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69th ANNUAL MEETING IN BOLOGNA, ITALY 
	First Name
	
	Photo

Do not fill in this column

	Last Name
	
	

	University/Institute
	
	

	E-mail address
	
	

	Languages
	
	

	T-Shirt size
	Small, Medium, Large
	

	ISE Member
	YES/NO
	

	Confirm availability from 
Sunday 2 September @ 9:00 
to Friday 7 September @ 13:00 
	YES/NO
	

	Abstract Number, if any
	ise
	

	Supervisor/Group leader
	
	

	Preferred symposia
see http://annual69.ise-online.org/symposia.php
	Max. 3
a) 
b) 
c) 
	

	Preferred tasks during the conference (please tick box/es)
	(1-7) read descriptions of tasks on pages 2 and 3

Max. 3 

	Lecture room assistant(1)
	
	

	Tutorial room assistant(1)
 Indicate preferred tutorial
	
	

	Poster sessions assistant(2)
	
	

	Registration desk(3 & 6)
	
	

	ISE Desk assistant(4)
	
	

	Welcome at Gala Dinner(5)
	
	

	I would like to attend the Gala dinner on Thursday 6 September 
	YES/NO
	FREE OF CHARGE

	Accommodation needed?

ER.GO Residence Carducci: 16 studios with 2 beds, bathroom and kitchen, €37 or €40 pp/pn (single or double occupancy) + €24 for cleaning


	YES/NO

	Individual on line booking only by 15 July 2018

https://www.er-go.it/index.php?id=6890



STUDENT HELPER INFORMATION FORM
This form must be returned before February 15th, 2018 to:

 info@ise-online.org and marco.musiani@cnr.it 
Subject: Student Helpers Tasks Description / page 1 of 2
(1)Assistance in Lecture Rooms / Sunday Tutorials

At least two Student Helpers have to be assigned to each lecture room. If possible the symposium lectures are of the topical interest to the students. As of Tuesday Student Helpers in the lecture rooms can be relieved for breaks or for attending other lectures by their colleagues. 
The assigned students are responsible for the following:
· The students are in charge of the computer and projector.
· Assisting the session chair when required.
· Receiving the lecture files from the speakers and copying them into the proper folder for easy « finding ».
· Passing the microphones for participants’ questions.
· Except for lunch breaks at any time of the day, at least one student should be in the lecture room.
· At least one student should be in the lecture room 30 minutes before the first presentation to receive files of speakers of forthcoming presentations.
· MONDAY MORNING: Technicians will explain use of AV material in all rooms!

Sunday Tutorials http://annual69.ise-online.org/tutorials.php

Two Student Helpers will be assigned to each Tutorial. Other students interested in the tutorials may assist (free of charge) as long as enough Student Helpers are available at the Registration Desk.
(2) Poster setup

There will be 3 poster sessions during the conference, depending on the number of posters to be presented. Each poster will be attributed to a specific session and have a unique number. Number tags will have a different colour per session.
· All poster numbers have to be put on the panels at a given moment 
(this will be precisely defined at a later stage). 
· Put up the poster numbers according to the map, which assigns each poster according to its symposium.
· We have Velcro for mounting the posters. No tape or pins are to be used!
· The posters are numbered as follows: S for Symposium, 01 or 02 etc. for the symposium, followed by the poster number. 
· The posters have been assigned in such a way to give some extra room for presenting. 
· The poster numbers will need to be put up quickly and accurately, as delegates will be coming in to put up their posters. They will need to be directed, to their poster board. 
· A poster plan will also be printed in the conference program.
· All “forgotten” posters will be kept on a table until the end of the conference and thereafter destroyed.
· Each symposium will award poster prizes. The award ceremony will take place during the Thursday banquet. Student helpers will have to assist the ISE President during the ceremony. Best posters will be displayed as from Thursday morning in the Conference Center.

Subject: Student Helpers Tasks Description / page 2 of 2

(3) Registration Desk 
On Sunday all Student Helpers will have to participate in preparing the participants bags and in helping at the registration desk, handing out the participants’ bags and badges. On Monday all students assigned to the « Registration Desk » will be occupied. As of Tuesday the number of persons required at the registration desk is not more than 3-4. The others should then relieve colleagues in the lecture rooms or can attend some lectures. 

· Most participants have pre-registered and prepaid their registration.
· 6 registration desks must be set up and each desk manned by 2 student helpers.
· Each registration desk should be allocated an equal number of registration badges and receipts and the number range should be clearly indicated for each registration desk.

· An information desk or panel should be set up for the participants arriving without their participant ID.
· Participants should be guided to the correct registration desk.
· If the participant ID cannot be found among the badges, first check again to be sure the sheets don’t just stick together. If you are certain it is not among the prepaid registration, ask the person if their registration has been prepaid or if they still have to make the payment onsite. Guide the person to the ISE Desk.
(4) ISE Desk

· The ISE Desk will be manned by personnel of the ISE Office and 2-3 student helpers are needed for assisting with the following tasks:
· Supplying information and guidance to participants.
· Helping participants to register online.
· Payments / Refunds
· Supplying specific certificates to participants.
· Supplying specific receipts to participants.
· Generating badges for accompanying persons.
· Supplying « day » badges for forgotten or lost badges.
(5) Welcoming at Thursday Banquet
A small number of students should welcome the participants of the banquet, check all tickets and usher to assigned rooms. 


(6) Luggage
If participants wish to leave their luggage at the registration desk upon arrival/departure (Sunday and/or Friday), this is possible but at their own risk.
	Benefits for Student Helpers

· Free registration at the Annual Meeting

· Free admission at Gala Dinner

· Priority reservation for inexpensive accommodation (ER.GO Residence Carducci)

· Possibility to present a scientific communication (oral or poster)

· Possibility to attend scientific sessions (when free from specific tasks)




