CJ Plenary Protocol

Updated:  January 2010

Creciendo Juntos (CJ) has established high standards for identifying and organizing its monthly plenaries.

Location:  The CJ plenaries take place in Room A of the 5th Street Albemarle County Building.  

Time:  The CJ plenaries begin at 10 am and end no later than 11:30 am.  Registration begins at 9:40 am; at 9:30 am for plenaries with large attendance.

Room Reservations:  The room is reserved through 2011 for the second Thursday of the month, from 9 – noon, for the months of September – June. Exceptions:  In November 2010, the plenary is scheduled for Wednesday, November 10.  Linda Hemby (lhemby@albemarle.org) is the CJ contact person with the County and changes in plenary dates must be made through her. 
This document summarizes the CJ protocol for logistics related to plenary room set up.  

There is a separate protocol document for Coordinators and presenters at:  

http://www.cj-network.org/cjplmin/CJPlenaryTTD.doc 
Responsibility for the Plenary
Each plenary must have one coordinator who is wholly responsible for ensuring both compliance with the Plenary Protocol and that everything is ready at 9:30 am for each plenary.

Coordinator Tasks: complying with plenary protocol document; networking and meeting with presenters; preparation of the agenda and related reference sheet; preparation of a blurb for publicity at least two months before the event; assisting in the circulation of email blurbs and flyers; taking notes or appointing someone to do so and preparing a plenary summary that is submitted for uploading to the website within 10 days. 
Before the Plenary

1/  Materials to be Prepared

Blurb:  As soon as the topic and speakers of a plenary have been decided upon and at least two months before the plenary, send a descriptive blurb to Anna Sullivan (annabsullivan@gmail.com).
Door Sign:  Prepare a sign for the Plenary room door on 8 ½ x 11 paper.  See Annex A at the end of this document for a template. Responsible:  Anna Sullivan (annabsullivan@gmail.com).
Table Signs:  Prepare a sign for each display table (sign in & name tags; agenda & handouts related to the plenary; community resources; upcoming events; and the coffee/donut table).  The box of United Way Spanish Pocket Resource Guides has its own label that should be taped to the top of the table in front of the box.  See Annex D at the end of this document for templates.  Responsible:  Anna Sullivan (annabsullivan@gmail.com).
Sign in Sheet and Name Tags.  Print out 15 sign in sheets and bring blank name tags, markers and pens, and scotch tape. Responsible:  Anna Sullivan (annabsullivan@gmail.com).
Agenda for the plenary.  See Annex C at the end of this document for a template or visit agendas for 2008 plenaries at http://www.cj-network.org/cjplmin/sessions2008.html  Responsible:  Plenary Coordinator.
Reference sheet for the plenary.  See Annex B at the end of this document for a template. Responsible:  Plenary Coordinator.
Flyers about community resources, events, job and volunteer opportunities.  Individual announcements from the CJ weekly bulletins or from the Community Announcement Section of the CJ website should be adapted into flyers made available at each plenary on one of two tables, Community Resources or Upcoming Events. Each flyer should be printed on a different color paper.  Responsible:  Anna Sullivan (annabsullivan@gmail.com).

2/  Advertizing the Plenary

A blurb about the plenary should be prepared and sent to Anna Sullivan (annabsullivan@gmail.com) as soon as possible and at least two months before the plenary.  The blurb should define what the plenary is about, contain information about the speakers and Internet links where people can find reference material on the subject.

Anna Sullivan (annabsullivan@gmail.com) will circulate the blurb in the weekly CJ bulletin, in the Community Announcement section of the website, through UVA and Harrisonburg listservs, and to the media and elsewhere.  

Plenary coordinators should identify specific audiences, based on the topic of the plenary, and send the blurb to persons and organizations not on the CJ listserv.  Blurbs can be prepared as flyers with the CJ logo and sent via fax or email and put on bulletin boards.  

3/  Food

Jo Olson is responsible for ordering coffee and donuts from Spudnuts and bringing these to each plenary along with half/half, cups, stirrers and napkins.  She will order enough for 30 persons.  If more people are expected to a plenary, the plenary coordinator needs to contact Jo Olson (joo@piedmonthousing.org) and ask her to increase the order.  

When Jo Olson cannot help out with the food, Anna Sullivan (annabsullivan@gmail.com) will be responsible for this task.

4/  Laptop

Anna Sullivan (annabsullivan@gmail.com) provides the laptop used at CJ plenaries.  

5/  Notetaker

The plenary coordinator is responsible for taking notes or for identifying a notetaker and for obtaining the power point presentations of speakers.  Plenary notes must follow format established in 2008 notes located at http://www.cj-network.org/cjplmin/sessions2008.html  Notes for CJ Roundtables should follow the January 2009 format at http://www.cj-network.org/cjplmin/2009/CJPlenaryJan09.doc 
Notes and power point presentations should be sent to Anna Sullivan (annabsullivan@gmail.com) for posting on the web within ten days.

6/  Welcome & Adjourning

The plenary coordinator is responsible for welcoming attendees at the beginning of the plenary, for inviting them to have coffee/donuts and to place their written materials on the Community Resources and Events tables, and for introducing the plenary presenters.  

The plenary coordinator is also responsible for adjourning the plenary, reminding attendees of upcoming events.  The plenary coordinator may identify other persons to do the welcoming and adjourning parts of the plenary.

Day of the Plenary
The plenary coordinator is responsible for the following tasks even if others have agreed to take on one or more of the tasks.  All tasks must be completed before 9:30 am.
1/  Hang up Door Sign on Room A

2/  Room Set Up

Since the set up of tables and chairs is rarely done correctly by County staff, it is important to get to the room by 9:00 am to make sure the room is set up correctly by 9:30 am.   
Set up includes

a narrow U shaped table with chairs on each side, situated in the middle of the columns running down the middle of the room.  
one long table and one smaller square table set up against the wall/kitchen door for sign-in and name tags; make sure to put the table sign “Sign In” on the wall above the table.

one long table set up between the column by the trash cans and the wall behind the trash cans for the agenda and for reference sheets related to the plenary; make sure to position the table sign “Agendas & Handouts” to hang off the center of the table.

five long tables set up in an elongated U, about 1-2 feet apart, as close as possible to the windows facing 5th Street:  two for community resources; one for coffee/donuts; one for upcoming events and job and volunteer openings or for people seeking the same; make sure to position the table signs for each to hang off the center of their respective tables.

15 or more chairs set up by the windows overlooking the entrance of the building and another ten chairs set up by the windows on the other side of the room; all chairs should be positioned so they are facing the screen.

the screen must be down (first switch on the right in the kitchen).

the podium must be set up next to the screen and the projector cable should be pulled over to the podium. If a projector control is not in the room on the podium, get one from Yvonne Vess (Information Desk) and if she is not in, look in Room B & C.  
the laptop must be set up and accessing Internet no later than 9:30 am.  Speakers often bring power point presentations that need to be loaded on the computer before 9:45 am.  Speakers should be advised to arrive at the plenary no later than 9:30 to upload their presentations.  

window blinds must be adjusted so they are barely open.  
any extra chairs or tables must be positioned so the room looks nice (hidden behind the screen, pushed up against the windows, etc.)
If another table/chair set up is desired, advise Yvonne Vess (yvess@albemarle.org) at least 10 working days in advance.

There is a kitchen available and vending machines.  Make sure the kitchen door is closed once the plenary begins as the vending machines make a lot of noise.
3/  Clean Up

Tables and chairs do not have to be organized but the room must be free of trash and CJ materials.

Plenary Assignments Check List

	Plenary Tasks -updated January 12, 2010
	

	
	

	
	

	Task
	Person Responsible

	Coordinator: complying with plenary protocol document, networking with presenters; preparation of the agenda and related reference sheet; preparation of flyers for “Events” and “Community Resources” table [using CJ website]; publicity; taking notes and preparing a plenary summary [or identifying someone who will assume these tasks] that is submitted for uploading to the website within 10 days. Ensuring that everything is ready by 9:30 am.
	Varies

	Room Reservation
	Linda (room A at COB is reserved through December 2011

	Room setup
	Maria

	Laptop setup 
	Peter & Anna

	Coffee and donuts
	Jo

	Greeting attendees
	Anna, Dilcia, Blanca & Plenary Coordinator

	Providing sign-in sheets
	Jo

	Time Keeper for speakers
	Dilcia

	Resource table storage
	Anna

	CJ film library
	Blanca

	Room cleanup/storage
	Aaron

	Collecting sign-in sheets and updating CJ member list and emailing Dilcia with list of changes/ new attendees to add to Alert distribution list
	Anna 

	Adding new emails to list to receive weekly Alert
	Dilcia

	Updating Participating Organizations section of CJ website 
	Anna

	
	


Annexes

Annex A – Template for the Door Sign
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Room A

Creciendo Juntos (CJ)

January 8, 2009
                       10 – 11:30 am
CJ Community Roundtable

Registration, Coffee & Donuts begin at 9:45 am.  This event is free, in English, and open to the public.

www.cj-network.org
Annex B – Template for Plenary References


THURSDAY, NOVEMBER 13, 2008

Web References for the Creciendo Juntos (CJ) and 
AIDS/HIV Services Group (ASG) Training:            
AIDS/HIV IN THE LATINO COMMUNITY

VIRGINIA DEPARTMENT OF HEALTH FACT SHEET ON HIV/AIDS IN THE LATINO COMMUNITY

Using 2006 Statistics

http://www.vdh.virginia.gov/epidemiology/diseaseprevention/Profile2007/2007VAEpidemiologyProfileHispanic.pdf
CULTURAL AND PSYCHOSOCIAL CORRELATES OF HIV RISK IN RURAL LATINO MEN IN VIRGINIA (2004) Citation: Int Conf AIDS 2004 Jul 11-16; 15: (abstract no. D12959)  Author: Bradford JB, Jarama SL; Survey and Evaluation Research Laboratory, Richmond, VA Conclusion: This population of Latino men in rural Virginia reported behaviors consistent with high HIV risk and transmission. Culturally-based attitudes and lack of HIV knowledge were principal barriers to prevention efforts. Systemic issues in the target area would have to be addressed for culturally-based interventions to be effective. See an abstract at: http://www.aegis.com/conferences/iac/2004/D12959.html  To obtain the full report, write Aids Education Global Information System at help@aegis.org

HIV RISKS FOR LATINO MEN IN RURAL VIRGINIA (2003)  Citation: Natl HIV Prev Conf 2003 July 27-30:abstract no. MP-116  Author: Bradford J, Jarama L; VCU Survey and Evaluation Research Lab, Richmond, VA Conclusion: This population of Latino men, mostly migrant workers, in rural Virginia are at risk of HIV infection due to knowledge, attitudes, behaviors, and cultural influences. There is a need for HIV prevention education programs to address their needs, tailored to match cultural and demographic characteristics, and in keeping with local structures and networks. See an abstract at: http://www.aegis.com/conferences/nhivpc/2003/MP-116.html To obtain the full report, write Aids Education Global Information System at help@aegis.org 

CDC FACT SHEET ON HIV/AIDS IN THE LATINO COMMUNITY (April 2008)

Using 2006 Statistics

http://www.cdc.gov/hiv/hispanics/resources/factsheets/PDF/hispanic.pdf 

AIDS AMONG LATINOS ON RISE (April 2008)

Series of articles and resources from the Washington Post special section Hispanics in U.S. Face Unique Obstacles to Diagnosis, Treatment

http://www.washingtonpost.com/wp-dyn/content/article/2008/07/22/AR2008072202837.html
www.cj-network.org     **   www.aidsservices.org 

Annex C – Template for the Plenary Agenda 


      Creciendo Juntos (CJ)

                                               Monthly Plenary

   October 9, 2008
PANEL:  IMMIGRATION DETENTIONS & LATINO CHILDREN

Agenda 

Welcome 

Linda Hemby

Presentations 
· Introduction:  Linda Hemby, sociologist and member of CJ’s Executive Committee
· Excerpt from the media report “I’m American. They’re Not” by reporter Linda Ellerbee:  Children from two families talk about how the deportation of their families have affected them (15 min)

· Overview of impact of detention on local schools:  Courtney Stewart, International & ESOL Program Coordinator/ Albemarle County Public Schools (7 min) cstewart@k12albemarle.org, 434/296-6517

· Psychological impact of detention on Latino children:  Michael Garcia, licensed bilingual and bicultural counselor specializing in parent consultation, play therapy, psychotherapy for children, adolescents and adults  (10 min) garciamn@gmail.com, 434/981-7249
· Eddie Summers, attorney, Charlottesville Immigration Clinic (15 min) es@ocho.com, 434/220-2799

Questions & Answers (15  minutes)

Announcements & Adjournment

Linda Hemby

www.cj-network.org
Annex D – Templates for Table Signs
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