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APPLICATION TO HOST

16th European Guide Conference,
23rd European Scout Conference,
16th European Guide and Scout Conference

This application form should be read and completed in conjunction with the guidelines which set out the requirements that need to be met if consideration is being given to hosting the 2019 conferences.

This form should be returned, along with a cover letter from the proposed Host Organisation(s) to the Europe Office WAGGGS and the WSB Europe Support Centres by 31 March 2016. Please email europe@wagggs.org and to europe@scout.org
	Name of Member Organisation 

(WAGGGS) and National Scout Organisation (WOSM)
	
	Date of receipt

(Office use only)


	
	
	YES
	NO
	COMMENTS

	1
	COUNTRY:

Do you have a guarantee from your Government that everyone, without exception, who is invited to the Conference, will be able to obtain a visa, and enter and exit your country?
If not, please detail the measures that have been taken to date and those planned in the Comments section.
Which countries will need to obtain visas or other entry documents?
	
	
	

	2
	DURATION OF CONFERENCE:

Are you aware that the Conference and associated on-site preparation, meetings and packing up require a time period of up to 7 days?
	
	
	

	3
	SIZE OF CONFERENCE:

Are you aware that the estimated numbers for the Conference are as follows:

· Two days prior to Conference opening: 6

· One day prior to Conference opening: 25

· Prior to Conference opening: up to 500

· One day after Conference closing: 20

	
	
	

	4
	CONFERENCE SITE:

Are the Conference Hall, meeting rooms, Host Country and regional offices, residential accommodation and catering facilities in the same building? If not how far is it to walk between them?

a. How far is the site from:

· Main airports

· Other transport facilities

· Proposed tours

· Shops

· Banks

· Is the site suitable for those with a physical disability?
b. Will you be able to provide on-site signs in English and     French?

· Will the site authorities allow such signs to be used?

c. Does the conference venue provide:

· Seating for 500 people during European Guide and Scout Conference 

· Seating for 250 people during the European Guide Conference

· Seating for 300 people during the European Scout Conference — NOTE these must be in separate rooms

· Chairs and tables for delegates or chairs with desktops attached

· A stage area to seat up to 25 people, and which can accommodate performances

· Facilities for computer-based audio-visual presentations and adequate lighting

· Facilities for simultaneous interpretation, or the space to install interpretation booths and equipment into two languages English and French.

· Access in the pre-Conference period for audio-visual rehearsals?

· A lectern on the stage

· Adequate power outlets for simultaneous interpretation equipment and audio-visual equipment

· Adequate ventilation or an air conditioning system

· Access to water for participants

d. Offices and Meeting Rooms:

The following is the maximum that may be required for the entire Conference period. Please specify whether you can provide this or suggest an alternative?

· 25 discrete break out spaces for working groups — available at specified times throughout the conference

· 2 rooms to act as secretariats

· 2 rooms for the Committees

· Three spaces for Procedural and Resolutions teams
· One smaller room with two desks and chairs in a quiet area for translation

e. Display Facilities: can the following be provided?

· A display area equivalent to 15 free standing boards (6’ x 4’ or 180 cm x 125 cm) with adequate tables and circulation space

· Sufficient power outlets in the display area(s) for the displays that will involve the use of computers or video players

f. Registration area:

An area large enough for registration for one day, with five desks with two chairs on one side each, with power sockets for each desk.

g. Market:

An area large enough to hold 45 tables and all Conference participants for one evening

h. Medical Facilities

A First Aid or emergency room with a qualified person in charge should be provided 24 hours a day or alternatively immediate and close access to hospital facilities.

i. Can you supply the following altogether on one day - 

· Up to 4 data projectors, screens and lap tops

· Up to 2 audio systems

j. Can you provide a technician or member of the Host Country with adequate knowledge and energy who can assist with keeping equipment in working order, moving equipment when necessary, attending rehearsals, and attending Conference presentations?
k. If possible, please suggest how you will deal with the requirements of the conferences for Simultaneous Interpretation, AV support and Electronic Voting.

	
	
	

	5
	ACCOMMODATION:

What type of accommodation is proposed? (e.g. hotel, university campus, conference centre)
Please give location name:

· How many single rooms are available?

· How many twin-bedded rooms are available?

· How many triple-bedded rooms are available?

· Describe the standard of the rooms, including the availability of toilets, showers or baths.
	
	
	

	6
	CATERING:

Can you provide the following:

· During the Conference, three meals a day along with morning coffee and afternoon tea?

· Any special dietary requirements?

· Tea and coffee-making facilities in the Regional Offices?
	
	
	

	7
	TRANSPORT:

Can you

· Meet participants on arrival?

· Provide transport to and from the airport to the Conference site?

· Confirm participants’ return flights if required?

· Assist participants with arrangements for travel following the Conference, including changing flight times where circumstances dictate?

· Arrange transport for any programme items arranged by the Host country?

· Give a clear indication of the costs referred to above that will have to be borne by the participants?

· Arrange special travel rates with a particular airline? If “yes”, which airline?
	
	
	

	8
	EUROPE OFFICE WAGGGS, EUROPEAN SCOUT OFFICE AND ADMINISTRATION REQUIREMENTS:

The Host Country will be required to define a clear administrative structure and way of work to liaise with the European Offices.
a. Pigeon holes

Can you supply 120 pigeon holes at least 6” (l50mms) deep to take A4 (210 x 297mm) sized paper? Is there a location close to the Conference Hall available for the pigeon holes? 

Do you have an alternative proposal to Pigeon holes?. 
b. Freight

Can you keep in close contact with the relevant Freight Company/s and make contact with the relevant government departments if necessary to obtain any permission and assistance needed? 
Can you gather information on restrictions, taxes, or duties on imports and make this available as early as possible to the Regions?

Will your Government freely admit the import and export of Conference documents and materials?
Would it be advantageous to use a specific airline or freight company? 
If ‘yes’ please give details.

c. Email - Please identify a suitable service provider for the duration of the Conference or an affordable alternative.

d. Office equipment - Computers — networking facility with one printer in each secretariat 
e. Banking

Are there banking facilities nearby which participants could use? If this is not possible please indicate that a mobile bank may be available, or that money-changing facilities will be organised by the Host Country.
f. Security

Have you consulted with the relevant authorities to ensure that appropriate security arrangements will be put in place for the period of the Conferences
	
	
	

	9
	RESPONSIBILITIES OF HOST COUNTRY:

a. Service Team/Helpers:

Can you provide Rovers/Rangers, proficient in English or French, to help with a range of jobs that may include: Conference Hall helpers; Office helpers; Photocopying Team; Information Desk; and Press and Public Relations?

b. Press and Publicity:

Can you provide a team to work in close cooperation with Regions’ coverage of the Conference before, during and after the Conference?

c. Personal facilities for participants

Can you staff an information desk with personnel able relating to housekeeping’ aspects of the Conference?

d. Social events

Will you be likely to try to arrange visits to places of interest, and will costs be borne by participants or not?

e. Home Hospitality

Will you be offering home hospitality after the Conference? If ‘yes’, what length of time will it be offered for?
f. Programme responsibilities of the Host country:

Can you arrange the following programme items?

· Opening Ceremony

· Closing Ceremony

· An evening display of traditional entertainment from the Host Country could be included in either of these two events
· A space for a fundraising opportunity
· Inter-faith worship

g. Conference Report

Will you provide a detailed Report on the arrangements made for the Conference and an evaluation of these to the two regions no later than six months after the close of the Conference?
	
	
	

	10
	COSTS:

Please summarise the following costs to:

Participants, for bed and breakfast occupying a:

· single room per night

· twin room per night

· triple room per night
Please confirm that you are aware that the Host Country is expected to cover in the budget a negotiated portion of the following costs:

· visit of members of Conference Planning Committee to proposed site (maximum of 4 planning meetings);

· administration and office costs of Host Country Office;

· social events/excursions (if not charged separately to participants);

· accommodation of Host Country staff/volunteers;

· personal facilities provided to participants (if not charged separately) e.g. local transport, office facilities for photocopying/typing etc., first aid;

· insurance (see below);
· Host Country’s Evaluation Report to the Regional Committees

· press and public relations (nationally).
Please give an indication of the range in participation fee that you will advise in the presentation to be made at the 15th European Scout and Guide Conference.
	
	
	

	11


	DIVERSITY PERSPECTIVE:

Do you have an understanding of the topic of Diversity regarding conference preparations and implementation?

How do you propose to deal with this requirement – give brief notes in the comments section.

Will you require assistance to ensure that the preparation and implementation of the conferences can be shared and mainstreamed from a diversity perspective?


	
	
	

	12


	RISK ASSESSMENT:

Please confirm that as Host Country a full risk assessment should be prepared in consultation with the relevant Regional staff. This should include a list of the important factors considered, any mitigating factors and actions to be taken including:

· Providing Public liability insurance:

· Providing Cancellation insurance: this is only required if the Host Country would suffer a financial loss in the event of a cancellation.

· Ensuring that the necessary insurance of facilities and accommodation as required by the owner of the property has been obtained and included in the appropriate budget.
	
	
	


I / We declare that this application form to bid for the 16th European Guide Conference, the 23rd European

Scout Conference and the 16th European Guide and Scout Conference represents all the information that we have collected as accurately and completely as possible.

Signed. ………………………………………………………………………………….. Date ……………………….

(Name and position of person representing MO/NSO submitting bid)
January 2016
[image: image2.jpg]World Association of Girl Guides and Girl Scouts a n World Organization of the Scout Movement

Association Mondiale des Guides et Eclaireuses ¢ Organisation Mondiale du Mouvement Scout





[image: image1.jpg]

[image: image2.jpg][image: image3.png]EUROPE




