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A. Council Responsibilities

Council maintains an oversight role as well as specific responsibilities as outlined below.

A. Branch allocations

A 5 year schedule needs to be in place (responsibility of the Honorary Secretary)
C. Timing of each event

i. National Congress - Latter half of the year (July-October).

ii. National Refresher — February or early March. To avoid clashes with other related
meetings (CCSSA, VTA, ISICEM)

To take into consideration the following

iii. Religious and school holidays

iv. Timing of SAJCC publication date (liaise with Editor of SAJCC before confirming dates)

D. Communication with the branches

a. The Branches are to be informed in writing 2 years prior to the meeting and they
need to accept in writing within 6 months of receipt of this. This is to be confirmed at
the AGM the year before their meeting.

b. If the allotted Branch is unable to host the meeting, the CCSSA Council will select a
host from the remaining branches. The Branch that is unable to host the Congress/
Refresher at that time will be given the opportunity to host the Congress/Refresher,
when the replacement Branch is due to hold the National Congress/refresher. Council
reserves the right to withdraw its invitation to its Branches to Host the National
Congress/

E. Awards

Annually the following awards will be considered. An award may be suspended or

deferred at the discretion of EXCO.

a. The President’s Award
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This award is at the discretion of the President, who should for invite nominations (from
members) to be submitted at least 3 months before the congress. The nominee may
be any individual involved in critical care and the nomination must include the CV of
the nominee and motivation from the member nominating the individual.
The President’s award may be presented at the Gala Dinner or in a plenary session
during the scientific proceedings. This needs to be discussed and confirmed with the
President. The recipient may also be invited to deliver a keynote address at the
subsequent congress.

b. CCSSA Council Nursing Award
This award is at the discretion of the President, who should for invite nominations
(from members) to be submitted at least 3 months before the congress.
The award may be awarded at the Gala Dinner or in a plenary session during the
scientific proceedings. This needs to be discussed and confirmed with the President.
The recipient may also be invited to deliver a keynote address at the subsequent
congress.

c. Best stand at trade exhibition (pharmaceutical)

d. Best stand at trade exhibition (equipment)

e. Trade Award for service to Critical Care during the previous year. (Maximum of 2)
Awards c and d, will be floating trophies
Award e will be a certificate
Awards c to d will be presented at the Gala Dinner.
Criteria defining the awarding of the above prizes need to be strictly adhered to.
Prior to the congress the President will appoint a committee (of at least 3 members,
which may change annually) to identify and shortlist 3 best candidates per award (for
awards Il to VI). This will be presented (with criteria used) at the Council meeting as an
agenda item whereupon the Council will determine the recipient of each of these
awards

F. Scientific Committee
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Council will identify and second 2 (maximum 3) individuals to serve in a Central
Scientific Committee (CNSC). They will function as scientific advisory committee for a
period of 3 years. The Scientific chair may be reappointed for up to 2 additional terms.
The CNSC committee chair will have a 3 year term. the CNSC will work with together
the local branch scientific committee if there is a need for support. The combined
committee is then referred to as the Congress Scientific Committee (CSC) and will be

chaired by the CNSC chairperson.

B. Branch responsibilities

A. Planning

a. Branches to co-opt their affiliated University institution — to manage the
Congress/refresher and to facilitate the academic program.

b. The Congress/refresher will be known as the CCSSA National Congress/refresher. A 4
hour time slot, for a Council meeting needs to be scheduled prior to the
Congress/refresher opening. Council to confirm the timing.

c. The council meeting may coincide with workshops and should preferably be scheduled
from 1-5 pm

d. Recommended timelines

18 months: The local organizing committee should be convened 18

months ahead of the anticipated congress date

17 months: Invitations to professional congress organisers (PCOs) to

submit briefs/bids to be appointed as congress PCO

16 months: PCO appointed

15 months: Venue confirmed, First announcement

12 months: Stand booking open
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12-9 months: International speakers confirmed

9 months: Registration opens, Abstract submission opens

9-6 months: Local speakers confirmed

6 months: Provisional programme available

3 months: Early registration closes

2 months: Abstract submission closes

Duration of congress

a. The duration of the Congress/refresher should not exceed 4 days and the Refresher
Course two days.

b. Pre-Congress/refresher workshops should not exceed 2 days. Both should preferably
cover Saturday and Sunday.

c. Due cognizance should be taken of religious and school examination periods.

Local Organizing committee
a. The Branch will convene a Local Congress/Refresher Organising Committee (LOC).

i. The Committee shall also include at least one member representative of
the Pharmaceutical /Equipment company. Industry will choose their
representative. Having served as a representative the same individual
cannot represent the same the same/different Company again for a
period of at least 6 years. Similarly the Company representation can only
be repeated after 6 years.

b. The local CCSSA branch should appoint an executive committee comprising the
following Chairperson

i.  Co-chair or treasurer

ii.  Congress Scientific Committee representative (local)

iii.  Additional members as required

iv.  Honorary Secretary to be ex-officio (forward minutes of LOC meetings)
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The executive committee is responsible for all congress-related decisions as

long as these fall within the CCSSA congress guidelines.

The executive committee is responsible for appointing the PCO and for

providing the PCO with the mandate to perform the relevant duties.

The executive committee will need to liaise with the CCSSA council on any
matters related to the congress that require clarity or on any matters that
arise as part of the organisation of the congress that do not directly relate to

the congress.

The executive committee should have regular meetings with the PCO.

c. The LOC will establish a local scientific subcommittee who will work with the central
scientific committee. The local and central scientific committee will function as the
Congress scientific committee(CSC). Central scientific committee plays a supportive
role. The CSC will be responsible for the scientific program, workshops and speaker
rules. This Congress Scientific Committee (CSC) must include at minimum a nurse,
pediatrician, medical specialist and a member from an allied health discipline.
Coordinators of the adult, nursing, pediatric and workshop programme need to be

appointed.

The scientific committee will be responsible for creating the congress scientific

programme.

The scientific committee will also communicate with other stakeholders e.g

SASPEN to integrate all scientific components of the congress.

The scientific committee will need to allow for integration of mandatory congress

components with the scientific programme. These include, but are not limited
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to: the AGM, CCSSA council meeting, annual round table meeting, nurse forum
meeting, poster presentations, oral communications, speaker’s dinner and gala

dinner.

The chairperson of the scientific committee is responsible for allocation of time
slots for each component of the congress and for guiding the coordinators as to

the specific requirements for each of their slots.

The coordinators of each component may create a working committee to assist
them. All meetings of the scientific committee should however include only the

chair and the coordinators.

Monthly committee meetings (either in person or via Skype/Zoom) are

recommended.

d. The Congress/refresher/refresher Chair will need to determine the number of
local/national speakers that can be supported for all categories (main
Congress/refresher tracks, SIGs, other co-hosts)

e. Special Interest Group (SIG) Participation for Congress/refresher

i. Each SIG shall nominate a Congress/refresher Liaison person from
within the SIG and the name is to be provided to the LOC

ii. The CSC will allocate one main Congress/refresher session to each
SIG, be it in parallel or not;

iii. The CSC shall provide the SIG’s with the Congress/refresher theme,
scientific programme intent and speaker guidelines, including mix of
international, national and local speakers

iv. The SIG shall propose speakers and topics, within the provided
guidelines, to the LOC at least 4 months prior to Congress/refresher

v. The final programme remains the decision of the CSC, and such
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decisions must be communicated and agreed with the SIG Liaison.
vi. A SIG may recommend speakers / topics for a SIG session but the
final decision as to the speakers, topics and format lies with the CSC.
vii. SIG sessions may form part of either the main Congress/refresher or
Refresher Course.
f.  LOC shall establish a theme for the meeting
g. Agendas, Minutes and Financial reports should be copied to the president as well as

the Honorary and administrative Secretaries.

D. Programme

LOC and CSC will consider and include the following for the program(add private practice

session, mix of 3 tracks- to own discretion/integration)

a. Practical Workshops as determined by the scientific committee. These may be held
pre-Congress/refresher

b. Any other innovative session which can add value to the academic content of the
program.

c. The programme is to be designed in such a way that it provides for a morning and
afternoon tea break as well as a lunch break, so as to ensure maximum Trade
exposure. Trade lunch to be served before delegate lunch to enable Trade to attend
to delegates during lunch. Ideally the lunch needs to be served in the trade exhibition
areas

d. Symposia will be restricted to breakfast sessions

e. Judges for posters and oral presentations

f.  The LOC will arrange for a Congress/refresher Opening social function

g. The LOC will arrange for an official Society Gala Dinner to be held during the period of
the Congress/refresher.

h. The LOC will arrange for the Annual General Meeting (usually on Friday evening at

1700), prior to the Speaker’s Dinner
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i. Speaker’s Dinner is arranged by the LOC
j. The LOC will arrange for a CCSSAA meeting room for the Council meeting at the
Congress/refresher and refresher
k. The LOC will arrange for the staging and judging of the Prize Competitions to be held
during the Congress/refresher Period and in accordance with the Bylaws of the
Society.
I Scientific awards include
a. Best Publication in SAJCC by local author(s)
b. Best Free Paper (oral) by medical practitioner
c. Best Free Paper (oral) by non-medical practitioner delegate (e.g. nurse,
technologist)
d. Best Poster

e. Best publication (any journal)

These prizes will be awarded to the winners at the Gala Dinner. The CSC is responsible
for determining the recipients of these award. The recipients of b, cand d (above)
will be determined at the meeting but by lunchtime of the evening of the gala dinner.
The other awards need to be determined at least 2 weeks before the congress. all
recipient names need to be conveyed to the President, administrative and honorary

secretary. these See Appendix

m. CPD accreditation is essential. CPD points for ethics also need to be included
(minimum 6 points).CPD points need to be determined early so that they may be

included in flyers and the program.
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n. Speaker rules /privileges

i. International speakers

The three main international guest speakers speakers: one each for Adult,

Nursing/Allied health professional and Paediatric program

Cover economy air fare (upgradable fare),

b. Cover accommodation (hotel choice determined by LOC) and

registration. This will commence from the night before the
congress until either the night prior to the last day of the
congress (if their outward bound flight leaves on the last day of
the congress) or until the night of the last day of the congress if
their outward bound flight departs the day after the congress
finishes.
Also cover Congress registration (excluding workshop
attendance) and Gala dinner ticket
Spouses airfare not covered
The international speakers will be required to meet the following
requirements to be eligible for the above offering:
i. Delivery of at least two talks

ii. and

iii. Participation in at least two of the following components

iv. Debates

v. Panel discussions

vi. Session chairing

vii. Judging of posters/oral presentations

viii. Workshop facilitator/faculty

Trade sponsorship (travel, registration and or accommodation)

should still be sought for these speakers if possible.
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g. Additional International speakers if travel is sponsored (self or

industry or other professional organization).

The total number of Congress/refresher speakers(international/national) to be invited shall

be restricted so that total cost for all speakers does not exceed 15% of the budgeted

expenses. Additional international speakers may be included if they pay their own way or

obtain their own university / departmental or trade sponsorship. Trade sponsorship needs to

be approved by Congress/refresher Chair before any formal agreement is made.

ii. National speakers

The LOC will be responsible for covering the following costs of invited

national speakers:

a.

b.

Return domestic economy airfare

Airport transfers

Congress registration (excluding workshop attendance)

Accommodation in a hotel chosen by the LOC.

The speaker will be entitled to 1 night’s accommodation per talk

delivered. A speaker who meets the following criteria will however be

entitled to accommodation from the night prior to congress to the

night prior to the final day of the congress:

i. Delivery of at least one talk and Participation in at least two

of the following components

1.
2.

Debates
Panel discussions
Session chairing

Judging of posters/oral presentations

Board Members: Dr Dean Gopalan (President) ; Prof Fathima Paruk (Secretary/President Elect); Dr Brian 11
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5. Workshop facilitator/demonstrator
(accommodation for these speakers will include the
night prior to the workshop)

f. Gala dinner ticket

Local speakers that live within a 50km radius of the congress venue will
not be entitled to accommodation unless the LOC determines this is

appropriate.

iii. Work shop organizers

The LOC will be responsible for covering the following costs of invited

workshop facilitators (1 per workshop):

Return domestic economy airfare
Airport transfers

Congress registration

oW Npoe

Accommodation in a hotel chosen by the LOC for the night
prior to the workshop and the night of the workshop.
Additional accommodation will depend on whether the
facilitator is participating in other congress activities (see
above).

5. Gala dinner ticket
Local organizers that live within a 50km radius of the congress venue will not be

entitled to accommodation unless the LOC determines this is appropriate.

Workshop faculty (demonstrators) other than the workshop organizer will not be

entitled to any offerings at the expense of the LOC.
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iv. Council members

The CCSSA will be responsible for covering the following costs of council

members:

1. Return domestic economy airfare
2. Airport transfers
3. Accommodation in a hotel chosen by the CCSSA for the night
prior to the council meeting and the night of the council meeting.
4. Gala dinner ticket
i. The cost of the following will be waived by the
LOC
5. Congress registration (excluding workshop attendance)
i. Inthe event that the council member is also an
invited speaker the LOC will be responsible for:
6. Additional accommodation costs according to the guidelines for

local speakers

v. Partner organisations and Special interest group (SIG) Speakers [Co-

hosting organizations (eg SATS,SASPEN,FIDSA):]

Speakers invited by partner organizations but participating in joint
sessions in the main congress programme: International, national and
local speakers that are invited by partner organisations, will be the
responsibility of (accommodation, registration, travel ) the Inviting

partner organization or Special Interest group.
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If a speaker is invited primarily by a partner organisation to participate in

parallel partner sessions but is also invited by the LOC to participate in the

main congress programme, the LOC will be responsible for 1 night’s

accommodation per invited involvement in any of the following in the

main congress programme:

Vi.

Delivery of a talk

Debates

Panel discussions

Session chairing

Judging of posters/oral presentations

Workshop facilitator/demonstrator (accommodation for these

speakers will include the night prior to the workshop)

All other costs will be the responsibility of the partner organization or SIG

Specifically for SIG speakers

i.  SIG societies affiliated to CCSSA will be responsible for their
own speaker costs (travel, accommodation, full
registration).

ii.  Speakers at SIG sessions during the Congress/refresher will

receive a waiver equivalent to a one day registration fee.

iii.  If aSIG decides to invite an International speaker,

permission should first be obtained from the CSC
Chairperson. The cost for such a speaker will be for the SIG.
The LOC may request that the speaker participate in the
main program and the speaker benefits may be reviewed

by the LOC.
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vi. Free paper/poster presenters

CCSSA members who have had an abstract accepted for a free paper or poster
presentation will have their registration waived by the LOC. This will only
apply to the individual appointed to present the free paper/poster. No other

costs will be covered by the LOC.

vii. LOC members

Members of the LOC including the Exco and the adult, paediatric, nursing and
workshop coordinators (1 coordinator per track) will have their congress

registration fee (excluding workshop attendance) waived.

The LOC will cover the cost of accommodation for Exco members for the
duration of the congress (beginning from the night prior to the congress to the
night prior to the final day of the congress/night of the final day of the
congress if no reasonable transport options are available on the final day of
the congress). If the congress is not held in an Exco member’s home city, the

LOC will also be responsible for the transport costs of the Exco member.

viii. Chairpersons of academic sessions will not receive any honoraria /
waivers.

ix. Judges of Congress/refresher competitions will not receive any honoraria /
waivers.

X. Industry sponsored speakers- lecture topic approval by scientific
committee and Chair of CSC.

xi. Local Speaker selection- Council members and local speakers should be
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considered to minimize speaker costs.
xii. Speakers selection: national spread (public and private sector), gender,

demographic representation to be considered

0. Registration fees

All paid up CCSSA members will receive a discounted registration fee, whether or not
resident in South Africa. It is the PCO’s responsibility to validate that all CCSSA member

registrations are paid up.

Registration fees are to be determined by the LOC in conjunction with the PCO following

an estimate of anticipated income and expenditure.

Given differences in venue costs fees will differ between congresses. The following

guidelines should however be followed:

i.  Unless estimates of income and expenditure differ significantly, the previous
year’s fees + 5-10% would be a reasonable fee structure, providing the congress
was reasonably profitable.

ii.  CCSSA members should receive a discount of 10-15% from the standard rate.

iii. Nurses, registrar and allied health workers should receive a discount of 20-25% of
the medical practitioner rate

iv.  Workshop fees should aim to cover the costs of the workshop (including venue
hire). A minimum number of delegates may be required to make a workshop
financially viable and this should be decided upfront. A decision may be made to
keep fees for certain workshops low (e.g. nurses workshops) despite the
workshop running at a loss, if deemed necessary by the LOC.

v.  Fees for day delegates, the gala dinner, accompanying persons, and trade will
need to be determined by the LOC.
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The following registration fee categories will apply:

i. CCSSA Full and Associate Members (Proof of membership required)
ii. CCSSA Nurse
iii. CCSSA Allied Health professionals

Standard fee (Non-members) and Early registration fee for the above categories
are required. Closing date for early payment discount shall not be less than 2

months prior to the starting date of the Congress/refresher.

iv. Cancellation of registration following payment:
1. If 1 month before the date of the National Congress/refresher,
full refund less administration costs.
2. If less than 1 month before the date of the National
Congress/refresher, no refund, unless exceptional

circumstances, which will then be decided upon by LOC.

p. Oral and poster communications/Publication
i. Rulesto be placed on website (CSC)
ii. SAJCC liaison (CSC)
iii. Judging process to be determined by CSC
iv. Score sheet (CSC)

v. Marking and communication to CCSSA Secretary

Free paper and poster presentations are to be included in the congress. A call for
submission of abstracts for these presentations should be published 9 months prior to the

congress.
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The abstracts should adhere to the following guidelines:

a) Maximum of 250 words in MS Word (Excluding Title, Authors and Affiliations)

b) English

c) Font: Arial 12pt, single line spacing — all lines left aligned

d) No graphs, figures, diagrams or tables

e) Itis not necessary to include references

f) All abbreviations used to be defined in full at first mention.

g) Abstract layout:

a. Title
b. Authors:
i. Initials & surname
ii. Separated by, not;
iii. Underline presenting author
iv. Indicate corresponding author with *
v. Use numbers for affiliations (no number if all authors share the same
affiliation)
c. Affiliations:
i. Numbered to match authors
ii. Give full affiliation including: department, faculty, institution name,
city and country
iii. Corresponding author email: all lower case, email only (not name)
d. Main body:

Use the following paragraph headings for the research abstract:
1. Introduction/Background
2. Aim/Obijectives
3. Methods (include a statement regarding the ethics)

4. Results
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5. Conclusion

The following supporting documents should be submitted with the abstract:

a) Original Word document version of your abstract adhering to the above layout
b) A copy of your research ethics committee letter of permission
c) Astatement from the authors certifying that all ethical requirements were adhered to

and all authors approved the final version of the abstract

Selected abstracts may be chosen for publication in the SAJICC. The closing date for abstract

submissions should consider the publishing deadlines of the SAJCC.

The CSC should convene a panel of at least 2, and preferably 3, members to assess the
abstracts for suitability for presentation at the congress. In addition, the panel will
recommend which abstracts are best suited for oral presentation and which are best suited
for poster presentations. The members of the panel may be on the Exco, from the LOC, or
may be from outside the organising committee. The number of abstract accepted will be
determined by the number and quality of submissions and the time available on the congress

programme.

The oral presentations should occur as one of the parallel sessions during the main
conference programme. The session chosen should allow for enough time for results to be
collated and certificated made prior to the gala dinner. Each presenter is assigned a 10-
minute slot, with 7 minutes for the presentation and 3 minutes for questions. The
presentations are to be judged by a panel of 2, or preferably 3, judges chosen by the Exco.

The following judging criteria are recommended:

1. Hypothesis/Goal and Research design: did the presentation clearly indicate the
hypothesis or goal and was the research design appropriate and well explained

2. Results: were the results presented clearly and explained adequately
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3. Discussion: was the discussion informative, well-reasoned and of an appropriate
academic level

4. Public speaking skills: did the presenter demonstrate effective public speaking skills

5. Audio-visual presentation (Powerpoint or similar): was the audio-visual presentation

appealing and did it assist with effectively achieving the presenter’s goals.

Note each criterion is scored out of 5, giving a maximum score of 20 per judge.

The poster presentations consist of two components:

a) The posteritself (may be an e poster)

b) A brief oral presentation to a judging panel

The guidelines for the format of the posters will depend on the format chosen by the Exco.
The Exco may choose for posters to be presented in standard physical format or as e-posters.
Whichever format is chosen, the Exco should ensure that an appropriate venue is available to
display the posters. This venue should encourage viewing of the posters by the maximum
possible number of delegates. All posters are to be on display from prior to the first session

of the main congress to the end of the penultimate session of the congress.

The posters are to be judged by a panel of 2, or preferably 3 judges appointed by the CSC.
The judges will evaluate the posters and, in addition, a brief oral presentation by the
delegated author on the poster. These presentations should be scheduled to occur during
the lunch break during the second day of the main congress. The judges will ask questions

following the presentation.

The following judging criteria are recommended:

1. Hypothesis/Goal and Research design: does clearly indicate the hypothesis or goal

and was the research design appropriate and well explained

Board Members: Dr Dean Gopalan (President) ; Prof Fathima Paruk (Secretary/President Elect); Dr Brian 20
Levy (Treasurer); Prof lvan Joubert (Immediate Past President); Prof Lance Michell.
Registration Number: 2017226624/08



PO Box 1927,Country Club,
Kwa Zulu Natal, 4302
South Africa

www.criticalcare.org.za

‘ ‘ S SA Mobile: +27 (0)82 553 8201
Fax.  +27 (0)86 617 9423

CRITICAL CARE SOCIETY OF Email:  secretariat@criticalcare.org.za
SOUTHERN AFRICA

2. Results: were the results presented clearly and explained adequately

3. Discussion: was the discussion informative, well-reasoned and of an appropriate
academic level

4. Quality of poster: was the poster visually appealing, and well designed and it convey
the message clearly and effectively

5. Oral presentation: did the author highlight the key aspects of their poster and could

they answer questions appropriately

Note each criterion is scored out of 5, giving a maximum score of 20 per judge.

g. Scientific awards — addressed previously

r. Specific events at the Congress/refresher_ LOC to organise

s. Journal
A copy of the most recent issue of the Journal (if published as a hard copy) will be
included in the delegate bag or registration bundle of all delegates to the annual

congress and the national refresher course.

Only Journals published by official partner societies will be considered for inclusion in
the congress delegates’ bag or registration bundle. The final decision will rest with the

Editor-in-Chief of the SAJCC.

The dates of the Society’s annual national refresher course and Congress should as far
as possible coincide with the publication months of the Journal — February and

July/August (need to review)

6. The Professional Congress/Refresher Organizer (PCO)
[Council plans in the future to consider appointment of a central PCO, until then the
following applies)
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a. Appointment and conflict of interest

I The LOC is recommended to call for three quotes (including the services
offered, price of service and structure of the pricing —i.e. flat fee or
percentage based).

II.  The LOC must select a preferred provider, based on an assessment of best
value offered, track record and strength of relationship.

lll.  Conflict of interest: LOC needs to ensure that there are no such concerns
before appointing a PCO

IV.  The LOC shall propose the employment of this PCO to assist with the
organisation of the Congress/refresher to CCSSA EXCO for appointment.

V.  The LOC must sign a contract with the PCO for the provision of these services,
but may only do so once this has been submitted to the CCSSA EXCO and

Treasurer for comment and approval.

b. Requirements before PCO appointment

i. The LOC shall prepare a PCO brief and obtain quotations and shortlist at
least three PCO’s based on the brief.

ii. The PCO quotation must include a company profile demonstrating
sufficient staff resources, knowledge, skills, event management tools and
equipment to plan and co-ordinate conferences of similar size and
complexity.

iii. The PCO quotation must include references and contact details for clients
of at least three conferences of similar size and complexity.

iv. The PCO quotation must include billing requirements and a statement on
commissionable income.

v. The PCO shall be obliged to submit:-
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1) a membership certificate, confirming that the PCO is a
registered member of SAACI (Southern African Association for
the Conference Industry), and

2) Avalid tax clearance certificate.

¢.PCO brief to include the following:

i.  Describe the nature / aims of the Congress/refresher
ii.  The CCSSA National Congress/refresher is held annually, timings, average
delegates, and a Trade exhibition consisting of how many stands.) It includes a
Workshops, the Main meeting, symposia, SIGs, co-hosting organizations and
Social functions.
iii.  Coordinating the various agreements submitted by the suppliers
iv.  Liaison with the Organizing Committee and CCSSA EXCO

v.  CCSSA congress Bylaws

d.Guidelines for the employment of PROFESSIONAL CONFERENCE ORGANISERS (PCO) to assist

with the organisation of National Congresses for the Critical Care Society of Southern Africa

Guidance for locally appointed PCO (i.e. appointed by the LOC)

I.  The LOC will appoint a PCO to assist with the organization of the National
Conference

II.  The board of directors of the PCO shall not be related to any of the members
of the body which they are representing (i.e. CCSSA council or LOC)

IIl.  Inthe interest of impartiality, the PCO may not represent companies, or be
employed by companies, who are involved in sponsorship or exhibiting at the
congress

IV.  The PCO must provide updates and reports to Council meeting
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V.  Contracts between branch and PCO: need professional guidance for contract

and approval of CCSSA EXCO and including the Treasurer.

e. Process of Appointment

i.  The appointment will follow a strict tender process (for which the criteria needs to
be set)

ii.  Shortlisted PCOs will be interviewed to present their proposals to the LOC / CCSSA
council (depending on if there is a centralised appointment for a predetermined
period)

iii.  The PCOis obliged to submit:

a. A membership certificate, confirming that the PCO is a registered member
of the Southern African Association for the Conference Industry (SAACI) and

b. Avalid tax clearance certificate

f. Fee structure

The following fee structures are recommended:

Fixed Fee: A detailed listing of service fees according to the headings and services specified in
the brief. These service fees will be fixed for the duration of the service contract and may be
reconsidered on application by the LOC, only if the briefing specification changed significantly
from the time of appointment. It is incumbent on the PCO to determine the exact
specifications of the service requirements and quote accordingly. Assumptions of services

and misunderstandings will not constitute any grounds for an increase in fixed fees.

Variable Fee: A fee that is linked to a unit such as a delegate registration and abstract
management. Commissionable revenue earned by the PCO from 3rd parties (suppliers): If
PCO supplement revenue from commissionable earnings, this must be stated clearly. The

following must be stated
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i.  The nature of a commissionable agreement with 3rd parties (suppliers)
ii.  The percentage commissionable earnings and the estimated financial value of
such earnings or in lieu of the above
iii.  Astatement that the PCO does not accept nor receive commission from any

suppliers, associates or stakeholders of the Congress.

Incentive: On exhibition and sponsorship sales to companies and organizations not previously
engaged with the CCSSA National Congress (new contacts), 15% of the sales below a total
value of R50,001 and 10% above the value of R50,001 may be claimed against the project
after full payment has been received — payment will be due at conclusion of the total project

agreement.

The combination of the fixed fee and total variable fee will serve as the project service fee
quotation. If 3rd party commission is earned by the PCO, the value thereof will be taken into

consideration.

The PCO must propose a payment plan with the quotation. The CCSSA will not pay more than
75% of the agreed service fee in advance of the conference, and then only on a pro-rata
bases after the Congress earned revenue from registrations, sponsorship and exhibition
sales. The remaining 25% of the agreed service fee will be paid after successful conclusion of

the Congress contract.

If an alternative fee structure is proposed, it should be explained in detail and the total value

thereof be quantified.

g. The brief to the PCO should include the following expected responsibilities of the PCO

1. Introduction
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The CCSSA National congress is an annual event which attracts approximately 600
delegates as well as Trade representatives. The Trade exhibition at the congress consists
of approximately 40 companies. The congress includes workshops, the main congress and

social functions

2. The PCO must be competent in the following areas
a. Planning

i. Recommending and sourcing appropriate venues for respective
functions.

ii. Prepare agendas, attend planning meetings and taking of minutes

iii. The Honorary Secretary shall be an ex officio member of all Organising
Committees of Conference and shall receive copies of all minutes and
proposed budgets of Conference Organizing Committee meetings.

iv. General direction and guidance

v. Assign a Project Manager to handle logistical & administrative
arrangements

vi. Conducting site inspections

vii. Develop a project plan consisting of a timetable of actions (due dates /
deadlines) and responsibilities

viii. Handle all correspondence

ix. Provide regular updates on activity status

x. Coordinating the various agreements submitted by the suppliers

xi. Liaison with the Local Congress Organising Committee

b. Finance

i. Develop a Conference budget (detailed line-item budget)

ii. Budget control

iii. Conduct monthly audits on expenditure against budget

iv. Monitor all payments
Board Members: Dr Dean Gopalan (President) ; Prof Fathima Paruk (Secretary/President Elect); Dr Brian 26
Levy (Treasurer); Prof lvan Joubert (Immediate Past President); Prof Lance Michell.
Registration Number: 2017226624/08



PO Box 1927,Country Club,
Kwa Zulu Natal, 4302
South Africa

www.criticalcare.org.za

‘ ‘ S SA Mobile: +27 (0)82 553 8201
Fax.  +27 (0)86 617 9423

CRITICAL CARE SOCIETY OF Email:  secretariat@criticalcare.org.za
SOUTHERN AFRICA

v. Submit monthly Finance status reports

vi. Manage revenue accrued from registration, sponsorship and exhibition
in conjunction with the LOC

vii. Organise insurance for 3" party public liability and the cost of the
conference if approved by the LOC

viii. Discuss all legal issues / contracts with concerned parties

ix. Liaising with selected accounting firm to ensure proper reporting

Note: No expenses may be committed without the express and written approval by the

designated authority within the LOC

c. Registration

i. Coordination of registration fees and deadlines

ii. Building of a comprehensive database

iii. Design of registration form

iv. Management of registration files

v. Correspondence with delegates: confirmation letters, invitation letters,
receipts

vi. Management of payments and transfers

vii. Preparation of regular registration reports: number of delegates /
funds collected / funds outstanding / country reports / numbers of
delegate registrations for social events

viii. Preparation of delegate lists by alphabetical order / country of origin

ix. Concept and design of registration materials (where
applicable): Delegate badges / delegate bags / meal vouchers /
certificates of attendance / receipts / social tickets / production of
registration materials / registration packs

X. Supervision of on-site registration process
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xi. Distribution of registration materials

xii. Handling of all new registrations on-site as well as payment of pending
registrations

xiii. Set-up of and supervisory staff at the following desks: Pre-registered
delegates / On-site registrations / Accompanying persons / Exhibitions
/ General information & help desk

xiv. Provision of reimbursement for parking tickets where applicable

xv. Set-up and supervision of electronic CPD data

d. On-Site-Management

i. Set-ups and staging

ii. Management of audiovisual team

iii. Placement of signage to and ensure that adequate directional signage
is provided in all areas

iv. Security services coordination

v. Technical assistance to the speakers

vi. Staffing and supervision of the Speaker’s preparation room

vii. Schedule briefing session with venue staff support and personnel and

manage all on-site logistics of congress

e. Marketing

i. Develop a business plan for Marketing

ii. Develop branding and logo

iii. Develop conference colour specifications

iv. Development of the website design, production and updates

v. Supervision of the design and production of interactive forms: on-
line registration, on-line abstract submission
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vi. Development of marketing on social media, Twitter alerts etc.

vii. Design and print a 1st announcement, call for abstracts and
electronic announcements

viii. Brief and appoint a professional exhibition organizer if needed

ix. Brainstorm gifts for speakers

x. Develop and print branding material / conference pack

f. Programme and speakers

i. Assist Scientific Committee with development of Scientific
Programme

ii. Research and contact with potential speakers

iii. Design of abstract submission and instructions and form

iv. Preparation of call for papers

v. Building of a comprehensive speaker database

vi. Collection of abstracts, reply forms, speakers’” materials

vii. Administration of payment of fees and expenses

viii. Speaker correspondence: audio-visual requirements, travel and
accommodation arrangements

ix. Coordination of sessions chairs

x. Liaising with SAJCC (South African Journal of Critical Care) in the
production of Congress and editions of SAJCC (Articles / abstracts /
proceedings)

xi. Develop a checklist for speakers and workshops equipment

requirements

g. Social events

i. Develop asocial events programme
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Book and contract all venues concerned
Identify and source entertainment
Identify transport requirements for social events

Develop menus / invitations / seating plans

Source, book & contract venue
Provide recommendations for:

1. Audio-visual equipment
Computers and other equipment
Food & Beverage
Signage
Security and access control
Health & Safety

Communications, WiFi, telephones etc.

© N o bk W N

Entertainment

Shipping and storage

Allocate number of rooms required at the venue
Identify and source audio visual supplier
Identify staff requirements

Develop a health, safety and security plan

viii. Arrange for breakfasts, lunches and dinners at the conference venue

iX.

Set-up business center and administrative office
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i. Site inspection

i. Coordinate site inspections to include: Convention Centre, hotel
inspections, off-site venues for social programme, meeting with

tourism officials

j. Accommodation

i. Recommending hotels that are within the venue’s vicinity

ii. ratesand terms and conditions

iii. Monitoring deadlines for payment and submission of rooming lists to
hotels

iv. Receiving and processing all registration forms

v. Compiling rooming lists according to the hotels requirements

vi. Liaising with the hotels on the shuttle services provided

k. Transport

i. ldentify and source transport service providers
ii. Develop atransport blueprint plan
iii. Organise airport clearance and welcome desks at Airport
iv. Review traffic flow patterns
v. Secure all vehicles needed to accommodate each aspect of the
programme, shuttles, evening events
vi. Driver instructions and maps
vii. Vehicles for disabled passengers
viii. Provide written schedules / confirmations
ix. Signage for coaches / shuttles
x. Coordinate all aspects of transportation
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Levy (Treasurer); Prof lvan Joubert (Immediate Past President); Prof Lance Michell.
Registration Number: 2017226624/08



PO Box 1927,Country Club,
Kwa Zulu Natal, 4302
South Africa

www.criticalcare.org.za

‘ ‘ S SA Mobile: +27 (0)82 553 8201
Fax.  +27 (0)86 617 9423

CRITICAL CARE SOCIETY OF Email:  secretariat@criticalcare.org.za
SOUTHERN AFRICA

. Exhibition

i. Appoint exhibition manager

ii. Budget preparation / Exhibition rates

iii. Design Exhibition prospectus

iv. Arrange Trade meetings with potential exhibitors

v. Mailing of invitation to exhibit to potential exhibitors

vi. Compile and keep current a database of all exhibitors and to
communicate with them in the appropriate manner

vii. Preparation of contracts

viii. Planning of floor space / design plan with fair allocation of stands to
sponsors

ix. Allocation of the reserved and sold floor space

Xx. Update of the floor plan allocation

xi. Lay-out, décor and signage

xii. Security, traffic flow control and maintenance of the area

xiii. Coordination of:

1. Set-up/Receiving
2. Management of on-site personnel

xiv. Liaise with the city council and fire departments to obtain the
necessary clearance and safety certificates that pertain to the
exhibition area

xv. Organise and manage appropriate security for the exhibits on a 24-
hour basis starting the day of set-up until the day of breakdown

xvi. Design and coordination of special activities

m. Sponsorship and Trade Liaison

i. Develop a marketing strategy
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Development of budget for direct costs

Development of a sponsorship package / programme

iv. Establish sponsorship levels

v. Develop opportunities

vi. Mailing of sponsorship package

vii. Follow up calls

viii. Meeting with potential sponsors

ix. Preparation of contracts

X. Supervision and coordination of the design, concept, printing and

mailing of the promotional materials

xi. Liaison with potential and confirmed sponsors

xii. Organisation and coordination of corporate events
n. Website

a. The Congress/refresher/Refresher website will be a permanent section of

the CCSSA website and updated annually with new content and designs.

b. The LOC and the PCO will liaise with the CCSSA website webmaster in this

regard.

G. Trade involvement

a.

The LOC will determine the criteria for Premier Sponsorship at our National, and if we are

hosting, International Congress/refreshers.

The Trade should be suitably acknowledged during the Congress/refresher and all trade

participants should be listed in a Congress/refresher publication.

The floating trophy for the best trade exhibit will be presented at the Gala evening. The

judges for this presentation will be Critical Care Society of Southern Africa immediate
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Past-President, President, LOC chairperson, Scientific Committee Chair, and the LOC

Trade portfolio member.

Partnering/co-hosting with other organizations(Brenda/Ivan)(speakers, program, expenses,
profit share)

a. Speakers

b. Profit share

c. Principles and agreements (SASPEN, SATS,FIDSA etc)

Finances

General, accounting and cede monies

i. The LOC will utilize the banking and accounting services of the National CCSSA
body who will maintain an accounting record of the National
Congress/refresher/Refresher and be responsible for the fiduciary responsibilities
including VAT payments.

ii. The Congress/refresher/Refresher Committee shall keep proper books, and a firm
of accountants agreed upon by the CCSSA EXCO will audit the Congress/refresher
Account.

iii. All expenses, with the exception of those cleared with in the CCSSA EXCO will be
to the account of the LOC and this includes any VAT payments due on registration
fees. CCSSA may advance to the LOC a cash float of up to R50, 000.00, the sum of
which can be altered by Council approval. This float remains as a debt to CCSSA,
which must be repaid when the financial affairs of the Congress/refresher are
settled

iv. All surplus and proceeds from the Congress/refresher, as well as capital assets
accrued by the Congress/refresher will be returned to CCSSA for distribution.
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v. CCSSA will be responsible for the costs of accommodating Society Business
meetings held at the Congress/refresher venue.

vi. CCSSA will be responsible for the local travel and accommodation costs of the
Council to attend the national Annual General Meeting and the council meeting
at the Congress/refresher and refresher respecticely.. The costs for registration of
these members for the Congress/refresher travel and registration is to be borne
by CCSSA.

vii. Council member speaking at the refresher will have their accommodation and
registration covered by the CCSAA.

viii. Workshops- for Individuals who are nor speakers at the Congress/refresher or
refresher:
1. The main organizer of a workshop will receive free registration to the
Congress/refresher/refresher.
2. Workshop assistants (Example: in charge of a particular station) will
receive reimbursement equivelent to one day registration fee.
b. Trade Symposia: Speakers invited by the Trade to present at Trade / Industrial symposia
only, registration fees are NOT waived and should be paid by the Trade.
c. PCO contract relating to finances
i. The contract needs to be approved by the Treasure before the agreement is
finalized between the PCO and Branch
ii. Finances need to be finalized within 3 months of the completion of the meeting
d. Allocation to Society and Host branch
i. The profit distribution between CCSSA and the local Branch Host will be split as
follows
a. CCSSA National Congress/refresher (TBC)
b. CCSSA National Refresher (TBC)

c. Hosting university? or Universities? (discuss)
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Appendices

Best article

The Society will award an annual prize for the best Southern African research article
published in the Southern African Journal of Critical Care during the previous year.The prize

shall consist of a cash prize and certificate.

The criteria for the prize will include: scientific validity, relevance to critical care, originality

and writing quality.

The research reported on should have been conducted largely in Southern Africa

The Journal Editor will appoint a panel of at least three judges to adjudicate the prize.

Authors need not apply. Eligible articles will be selected from articles published during the

previous calendar year.

Research articles reporting research largely conducted in Southern Africa will be considered.

The first author need not be a member of the Society.

The award need not be presented if the judges are not satisfied with the quality of any of the

entries.

The prize will be presented at the Society’s annual congress in the year following the year of

publication.

The Council will determine the value of the prize.
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The Society will award a prize for the best Southern African research article published in an

international journal.

The prize shall consist of a cash prize and certificate which will be presented at the Society’s

annual congress in the year following the calendar year of publication.

The first author shall have been a member of the Society during the year of publication. If the
first author was not a member the senior member author may motivate to be awarded the

prize.

The journal in which the article is published should be one of international standing; listed in

PubMed and not published in South Africa.

The criteria for the prize will include: scientific validity (study design and

methodology)relevance to critical care, impact of the Journal and number of citations.

The President will appoint a panel of at least three judges to adjudicate the prize.

Research articles reporting research largely conducted in Southern Africa will be considered.

The award need not be presented if the judges are not satisfied with the quality of any of the

entries.

Authors need to apply and send a copy of the article to the administrative secretary at least

two months prior to the National Congress.

The Council will determine the value of the prize.
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Abstract Guidelines for presentations at the CCSSA national congress

Data to be collected by the abstract entry web page:

First name and surname of presenter

Telephone and e-mail address of the presenter

Title of presentation

Preferred presentation mode: Oral or Poster

If there is insufficient program time for your oral presentation will you present this as a
poster? Y/N

Presenter is a: Doctor Nurse or Other (for prize allocation)

Declarations:

| confirm that the contents of this presentation reflects my own original research Y/N

This work has not been previously published. Y/N. (Previously published work cannot be
presented.)

| confirm that approval for this research has been granted by a recognised research ethics
review board and all ethical requirements have been adhered to. Y/N or N/A

I have no conflict of interest or

my conflict of interest is:

| confirm that all the authors of this presentation have approved the abstract and

presentation. Y/N

The abstract shall be submitted as a Word document (2010 or later version)

Guidelines for writing the abstract

Board Members: Dr Dean Gopalan (President) ; Prof Fathima Paruk (Secretary/President Elect); Dr Brian 39
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Use Calibri 12 point font — all lines left justified except title.

Maximum length 250 words (including Title and Authors) on a single A4 page (portrait
format)

First line: Title in bold (centre justified)

Second line: Authors surname followed by initials or first name. Underline presenting author.
Indicate corresponding author with *

Third line: affiliation / institution in italics. Maximum 2 lines

Fourth line: * followed by email address of corresponding author (will be published)
Fourth line —leave blank

First paragraph: titled Background in bold

Second paragraph: or Objective

Third paragraph: Method

Fourth Paragraph Results Just text, no tables or graphs

Final paragraph Conclusion

References are not necessary

(Non-standard abstracts, e.g. case reports, may be accepted if approved by the academic
committee but may not be eligible for a prize or inclusion in the abstracts published in the

SAJCC.)

Guidelines for judging the abstracts

The organiser shall appoint an academic committee comprising of at least three academic
critical care experts from different centres including at least one nurse and one doctor who

will decide on the acceptance of the presentations.
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Presentations:

Oral presentations will be allowed at least 10 min speaking time and 2 to 5 mins. question

time

The congress organisers will appoint three judging panels consisting of uninvolved experts to
judge the best medical oral presentation, nursing/allied professional oral presentation and
best poster one prize only. If possible the presentations for each prize group should be in a
single session before to the banquet (where the awards are made)

A poster session where authors can discuss their posters with the judges should be held.
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