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1 GENERAL
1.1 Introduction
Annual scientific meetings (ASMs) are an essential part of the One Health EJP (OHEJP) in
reporting scientific progress and disseminating scientific results of the JRPs, JIPs and PhD projects
between partners and the external scientific community. The ASM is the venue where scientists
from all partners can meet and exchange information from their projects and facilitate the One
Health approach. These scientific, but also social interactions between researchers from all
partners and beyond is an important goal and aspect of integration of the ASM. Furthermore, the
ASM will be a platform to strengthen One Health approaches and collaborations by connecting
scientists from the medical, veterinary and environmental domains.
OHEJP ASMs will be jointly organised with the Med-Vet-Net Association ASMs, aiming at
gathering further One Health scientific communities rather than just the OHEJP one.
The OHEJP partner institute(s) that will host the ASM will be allocated a corresponding budget
enabling them to cover all local organisation costs (catering, meeting room rental, meeting
organisation costs, social event costs, local transportation costs, etc).
1.2 Overview and structure
In this document the different steps required to organise the ASM are identified. It is intended to
provide guidance and support for ASM organising teams. This document will be a learning
document and will be updated and adapted after each ASM.
The ASM will be organised by a local conference organiser (LCO) together with Project
Management Team (PMT) contact team (PCT). The LCO is preferably a team consisting of both
the medical and veterinary beneficiary of a participating member state. The PMT will select the
LCO via a bidding procedure.
In this document two streams of activities have been identified:
1. The ASM format (venue, logistics etc.)
2. The scientific organisation (speakers, programme, talks, posters and abstract book)
The PCT consist of the PMT contact team leader, a deputy leader (who will take over the role of
leader for the next ASM) and the One Health EJP support team. The PCT deputy leader will be
chosen out of the leaders and deputy leaders of WP3, WP4 and WP6.
The LCO and the PCT will have contact on a regular basis and ad hoc when needed. After the
ASM the process will be evaluated to improve the process for the next ASMs. This will serve to
update this protocol.
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2.1

THE ASM FORMAT

Prior to the ASM

2.1.1 The bidding process and the Local Conference Organiser
The ASM will be organised by the Local Conference Organiser (LCO) in collaboration with the PMT
contact team. The PMT will select the LCO through a bidding procedure. The PMT will send out a
call for organisers of the ASM and potential Local Conference Organisers can show their interest
by submitting their bid using the ASM proposal form (see attachment).
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The prospective Local Conference Organiser (LCO) has the key role in identifying a venue with
sufficient capacity for the size of conference before submitting the bid proposal.
The following things can be taken into account:
- the ASM will take place in April or May of year 2-5 of the One Health EJP
- the proposed length of the meeting is three days
- a main auditorium for at least 250 people which has the appropriate technical equipment
and support at hand
- Accommodation close by
- Easy train, road and air access
- space for up to 150 posters located in a highly visible location close to the main auditorium
for up to 250 people during the days of the conference plus break-out rooms
- a secure cloak room for delegate coats and luggage
- suitable catering areas for coffee & tea breaks and lunches for at least 250 people,
preferably organised in a way that allows people to access serving points from several
sides to avoid long waiting time in queues during breaks
- a venue for a social event
- a venue for a gala dinner, including transport
The LCO should also identify a range of accommodation options for delegates. A realistic draft
budget based upon a break-even range of likely delegate numbers needs to be considered. Once
the organisation has been assigned, the LCO will propose and determine the budget in
consultation with and with help from the PMT contact team, prior to booking a venue.
The LCO will be in charge of identifying accommodation options and pre-book a sufficient number
of convenient hotel rooms, while the corresponding budget to cover accommodation costs of
OHEJP delegates will be allocated to each OHEJP partner institute.
If needed, the LCO may choose to be assisted by a Professional Conference Organiser (PCO) to
help organising the conference. An effective PCO may be invaluable, providing help with
identifying suitable venues, hotels, caterers, registering delegates, managing conference money,
organising all receipts, invitation letters for visas, etc.
2.1.2 Budget
The ASM budget should be cost-neutral to the OHEJP i.e. the provisioned budget in the OHEJP
budget (€ 75.000), the delegate registration and sponsorship should cover all costs associated with
running the ASM. In consultation with the PCT, the LCO and local treasurer are responsible for
creating realistic budgets based on a range of different break-even delegate numbers e.g. 200, 250
and 275 delegates. The initial budget scenario should be part of the bid, which is drawn up 18
months (for ASM 2019 about 12 months) prior to the ASM. This budget should be based on initial
quotations received from the venue, catering providers, etc. The budget is also important as it will
provide the basis for the registration fees. The budget should be regularly updated as cost
decisions are made. The LCO should update the PCT on a regular basis and highlight any issues
or concerns that they might have. It is important that they negotiate costs with all service providers
to secure the best value for money. It would also be useful to obtain quotations from competing
companies to secure competitive discounts where possible. The LCO should remember to include
the free registrations and costs of the invited plenary speakers and bursary awardees as detailed
below.
Expenses for the ASM that should be considered in the budget by the LCO are as follows:
 Free Of Charge (FOC) delegates costs (see table below)
 Costs for invited speakers (see table below)
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All Professional Conference Organiser costs, if one has been hired
Venue:
o Venue hire, including lecture room, workshop rooms, committee meeting room,
cloakroom (if applicable)
o Audio-visual equipment for lecture room, workshop rooms and committee meeting
room
o Materials requested by workshop organisers, such as flipcharts, etc.
o Wireless capabilities
o Congress banners, if applicable
o Poster boards
o Catering costs – food and beverages during coffee, lunch, evening events (gala
dinner)
Conference insurance if applicable
Bank costs e.g. costs associated with set-up of credit cards (if applicable)
Social events
o Activities, catering, transport, etc.
Poster prizes
Preparation of the abstract book
Delegate information
o Printing of programme, delegate list, other material
o Delegate bags/folders
o Delegate name badges
o Abstract book (print and/or electronic
Marketing
o Advertisements and posters, if applicable
o ASM webpage on the OHEJP website
o Photographer, if applicable (take care, can be too expensive)
Any transport costs, if applicable
Gifts for organisers, invited speakers if applicable

Table of the free registration places that need to be included in the conference budget:
Category
Number Registratio Accommodatio Transport
n
n
Invited plenary speakers
Approx.
Free
Free a
Free b
1 per day
LCO members
4c
Free
Not applicable
Not applicable
a
Standard accommodation only as chosen by the LCO
b
The transport should be standard class and kept to a pre-agreed budget
c
4 free registration places for LCOs are standard; additional free registrations should be
discussed with the committee and justified in budget terms

2.1.3 Delegates
The target delegates for the ASM are scientists belonging to the beneficiaries/partners of the One
Health EJP. Depending on the budget, a fixed number of participants per beneficiary may
participate in the ASM free of charge. External delegates are welcome at their own costs and have
to pay the conference fee. For PhD students a reduced fee can be considered.
Fees are calculated upon assessed expenses.
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2.1.4 Sponsorship and exhibition
Sponsorship types permitted will depend on the LCO. If permitted by the host institute, sponsorship
can help the LCO to either reduce the costs of the conference or to increase the service options
during the conference e.g. catering choices.
Four levels of sponsorship are recommended:
Level
Gold
Silver
Amount (€)
5000
3000
Benefit
To be
To be
determined with determined with
LCO
LCO

Bronze
1000
To be
determined with
LCO

leaflet
500
Leaflet or
comparable in
conference bag

The LCOs from recent ASMs can provide the current LCO with a list of sponsors and sponsor
benefits from their respective conferences (see 2.1.9 Forward pack).
Companies are allowed to exhibit at the conference, but there will be costs associated with this,
see also sponsor-ship levels. Rules will apply for companies exhibiting at conferences, in relation
to affiliation with the subject matter, ethical issues and potential conflicts of interest. This will be
assessed on a case by case basis by the LCO and the PCT.
Exposure for sponsors and exhibitors can be facilitated by publishing a list in the Proceedings
booklet, on the conference website and conference intermission slides.
2.1.5

ASM information and Promotion

Each ASM will have a separate webpage on the OHEJP website with information about the next
ASM. This page can also be used as archive with proceedings and presentations, etc.
The LCO will provide the webmaster with information about :
Before the ASM :
 Dates of the ASM
 Venue of the ASM
 Dates and deadlines for registration
 Fees
 Dates and deadlines for abstracts
 Program (with increased detail over time)
 Accommodation information and prices
 Travel information
 Info and composition of the LCO and the PCT
 Contact details for the LCO
During and after the meeting:





The abstract book
Presentations
Posters
Other things that can be published publicly

For promotion you can take into consideration :
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Event online and link(s) checked
The website of the host venue as well as the OHEJP website to promote the ASM and
provide regular updates.
Email details of conference to all identified interest groups.
Publicise conference by getting listed on epidemiology and microbiology search engines
and One Health themed conferences
Twitter and other social media. At the conference, promote a dedicated hashtag for people
to use

2.1.6 Registration and registration form
All registrations will be completed online via the ASM webpage on the OHEJP website. This
webpage will provide a secure and confidential payment option.
The LCO will provide the webmaster with deadlines associated with registration, accommodation
information that is required, see also 2.1.5.
The registration form/webpage will include the following fields:
 Delegate type – Affiliated/not affiliated to a OHEJP partner institute, affiliate to MedVetNet
association FOC/Paying delegate
 Contact details – name, address, phone, email, etc.
 Accommodation – include “sharing” and “no accommodation” options, see paragraph below
(2.1.8)
 Payment page – delegates should be able to pay by credit card (or equivalent like Paypal)
or invoice.
 Disability/special access requirements
 Food preferences/allergies
 Travelling by car – Parking option
 Set a deadline date for registration
 Possible additions:
o permission to publicise pictures
 Send regular reminders to members to encourage registration by the deadline given.

2.1.7 Visa
Some delegates may require a visa to facilitate their travel arrangement prior to attending the ASM.
The LCO will prepare an official document in advance for this. A format will be provided by the
PCT. This official document can be made available on the webpage of the ASM.

2.1.8 Accommodation
Accommodation booking practises are depending on the local situation and are up to the LCO in
collaboration with the PCT.
It is normal practice that the option to book accommodation at the time of registration is provided
through the webpage. Delegates should be free to book accommodation separately if they wish to.
The LCO should identify accommodation in different price brackets. Depending on the number of
delegates that are expected, the LCO may need to block / book rooms in advance and release
them as required i.e. a hotel will hold a number of rooms at a set price for the conference and
release them to other guests on certain dates. It should be made very clear to delegates what is
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included in the cost of the hotel e.g. breakfast and Wifi. The accommodation is preferably within
walking distance of the ASM venue or near suitable public transportation options.
Delegates may wish to book pre or post-Conference accommodation. This should be facilitated if
possible, however, this facility should not add additional costs to the ASM budget.

2.1.9 Forward pack
An important responsibility of the LCO is to prepare a forward pack for the organiser of the
subsequent ASM. This pack should include a complete list of delegates and contact details, the
final budget and break down and a list of contact details for any sponsors.
During and after the meeting, the delegates will be asked to participate in an evaluation, using
appropriate methods or (on line) questionnaires to inform the organisation of following meetings.
2.2

During the ASM

2.2.1










Equipment needed
Slides for screens – greeting/welcome message on arrival
Venue floor plan – enables porters to arrange tables/poster boards, sponsor and exhibition
area, etc.
Catering – tables, table cloths – any extra room(s) needed for catering prep?
Cloakroom/rail for clothes/umbrella stands/storage for luggage
Microphones/audiovisual/IT – check the cost, also if overtime is needed
Slide advancer/pointers
EJP banner/kakemono
Poster boards plus Velcro/pins
Announcement board on Registration desk for putting up useful info e.g. numbers for taxis,
and notices

2.2.2

Registration desk for delegates on arrival – conference bags/badges/sign in
 Put in conference bag:
. Stationery– e.g. branded notepads/pens
. Suggestions for restaurants in the area
. Bus timetables
. Local map
 Have available wider area map for delegates interested in walking in the
surrounding area
 An announcement board for messages
 Sign permission to publicise pictures (when not asked for at on line registration)

2.2.3







Delegate joining instructions
Directions upon arrival?
Detailed travel information and maps. Where to collect keys/map
Signage within building
Provide an Emergency contact number for delegates
Wifi code
Attendance signing tables for presence and certificates
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2.2.4









Other items
Guests associated with/invited by sponsors
Helpers in the auditorium with roaming microphones for questions
Photographer – an independent photographer would be useful.
Display relevant logos – including sponsors’ if covered by sponsorship agreement
Display Stands in public area – agencies/members/EJP/MVNA, etc.
Any transport to be included in risk assessment
Fire exits (keep clear), assembly, alarms, evacuation procedure
Brief safety info to be provided before start of conference

IMPORTANT TO MANAGE EXPECTATIONS

3

THE SCIENTIFIC CONFERENCE

3.1 Prior to the conference
For the scientific part of the conference a scientific committee will be established. The PMT will ask
the Scientific Steering Board of the OHEJP to suggest names for the scientific committee of the
ASM. The scientific committee will consist of several persons preferably with a minimum of 2
persons per theme, taking into consideration the med-vet-environment balance, geographical
balance, and gender balance. The scientific committee will be complemented by one or two
persons appointed by the LCO.
The scientific committee, together with the LCO and PCT, will be responsible for:







The scientific programme
Review of the abstracts
Selection of abstracts for orals or poster presentations
Invitation of keynote speakers
Select chairs for the sessions
Assessment of the quality of orals and posters and nomination for prizes

The scientific committee will appoint a chair among themselves.

3.1.1




3.1.2




Programme
Decide on the main symposium theme taking into account the Themes and Domains of the
OHEJP
Plan outline Scientific Programme - Title/themes
o Previous conference programme good indicator of which subject areas/themes will
have more speakers
For invited speakers please take into consideration the med-vet-environment balance,
geographical balance, and gender balance.
CALL for Abstracts
Make the call as soon as the themes have been decided preferably at least 6 months
ahead
Include an abstract template and clear instructions on size, font and number of words (this
will be a OHEJP format that is also used to produce proceedings and that is used over all
ASMs)
Allow two months for submission of the abstracts; one month for review/decision. (If start in
good time, then can allow longer for review/decision.)
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Review Abstracts/assign Talks/Posters
Finalise programme

Programme and abstract book(s) – print schedule - All printing – posters for signage,
programmes, abstract books
Abstract booklet, programme, name badges – copy to printer in time for the booklet to arrive timely
for the conference. If possible, supply names for badges slightly nearer the time. Where this is
feasible and practical, outsourcing of the abstracts booklet could be considered. Take also into
account the possibility to have only an electronic abstract book and a conference app for smart
phone use.
3.1.3

The abstract book of each ASM is a deliverable of the One Health EJP.
3.1.4








3.1.5

Invite speakers/ keynote speakers – once themes have been established.
Decisions on which invited speakers / keynote speakers are to be invited will be made by
the scientific committee in conjunction with the LCO and the PCT.
Please take into consideration: the med-vet-environment balance, geographical balance,
and gender balance.
Start inviting speakers at least 6 months ahead, preferably earlier
o A Keynote Speaker is needed for each theme as well as one or more invited speakers
depending on the proportion of the programme allocated to the specific theme.
Order gifts for keynote speakers
When constructing the programme, allow:
o Keynote talks 40 min; allow 5 min for questions
o Other talks: 20-min talks; allow 2 min for questions
Talks can where possible be recorded
Permissions: speakers must give prior agreement to making talks available online.
Schedule time for poster/talks judging – appoint judges ahead
Chairing of sessions

Session chairs will be suggested by the scientific committee in conjunction with the LCO and PCT
from the representatives of the institutes participating in the OHEJP. Session chairs should not
chair the same session as the one they are speaking in. The main tasks of the session chair is to
introduce each speaker for which they should acquire a brief introductory statement from each
speaker, and keeping time (see 4.2).

4

SUGGESTIONS FOR GUIDELINES

4.1.1 Poster prize
The three best posters will be awarded a prize and certificate at the ASM. The scientific committee
is in charge of the assessment of the posters and orals and lead the prize ceremony, and organize
the handover of the prizes (for example by the sponsor of the poster prize), at the conference
dinner.
Prizes (money or present) are non-eligible costs in the OHEJP so other resources should be found
for this.
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Judgement will be based on the following factors: Scientific merit
 One Health approach
 Visual impact
 Readability and compliance with poster preparation guidelines

4.1.2 Best junior oral presentation
This prize will be awarded at the ASM for the best paper presented by a new researcher in any
area of One Health involved in the One Health EJP. Authors who have their papers accepted for
oral presentation will be offered the opportunity to be nominated for this prize when they receive
their acceptance letter.
Prizes (money or present) are non-eligible costs in the OHEJP so other resources should be found
for this.
Eligibility
 Masters students
 PhD students
 Researchers who have been employed in any subject within One Health for 3 or less years
Evaluation
 There will be for example 3 evaluators, appointed by the scientific committee
 Judges will meet twice during the ASM to deliberate
 The prize will be awarded for example at the conference dinner
Judging criteria
The following criteria can be taken into account :
 Presenter’s own work
 Rigorous, novel science
 One Health approach
 Presenter must demonstrate in-depth knowledge of the subject through their paper,
presentation and answers to questions from the audience
The following additional criteria will be taken into consideration and give higher weighting to a
paper:
 Studies promoting the overarching goals of the OHEJP, alignment, integration,
harmonisation: degree of Med-Vet integration
 Studies which are likely to have a practical impact (e.g. influencing policy)
 Studies which have a good chance of publication in a peer reviewed journal.
Prize scoring suggestion
Scoring Criteria: 1 poor – 3 average - 5 good
1. Quality of presentation:
2. Quality of slides:
3. Quality of Science:
4. Presenter’s knowledge of subject (response to questions):
5. Description of impact of work:
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Total: Place weighting on impact all else being equal
Name

Session

Presentation

Slides

Science

Knowledge

Describe
Impact

4.2 Guidance notes for session chairs
Possibly people will chair session for the first time. To give them guidance it may be good to give
them the following notes.
Keeping to the time slot is very important for the progress and the dynamics of the conference.
4.2.1 Main sessions
Before the presentation
Please make sure that you have liaised with the speakers on or before the morning
of your session
 to verify if the presentation has been uploaded and
 if necessary to familiarize them with the equipment and run through the slides.
 Ensure you have the completed speaker information sheet, with the correct
information, and decide how you want to introduce the speaker and the
presentation
 Confirm whether or not the speaker is eligible for the prize for best junior oral
presentation
The presentation



Introduce the speaker and presentation. If the speaker is eligible for the prize for
best junior oral presentation, this should be announced to the auditorium.
You could discuss with the speakers how long they would like to talk for, and
how long they would like to answer questions from the floor.
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Please note: Five minutes is the MINIMUM time that should be allocated to
questions. You should stop the speaker if he/she encroaches into the time
allocated for questions.

Sequence of events in a talk (example for 20 minutes):
Introduction

5 min. warning

Formal end
of presentation

Main body of talk

Conclusion

Questions

(~15 min)

(~1 mins)

(~4 min)

1 min. warning:

End

Chair stands
After the presentation
The session chair controls the questioning, and indicates
who is to ask questions – all questions are asked through the chair.
4.2.2

Short oral poster presentation sessions – poster tours
Short oral poster presentations (Poster pitches) give participants the opportunity to
orally elaborate on their poster.
 This can be done next to the poster or in the auditorium
 It is an oral presentation with the poster as graphical support
 Should not be more than 2 to 3 minutes

Poster promotion can also be organised in a poster tour.
Poster tours are meant as short oral introduction into the topic and content of individual posters
presented on the conference site. Poster tours could be organised as walking tour in the poster
area or as audio-visual presentations depending on the facilities available for the local organiser.
Scientific committee members chair the poster presentation. During their session they guide the
interested delegates along the sequence of posters assembled in the session. The chair should
announce the poster presenter and supervise the strict timing of presentations (usually 2-3 minutes
in total per poster). Keeping time record is critical due to usually compact schedule of poster tours.
Presenters may be stopped in case they do not respect the time slot. Depending on timeliness, the
chair may allow a couple of questions from the delegates, thank the presenter, and continue to the
next poster. Finally, the chair thanks all poster presenters for their contribution.
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5

ATTACHMENT

One Heath EJP proposal form for hosting next year’s
Annual Scientific Meeting
Please complete the expandable table below and return by mail to the PMT contact team for the ASM at hendrikjan.roest@wur.nl before
Friday May 4, 2018.
The outcome of the bidding procedure will be discussed in the PMT meeting of May 2018 and communicated after this meeting.
Page limit: 2 pages.
Composition of the Local Conference
Organiser:
Please indicate which One Health EJP
beneficiaries and, if possible, which persons would
be involved in the LCO
Location:
Please identify the country and the city/town in
which the ASM would be held.
Conference venue options:
Please suggest potential venue(s) that might be
used (specifying costs, ease of access, catering
options capacity and other useful information).
Transport:
Please indicate the nearest international airport
and the travel distance and time needed.
Accommodation:
Is there a variety of hotel and/or B&B or other
options to suit a range of needs and budgets? Will
there be sufficient accommodation near the
conference venue within walking distance?
PCO:
Will you use a professional conference
organizer/company? If yes, please indicate name
and location.
ASM content ideas
If you have suggestions on how to make the
meeting interactive, facilitate interactions between
researchers from the different domains and a
learning experience for early career scientists,
please indicate these here.
Support by legal representative of
beneficiarie(s)

[name], [position] legal representative of [beneficiary] and [name], [position] legal
representative of [beneficiary] support this bid to organise the next ASM of the
One Health EJP

Please fill in the format
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