
· Need to find a way to make sure award recipients show up (alert supervisors, notify nominees of their nomination).

Greatest hits

· Greatest Hits review spreadsheet worked well (Google Docs). The GH meeting went smoothly because of the pre-ranking done by at least 5 committee members prior to the meeting.

· When soliciting submissions, follow up with department chairs stressing importance of GH recognition.
· If possible, avoid having speakers talk about their own units/accomplishments. 
Poster, decorations & PowerPoint
· Consider another poster format (e.g., no foam backing)
· To ensure that the posters aren’t one-use-only posters, we could display them in West 419 for a few weeks following the event)

· The decorations were great. Keep it simple with borrowed plants and simple enhancements (e.g., tissue wrapped around vases).

Game

· Family Feud seemed to be a big hit.

· The audience could see the screens and hear the contestants very well, so most games should incorporate these as much as possible.
· We could incorporate a panel of celebrity judges in cases where game answers are subjective.

· The game is probably worth doing every year.

Door prizes

· Good range & quality of door prizes;

· We had said that people would be eligible to win even if they left the event before the prize drawing, but the audience booed at this. Either advertise this and explain it better next year, or go back to the rule that winners have to be present.
· Avoid gender specific gifts.
· Start handing out prizes in order of least to best.
Administrative/Overall
· Volunteers were great. All those who showed up right before to bring food down and right after to take food back up were really appreciated!

· Look at calendar early to consider best date for event. Possibly shift date to a week or two before or even in early or mid-September (try to avoid the start of the semester or the week before when so many of us are overworked or taking days off).
· Consider starting convocation earlier, maybe 1 pm;

· Include a committee member from Health next year.

· Try to include committee members who are on the faculty.
· Possibly increase the number of people assigned to the food team.
· The number of meetings was adequate to organize the event.

· Consider assigning someone to handle the budget in addition to have the food team leader (might be too much work for one person to do both).
· Consider asking for people to express intent to attend Convocation so we have a better idea of the total number before ordering food (e.g., tickets system used for BBQ)
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