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Dear Presenter,

RE:ENERGISE LEARNING IN HEALTH CARE CONFERENCE
21 & 22 October 2005
Thank you for expressing interest in presenting at our forthcoming conference. Please find enclosed the Presenters kit to complete your submission. This kit includes:

	Requirement: 
	Oral 
	Poster

	Request for Abstract (submitted online)
	X
	X

	Guide for 3 minute Audio file to support oral presentation (submitted online)
	X
	

	Chairperson’s Introduction Form (submitted online)
	X
	X

	Sample of Abstract format  
	
	

	Abstract layout guidelines
	
	

	AV & Authorisation Form (to be returned to Mater Education Centre)
	X
	X


Opportunities exist to present either an oral presentation or a poster presentation.  Both submission types require you to prepare an abstract for the Committee’s review, should you nominate to present an oral presentation we require an audio file to support this. As indicated on the table above, please ensure that all of the nominated requirements are completed and returned prior to the 22nd July 2005. 
You will be notified by 5th August 2005 regarding the outcome of your submission. A document outlining key dates, presentation duration, PowerPoint presentation guidelines and poster layout requirements will be forwarded to you. 

The conference will take place at the Rydges South Bank Brisbane Hotel, on Thursday 20th and Friday 21st October 2005.

A discounted registration fee ($445.00) will be offered per presentation. Presenters will be responsible for their own travel and accommodation expenses.

Should you have any questions regarding the following information, contact Sue Worsfold at the Mater Education Centre, please see the details below.

Kind regards,

Sue Worsfold

Conference Coordinator

2005 Education in Health Care Conference

Mater Education Centre

Telephone (07) 3840 2890

E-mail MEC.Conferences@mater.org.au
REQUEST FOR ABSTRACT:
Guide to Authors and Format Specifications for Abstract

(To be read with reference to the attached sample abstract)

Abstracts should be approximately 250 words. Abstracts will be reviewed by the selection panel for relevance to conference themes/key topics, which are:

· Education in Clinical Practice

· Clinical Risk Minimisation

· Flexible Delivery Modes

· Learning Innovations

· Educational Leadership

To assist in the preparation of your abstract, please consider the following:

1. The material is of interest to the delegate base (Nurses and health care educators), and in line with conference themes.

2. Presents new and innovative information

3. Oral Presentations will be between 15 – 25 minutes duration to be determined by the Scientific Committee.

4. Poster Presentations will need to be displayed throughout the entire duration of the Education in Health Care Conference. 
Selected abstracts will be published in the conference program and also uploaded to the website upon conclusion of the Conference.

The publication of the abstract does not prejudice publication of the material elsewhere in an expanded form.

Form and Method of Submission for Abstracts
Abstracts should be submitted in Microsoft Word format, using the instructions in the “Abstract Layout Guide” section on page 5. Alternatively, a sample template is included on page 6, which can be used by replacing the text while leaving the formatting as it is. 

The abstract file is to be uploaded directly using the facility provided on the conference website by 22nd July 2005. Please go to:

http://www.matereducation.com.au/conf2005/

Then click the Call for Abstracts menu item.

If you are submitting more than one abstract, please submit a separate MS Word file for each paper saved with the following file name which has an idetifying number (x) before the dot:

Lastname_Firstname_x.doc   (eg. Worsfold_Sue_1.doc. )

GUIDE FOR 3 MINUTE AUDIO FILE SUBMISSION
Please submit your audio file no later than 22nd July 2005
Requirements
A three minute audio file is requisite in addition to submitting your abstract (not required for poster presentations).  A succinct three minute digital audio file should be prepared for the Committee’s review; this file should be uploaded to the conference website along with the abstract. 

The audio file is used to support your abstract topic and content suitability. The Scientific Committee are looking for a brief outline of your proposed presentation giving a logical sequence, relevant major concepts with clear goals and objectives 

Method
Free software to assist with this digital audio file is available from many websites (eg. freecorder.com).  Any questions regarding this request should be sent via an email query to MEC.Conferences@mater.org.au and a Committee member will contact you to clarify. 

Form and method of submission

Audio files should be submitted in either mp3 or wav format, if authors are not able to do this, alternative arrangements must be made (in this case please send an email request to MEC.Conferences@mater.org.au
The digital audio file is to be uploaded directly using the facility provided on the conference web site. Please go to:

http://www.matereducation.com.au/conf2005/ 
Then click the Call for Abstracts menu item.

If you are submitting more than one audio file, please submit a separate file for each submission. 

INFORMATION FOR CHAIRPERSON'S INTRODUCTION:
Please supply a 50 word biography the session chairperson can use as a suitable introduction of you to the audience.
Suggestions for inclusion:

· Your current position

· Relevant qualifications

· Professional areas of interest

· Background to topic

Form and Method of Submission 
Your chairpersons introduction should be submitted online, using the facility provided on the conference website by 22nd July 2005. Please go to:

http://www.matereducation.com.au/conf2005/

Then click the Call for Abstracts menu item.

Note: If you are submitting more than one abstract, you will only need to complete this chairpersons introduction once. 

ABSTRACT LAYOUT GUIDELINES:
Page details
Size

A4

Margins
Top:

2.0 cm



Bottom:
1.5 cm 


Left and right:
2.5 cm

Font face
Times New Roman
Section details for abstracts
Paper title
Left aligned



All upper case



Size 11 pt



Bold style

Authors
Left aligned



All upper case



Size 11 pt



Italic style

Superscripts following each name to indicate location. Superscripts to be lower case 10 pt size

Authors’ affiliations 


Left aligned



Preceded by appropriate superscript



Each address on a new line



Size 10 pt



Regular style



Followed by two 10 pt line spaces

Section text
Left and right justified



Size 11 pt



Regular style



No indent in first line of a paragraph



One line space between paragraphs

Tables

Place in text at appropriate position

Header: Immediately above table; size 10 pt; bold style; start with “Table 1” etc.



Body of table: size 9 pt; regular style; no vertical column borders

Figures
Place in text at appropriate position

Caption: Immediately below figure; size 10 pt; bold style; start with “Figure 1” etc.



Graphics to be incorporated into the document file, not sent as a separate file

References
Left aligned



Size 10 pt



Style as in example papers

Email address of corresponding author
Replace the words “corresponding.author@email.address” with the actual email address of the corresponding author

SAMPLE OF ABSTRACT FORMAT: 
TITLE (NEW TIMES ROMAN, 11 POINT, UPPER CASE, BOLD, LEFT JUSTIFIED)

AUTHORS  a (NEW TIMES ROMAN, 11 POINT, UPPER CASE, ITALICS, LEFT JUSTIFIED) (PRESENTING AUTHOR FIRST THEN ADDITIONAL AUTHORS b) 

a Affiliation (new times roman, 10 point, left justified) Dept, Organisation /University, Location.

b Affiliation (new times roman, 10 point, left justified) Dept, Organisation/University, Location.
Insert paper here (new times roman font, 11 point size, left justified, single line spacing) Any tables, graphs or images need to be embedded into the text document.  The paper should be no longer than one page in length. The document must be saved to a Word 2000 compatible format.  Please upload your paper via our online facility at www.matereducation.com.au/conf2005/ Should you have any queries regarding the requested format please contact Sue Worsfold on MEC.Conferences@mater.org.au or on 07 3840 2890. 

Insert paper here (new times roman font, 11 point size, left justified, single line spacing) Any tables, graphs or images need to be embedded into the text document.  The paper should be no longer than one page in length. The document must be saved to a Word 2000 compatible format.  Please upload your paper via our online facility at www.matereducation.com.au/conf2005/ Should you have any queries regarding the requested format please contact Sue Worsfold on MEC.Conferences@mater.org.au or on 07 3840 2890. 

Insert paper here (new times roman font, 11 point size, left justified, single line spacing) Any tables, graphs or images need to be embedded into the text document.  The paper should be no longer than one page in length. The document must be saved to a Word 2000 compatible format.  Please upload your paper via our online facility at www.matereducation.com.au/conf2005 Should you have any queries regarding the requested format please contact Sue Worsfold on MEC.Conferences@mater.org.au or on 07 3840 2890. 

(List references in following format, 10 point size) D’ABRAMO,L.R. and ROBINSON,E.H. (2003). CRC Critical Reviews in Aquatic Sciences 1, 711-728.

Email:
corresponding.author@email.address 

AV & AUTHORISATION FORM:
PRESENTer: insert name here 

Author’s Ownership:

As presenter, you believe the presentation represents valid work and take public responsibility for its content


 FORMCHECKBOX 

YES

 FORMCHECKBOX 

NO

Recording of session:

I consent for my session to be recorded
 FORMCHECKBOX 

YES

 FORMCHECKBOX 

NO

(Audio and/or Video)






Conference Publication:

I consent to my abstract being published:
 

in the Conference publications 
 FORMCHECKBOX 
        YES

 FORMCHECKBOX 

NO

on the Conference website

 FORMCHECKBOX 
        YES

 FORMCHECKBOX 

NO

PowerPoint Duplication:

I consent to my complete PowerPoint presentation being uploaded onto the Conference website upon completion of the conference
 FORMCHECKBOX 
        YES

 FORMCHECKBOX 

NO

Ethical Responsibility:

As presenter, you take responsibility for the content of your presentation and believe the research component where applicable, have passed the relevant institutions Research 
Ethics Committee



 FORMCHECKBOX 

YES

 FORMCHECKBOX 

NO

Signed acceptance of conditions: 




date:
_____



This form should be returned by no later than 22nd July 2005 to:

Education in Health Care Conference 2005
C/- Mater Education Centre 
Aubigny Place, Raymond Terrace, South Brisbane, Qld. 4101
For further information please contact Sue Worsfold
Tel: (07) 3840 2890     Fax: (07) 3840 8344
Email: MEC.Conferences@mater.org.au 







