EAA Handbook — last updated January 2010

European Association
of Archaeologists

EAA-Guidelines No. 4.7
Last updated: October 2009

Guidelines for the EAA Annual Meeting

| Introduction

Brief History of the EAA Annual Meetings

The EAA Annual Meetings are held over a 5-6 day period once a year, traditionally in
September; whenever possible, the first and last week of September should be
avoided.The EAA Inaugural Meeting was held at Ljubljana, Slovenia (1994) and the
EAA was officially founded on 22 September 1994. Subsequent Annual Meetings
have taken place at: Santiago de , Spain (1995); Riga, Latvia (1996);
Ravenna, ltaly (1997); Gothenbu (1998); Bournemouth, UK (1999),
Lisbon, Portugal (2000), Esslingen Germany (2001), Thessaloniki, Greece (2002), St.
Petersburg, Russia (2003), Lyon
Poland (2006), Zadar, Croatia (2007
The 2010 Annual Meeting will take
traditionally covered are: Managi
Heritage; Archaeology of Today: T

, Malta (2008) and Riva del Garda, Italy (2009).
in Hague (Netherlands). Topics that are
e Ardghaeological Record & the Cultural
al & Methodical Perspectives; Archaeology
& Material Culture - Interpretin hadological Record. In addition to the
academic sessions the conference organisers arrange a variety of social events and
excursions and it is here that membeks get the chance to meet each other make
contacts, socialise, visit the area and ore the local landscape and heritage.

Aims of the EAA Annual Meetings
- To provide archaeologists (and related groups) with the opportunity to meet and
continue the EAA’s effort to achieve a more integrated European archaeology.
To maintain a similar profile for each EAA Annual Meeting, achieved and assisted
with close collaboration with the EAA Board and Secretariat.
To collaborate and present results, experiences and ideas of archaeological
theory and practice, issues of heritage management in Europe and archaeology
as a profession.
To expand and develop ideas and projects discussed or initiated at former EAA
meetings
To bring together individuals from different cultural backgrounds to network and
strengthen personal and professional links.
To consolidate and expand on continuing issues highlighted by the working
parties and round tables
To provide a meeting place for other related groups if deemed appropriate.
To recruit new members to the EAA and to increase awareness of its existence

Aims of the Conference Guidelines
The aims of these guidelines is to assist future organisers of EAA Annual Meetings
in their planning and organisation and to ensure that certain criteria are met to
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maintain various characteristics of the EAA Annual Meetings. Every year the current
organisers will amend and develop the guide in its on-going development so that
those involved in the future can benefit from their experience. Each country will come
across different obstacles but it is hoped that the information in this guide will act a
base of fundamental pointers and suggestions with which future organisers can work
with and refer to.

The Guidelines for organizers of sessions and round tables (EAA Guidelines No.
4.7), Notes for speakers (EAA Guidelines No 4.8) and Notes on poster presentations
(EAA Guidelines No. 4.9) are an appendix to this guide. These points set a
precedent for all speakers at EAA Annual Meetings and meeting organisers are
obliged to circulate them to session organisers and speakers in order to establish
good time-tabling and clear presentation of the sessions.

I WORKING AGENDA

Below is a suggested Working Agenda for the 3 years leading up to the conference
and the months that follow it:

Month Action

September (3 years | Following study mat(larials sent by the EAA Secretariat to
preceding) potential h f the AM's, agreement to hold the EAA Annual
Meeting tojbe vetified.

From September (3 Researc application for funding, sponsorship and
years preceding) up | possible spegial offers for accommodation, travel, catering and
until first meeting excursions.

with the Board. Locations for sessions, opening ceremony, EAA

N the Advisory Board and Local
to be approached.

ture EAA Meeting Secretariat
budget and revised Working Agenda
oard and Secretariat regarding these

Organising
Staff to be
Draw up
Liaison
matters

June (previous year) | Implementation of Meeting Secretariat staff & office

Draft 1st mailing

Updating of EAA database

Set up conference web site

Prepare posters, flyers, promotional information to present at

AM
July
August v
September Meeting with EAA Executive Board to discuss the framework of

the scientific content and approve the 1st mailing.

Promotion at the current AM (posters, flyers inserted into
delegates’ bags, short presentation at the ABM).

Shadow organisers of current AM.

October 1st mailing and call for papers
Announce meeting in archaeological journals (winter/spring

2



EAA Handbook — last updated January 2010

issues) and on web-sites, bulletin-Boards, etc.

November

January (current
year)

31% of January

Meeting of the Advisory Board and Local Organising Committee
Announcement in winter issue of The European Archaeologist
Application for grant to Wenner Gren before 1 December
Meeting of the Advisory Board and Local Organising Committee
either before or at the same time as:

Meeting with EAA Officers (President, Treasurer, Secretary):

Dates, budget, location, working agenda to be discussed. See
Appendix |

Pre-registration deadline. Send details of those pre-registered to
Secretariat

Compile draft of scientific program; preliminary choices in
consultation with representative(s) from the EAA-Board

Choice of speaker(s) at the opening session

The deadline for session proposals, registration and payment
deadline for session organisers

March 2nd mailing and call for papers - Provisional programme |
31 March The deadline for paper/poster submissions, registration and
payment iRgyfor speakers
April Boa;ld at Board meeting - progress report
offscientiffc program in meeting with
EAA-Board
it (for visum purposes)
April - August egates to EAA Secretariat weekly in a
I by the Secretariat (excel)
August gramme
ne
September
October on for Wenner Gren report
of c'elegates & general mailing list to the
EAA Secretaria
Work in collaboration of the following year's meeting organisers
to advise on the content of future sessions
November 1 November: Deadline for delivering Wenner Gren report
December Final financial settlement between EAA and organisers

Il STAFF AND COMMITTEES

Individuals will be required to fill the following positions:
- Patrons of the Annual Meeting
Meeting Co-ordinator — oversees the work of the Meeting Secretariat and acts as
chairperson of the National Advisory Board and Local Organising Committee and
secretary of the Scientific Committee. This individual is normally responsible for
the finances of the AM and for the administration between the Organisers and the
EAA Secretariat (see Appendix Ill)
National Advisory Board - Made up of prominent archaeologists at the national
level, from different backgrounds (academic, heritage management, etc.) as
circumstances demand. Together with the Co-ordinator and EAA Executive
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Board, this body should encourage that a wide range of material is included in the
academic sessions, round tables and exhibitions; encourage archaeologists in the
host country and abroad to attend the meeting and help publicise it; and raise
awareness and assist with sponsorship of the meeting. The EAA Executive Board
will provide advice as to the desired profile of the conference and a list of potential
sessions organisers and chairpersons, which the National Advisory Board can
consult.

The Officers of the Board should meet with this body and the Secretary of the
EAA is to work in close liaison with them and advise as the official EAA
representative.

Local Organising Committee - to arrange local sponsorship, hire of venues,
liaison with hotels and caterers and the excursions. One of the Board members of
the EAA is to sit on this Committee and be consulted in all matters arising.
Scientific Committee — usually members from the EAA Board and either one of
the National Advisory or Local Committees. Deal with the academic content of the
Meeting, assessing papers sent in and appealing to groups/individuals to fill gaps
in the academic content. Members of the EAA Board have a special responsibility
to provide the committee with information about current trends and ideas for
possible sessions. Several past meetings have had a combination of the
committee with the National Advisory Board. This arrangement — while seemingly
practical - has not worked well as the nature of both is too different: the
Committee is about selection, the Advisory Board is about political and practical
support, finding prospective partigipantsi and contributions etc. and is normally far
too large to be responsible for o ilg and $election content.

Conference Secretariat - Administfative body of the Annual Meeting. Work to
cover the production of the pro , pronotional material, the web site,
subscriptions, social events and excursions. [This Secretariat acts as the
information centre for the confere nd is Where all queries are addressed. One
member of the Advisory Board s e in the Secretariat.

Meeting Manager — member of ointdd to look after the conference office.
Student Volunteer helpers - a b olunteers, often students, is essential
for the smooth running of the conference to Work on the registration and
information desk, to assist with te al pregentations, to guide delegates around
the conference buildings and to gendral questions. They must be trained
in the basic skills (copying, han jectofs, orientation in the town etc.).

IV BUDGETS AND FUND-RAISING

Security

The EAA is currently not financially secure enough to offer security funding as
insurance against any problems with the conference organisation or success. It is
therefore important that funding is obtained from, for example, the host institution or
national agency to underwrite the major costs for the meeting.

A general model for a budget has been added to these guidelines (Appendix 11A).
The model is only intended to help in preparing a budget. In reality, wide variations
occur because of the varying contributions in kind, such as facilities which are being
offered for free.

Sponsorship
In most countries, this is essential for the conference. Either bodies can be official
Major Sponsors for the whole conference or other possibilities should be sought for
Normal Sponsors. Suggested options are:
Sponsorship of a day of the conference
Sponsorship of sessions, round tables or working parties. EAA Board members
should be involved in obtaining such sponsorship

4
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Sponsorship of refreshments during the breaks and the catering at the social
events
Sponsorship of the excursions
Sponsorship of the exhibition area and/or bookshop
Sponsorship of individual publications including the programmes and abstracts
books and/or the delegate pack production
Sponsorship by a national or local paper who will cover the event
Deadllnes from sponsors (such as the Wenner Gren Foundation) must be strictly
observed.
Special offers should be sought for block bookings of accommodation and
transportation for the delegates.

Sources of Income
Other sources of income should come from:
- Exhibition space
Bookshop space
Flyers in the delegate pack
Sale of T-shirts, posters and other promotional material (approx. 120 T-shirts for
15 euros each)
Dinner and lunch tickets
Excursions

The Organisers are asked to preparela udget—]esult according to Appendix IIB after
the conference in which all sources ome apd expenditure are together with
comment on digressions. This will f ingaluable help to future Organisers.

EAA Membership Policy

The EAA follows a policy at the Ann eetingp whereby delegates who are already
members of the Association for the t yearjat the time of the final registration
receive preferential rates to the M ose|who are not already paid members
by this time pay a higher delegat , by|[the additional amount equals the
cost of membership of the EAA in thatgyear. Sugh delegates will be offered a free
membership for one year (January - mber pf the current year). Final financial
settlement between the organiser a EAA fnust take place before the end of the
calendar year in which the conference takes place.

All session organisers should be d this requirement cannot be waived.
However, for non-archaeologists co-organising sessions or attending special
meetings, the membership requirements can be waived. There is no membership
requirement for bodies created by the organiser, such as the National Advisory
Board, Scientific Committee, etc. However, all such bodies must have at least one
member from the EAA Board.

In view of persistent administrative problems in determining the membership status
of delegates, it is vital that the EAA membership database is used at all times, both
before and during the conference. During the conference, it is vitally important that
the Registration Desk and the EAA Secretariat are located in the immediate vicinity
of each other.

In order to facilitate the necessary administrative routines between EAA and
Organisers, procedures for this are oulined in Appendix III.

The current membership fees are as follows (all fees are indicated in ) :

Membership A B C
Category
Full 85 55 30




EAA Handbook — last updated January 2010

Student 55 45 20
Retired 60 45 20
Associate 110 65 30
Family 110 65 40
Categories:

A — Western Europe
B — Central & Eastern Europe with journal,

Western Europe, students and retired archaeologists, without journal
C - Central & Eastern Europe, without journal

Since there are many categories, organisers have chosen in the past to opt for three
only, namely Full, Student & Retired and Eastern European although if all can be
incorporated in the conference fee, this would be helpful to the EAA Secretariat.

Invitations
Depending upon the country where the conference is held, participants from some
Eastern or Central European Countries, and in some cases (e.g. Russia) participants
from some Western European countries, need an official invitation in order to be able
to obtain an entrance visum. This must be an original, as email or fax copies will not
normally be accepted. It is very important, therefore, that the organiser sends such
invitations at the earliest possible date, as soon as a person has inscribed for the
conference or, in cases where pa is dépendent upon a grant, as soon as
the proposed paper or session has Béenyaccepted. It is strongly recommended to
organisers not to wait with sending itationfuntil it is certain that a grant can be
given, as this may cause the invitati rrive too late, especially in the case
of participants from countries of th

Grants
The EAA currently offers Eastern E n del¢gates reduced conference fees and
assistance with accommodation ang travekexpdgnses. This is made possible by a
grant from the Wenner Gren Fou io d In the US, which has been kindly
donated for a number of years. The g
Organiser and the EAA President. It j t guaranteed each year, however, and
other sources of aid should be sou hese delegates either to back up or
replace the Wenner Gren grant. This i
Wenner Gren currently requires atthe grants are given only to
‘anthropological archaeologists’ which in most cases will exclude colleagues working
in classical and historical archaeology or heritage management.

If a Wenner Gren grant is obtained, the organisers must make sure to use the
Wenner Gren logo on the 3" announcement, conference website and materials.
Grants obtained by the EAA will be converted in  immediately upon receipt, to
guarantee the exact amount that will be available. Delegates should apply officially
for the grants and the EAA - in consultation with the organisers - will allocate them;
the criteria for this process are indicated below. The Organisers need to provide the
EAA secretariat with a complete list of recipients of WG grant money one week
before the beginning of the conference. The conference organizers will distribute all
grants in cash orin kind (e.g. registration fee or accommaodation) at the meeting and
handle all administrative details as required by WG (if other grant money has been
obtained by the organisers, this should in principle be distributed by them according
to the wishes of the sponsor).

After the conference, the organisers need to provide the EAA with some statistics
about the meeting so that the EAA secretariat can compile a report for WG in
October, immediately after the conference (see Appendix IIl). This is very important,
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because this report has to be delivered before an application for the following year
can be sent in, and since 2001 the deadline for such applications is 1 December!

The person responsible for correct distribution of the grants is the Secretary of the
EAA. In order to secure this, basic criteria were adopted by the EAA Executive board
in 2007:

1. Grants are distributed only to the participants of the eligible countries.

2. Grants can be used only for covering costs incurred in the eligible time (max.
4 days + travel)

3. Only applicants with papers accepted are eligible

4. New applicants have priority over previous applicants (last 3 meetings
checked)

5. 1 paper can receive maximum 1 grant (in case of joint papers; sharing the
grant is possible)

6. Chairing a session with own paper has priority over paper only. Chairing only
has no priority.

7. Reasonable amount requested + the amount of own contribution

8. Grant covers exclusively accommodation and/or travel and/or conference fee.
Lunches, closing dinner, excursions, membership fees, pocket money and
other costs are excluded. The rates of grants vary according to the actual
costs relative to the traveling and staying during the meeting.

9. All grantees have accommodation in double (shared) rooms

10. Balanced distribution of grants ani@ng the eligible countries.

11. 10% of the Wenner-Gren fu e resefved for final balancing of the grants
delivered. The Secretary of A is r@sponsible for this task.

12. Applicants need to be able t@fadvance the money, as grants will be paid in

cash at the meeting.

the ru

Organisers should also seek grant aj
sponsorship of local participants.

hning of the conference itself or for

Accommodation

The way in which hotel accommodati
local circumstances. However, it is i
150 persons) of relatively cheap ro

icipants is secured, will depend on

secure a substantial number (at least
housing, youth hostel, etc.) and/or

double rooms which are available

ts and to members from Central and

Eastern Europe.

LIST OF PARTICIPATION CATEGORIES & PRIVILEGES

. Delegates. These represent the main body of attendees. They pay the agreed
conference participation fees and all other costs for accommodation, lunches,
optional events and facilities. (NB: Speakers and those presenting posters should
be registered as delegates unless they fall into one of the categories below).

Session organisers (including Round Table Organisers and Excursion
Organisers). Session and Round Table organisers must be members of the EAA;
non-members should join the EAA prior to submission of a proposal for a session
at the Annual Conference unless they are non-archaeologists. Additional session
organisers must register in the way as delegates (see 1 above).

Conference organisers, advisors and helpers (including members of the
National Advisory Panel, Local Organising Committee, conference Secretariat
and student helpers). The conference participation fee is waived, but these
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individuals must meet all other costs for accommodation, lunches, optional events
and facilities. Non-members are strongly encouraged to join the EAA.

4. Invitees (mainly: Patrons, specially invited speakers for the Opening Ceremony,
etc. In exceptional cases, a contribution to travel costs may also be made to one
or two invitees. Additional events must be paid for personally. Non-member
archaeologists are strongly encouraged to join the EAA.

5. Display/Exhibition providers and monitors. Registration is by booking a
display space (plus extra facilities as required). Organisers are recommended to
set prices for this at around 150 per unit. One display monitor for each pre-paid
display space booked may attend the conference without paying the EAA
membership fee and registration fee . Other attendees associated with a
particular display or exhibition must book in as delegates (1 above).

6. Sponsors. Those individuals or organisations sponsoring the conference with a
substantial contribution (for example, between 500 and 5000). In addition to
being associated with the conference as a listed sponsor on publicity material and
conference documentation, sponsors will be offered use of a standard display
space (as 5 above). One display monitor may attend the conference without
paying the EAA membership fee and registration fee. Other attendees associated
with a particular sponsor, whether associated with the display or not, must book in
as delegates (1 above).

7. Major sponsors. Those individu organjsations sponsoring the conference
with a very substantial contributign (make th 5000). In addition to being
associated with the conference d sponsor on publicity material and

conference documentation, spons
area larger than the standard dis
representing the major sponsor
EAA membership fee and regis
sponsors of attending the ann
sponsoring organisations must regi

will be pffered use of a dedicated display
pace (as 5 above). Two individuals

end the conference without paying the

e, with the added benefit as major

ee pf charge. Other attendees from

r as delegates (1 above) in the normal way.

Itis up to the individual organisers t e whether a day rate for casual visitors
should be introduced. It may be th mal registration fees are sufficiently low
as to be acceptable for single-da too, or that in this case the registration
can be transferred from one person to another of the same membership category. In

such an instance, only one delegate pack would be given.
VI SPECIAL MEETINGS

EAA Annual Business Meeting

The Annual Business Meeting (ABM) is held on the Friday afternoon of the meeting.
The Meeting is open to all members of the EAA, thus potentially incorporating
virtually all delegates. This afternoon should therefore be strictly reserved for the
ABM to allow everyone the opportunity to attend.

The general Agenda for the ABM is as follows:

Opening and welcome by the President of the EAA

Minutes of the previous ABM (circulated in TEA)

Matters arising from the Minutes

Annual Report by the Secretary and the Administrator

Financial Report by the Treasurer and the Administrator

Statutes ammendment (if applicable)

Membership fee level for the next year

Announcement of the Elections

PN OR®WDNE
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9. Welcome to the new Board Members

10. Honorary membership

11. Progress Report of the EJA by the Editor

12. Report by the Editor of TEA

13. Election of new Nomination Committee member

14. Announcement of the EAA Student Award winner

15. Reports from the Working Parties, Committees and Round Tables

16. Location of future Meetings

17. Announcement of the next Annual Meeting by its organizers

18. Any Other Business
All members can contribute to items from the floor but only Full members of the
Association are eligible to vote. Proceedings of the ABM are recorded and a
summary is then published in the spring issue of the EAA’s newsletter, The
European Archaeologist (TEA).

Other special meetings
The day before the main body of the conference begins (Tuesday), there should be
the facility to hold the EAA Executive Board meeting and other specialist meetings.
These could be, for example, EAA Working Parties, Committees, or other bodies
who wish to hold a meeting under the auspices of the EAA Annual Meeting, such as
national associations or international specialist groups. In the latter case, specific
arrangements should be made with the individual body with regards to delegates’
access to each others’ meetings. A is day, a time should be set for the
members of the EAA Board to meetfficially with the representatives of such bodies.
The first morning of the conference ), there should be the facility to hold
the EAA Editorial Board meeting. It pprdciated if light refreshments (water,
tea, coffee, snacks) are served at the Executive|and Editorial board meetings; the
cost can be covered by the EAA.

VII SESSIONS AND FORMATS

Since 1999, the EAA has adopted a
sessions and round tables to a maxi
meeting and to avoid too many con
annual meeting facilities offer the
do not and in this respect major
avoided.

This policy implies that the total number of sessions and papers is limited. In
principle, therefore, the length of sessions and round tables should be limited to one
half-day (2 blocks, see 8§ 15 below), with the time for presentation of individual
papers no more than 20 minutes. Only EAA-members are allowed to propose and
organise a session and no member shall be allowed to organise more than one
session, although members may function as co-organiser or chair in other sessions.
A maximum of two papers is allowed per delegate.

y to linfit the total number of parallel

of 10,lin order to allow some focus in the

options for delegates. Also, while some
foT many more parallel events, others

Ifferences between annual meetings should be

The above-mentioned policy also implies that the Scientific Committee may be
required to make a selection among proposals. There are no fixed rules as to how
this should be done, although some factors are important. In any case, regular
sessions will normally be preferred above general sessions. While the Committee
should aim for quality, it should be aware that this is not guaranteed by ‘big nhames’
and it is important that archaeologists early in their career be given a chance to
organise a session or present a paper. Session-proposals with presenters from only
one country are not normally considered to be in the spirit of the EAA Annual
Meeting. Innovative proposals — either by theme or by a divergent format — are
considered to add flavour to a meeting although they should be carefully evaluated

9
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before being approved. The same applies to sessions continuing a theme from a
previous Annual Meeting, which can be very relevant but also may have obvious
disadvantages. It is acceptable that the end result of the work of the scientific
committee has some bias towards themes, organisers or presenters from the host
country.

The EAA Annual meeting currently has the following session formats:

Regular session . A regular session consists of no more than twelve 20-minute
presentations, including discussion, introductory and closing comments. These
concern a well-defined theme and are preferably submitted together by the
organiser.

In cases where sessions are partly open when submitted, additional papers can be
proposed between January and June. Proposals by the Scientific Committee (on the
basis of abstracts submitted by members) need the approval of the organiser.
Proposals by the organiser need the approval of the Scientific Committee.

The Scientific Committee may require to be consulted on appointing a person other
than the organiser to chair the meeting.

General session . A general session equally consists of no more than twelve 20-
minute presentations. General sessions are created either top down or bottom up.
They are ‘top down’ when a specific theme is proposed by the Scientific Committee
and members are invited to contributé papers in the first call for papers. They are
‘bottom up’ when a theme is identifi the Sdientific Committee among papers
proposed by members outside the t of a fegular session. These are then
grouped into a session and the Sci ttee appoints a suitable chairperson.
The task of instructing presenters in a general session is also a duty of the Scientific
Committee.

Round table . A round tableis an i ent organised around a specific and
tightly focused theme. Formal pre aref kept to a minimum and normally
consist only of opening and closing remarks so that an open discussion is

encouraged. Round tables are to be in small rooms, with a maximum number of
30 participants and a seating arrang t suitaple for general participation in the
discussion.

Closed round table . A closed r t iffers from a round table in that

participation is by invitation only. A maximum of two closed round tables can be
accommodated per annual meeting. If need be, this type of event can be held in
addition to the maximum number of parallel events.

Working Party meeting . EAA Working Parties are created by the Board (upon
approval by the ABM). This type of meeting allows members to participate in the
preparation of policy statements or other documents and offers the Working Party an
opportunity to communicate with the membership. The format is similar to that of a
round table in that it aims at discussion, but it may include more presentations and
involve a larger audience.

Poster Session . A poster session consists of a group of posters organised around
a specific theme and submitted together by an organiser. Posters will normally be
displayed for the duration of the meeting, but there will be a specific time slot in the
program for specially prepared sessions.

Itis forbidden to film at sessions, the Annual Business Meeting and other official
ocassions without the permission of the EAA. Note about this restriction needs to be

10
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included at the conference web page and on A4 posters placed in the conference
venue.

The EAA has developed the following Guidelines, which should be sent to all
organisers and speakers by the co-ordinator of the scientific committee:

EAA Guideline No. 4.8: Guidelines to organisers of sessions and round tables
EAA Guideline No. 4.9: Notes for speakers

EAA Guideline No. 4.10: Notes on poster presentations

VIII GUIDELINES FOR THE WORK OF THE SCIENTIFIC COMMITTEE
Sessions, papers and posters proposal forms

1. The Scientific Committee (further on: ScC) consists of members of the local
organisers and three members of the Executive Board (one always being the
secretary). A person in charge of managing the whole work and keeping contact with
the proposers is a local member appointed by the meeting organisers. The head of
the ScC is a senior researcher on behalf of the local organisers. The list of the
members should be put on the website.

2. For ScC members, it is helpful to have a form available to be completed with

information of session proposals. ItShou contdin all information necessary to keep
track of different sessions and of paperslicoming in. Different forms of proposals can
be provided by:

a) Session organizers (i.e. session proposal forn) in which already complete
sessions are presented
b) Individual author (i.e. individual p roposal form) in which name of the
author(s), title and abstract of pape ent.
c) Poster

3. The ScC defines a few (generally
session proposals can be ranged. In

t threg or four) major themes in which the
tionallle cases the subdivision should be
discussed. The usual major strand . thope of theory, legislation, conservation
of finds. It should be avoided that t is fanged under ,Materiality”, some
subcategories like Landscape, S :E Gender, Burials, some of the
archaeological periods and Special (like underwater or music archaeology, e.g.) can
be created. These categories might not be visible for the public, but they largely
simplifiy later work in two terms: how to balance among various topics, and
eventually, which session must not clash with another. It is useful to give a short list
of broad thematic groups and to ask those who propose the sessions, to choose one
or two of them. Another way to put this into practice, without forcing proposals into
strict categories, would be to ask session organizers to choose 3 key words to
associate to their session’s subject. Key-words should be then requested from paper
and poster proposers too.

4. The members of the ScC evaluate each proposal individually, and make
suggestions whether to put the given proposal into the approved list, or it is not to be
accepted, or it should be pending because further information and/or changes are
necessary.

The evaluations should be clear: accepted, not accepted, or reserve/pending. In
each case, especially in the pending category, a short explanation is necessary to be
given by each of the ScC members. It should also be judged, to what extent the
guidelines for session and poster proposers, already available on the website, are

11
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followed. All feedback from members of the ScC can be recorded in a simple excel
sheet, where comments for options b) and c) are also included.

The polar cases are evident, in cases with diverging evaluations the discussion
among members should be continued. It should also be considered, e.g. if two
similar topics can be put to one common session, in this case the ScC can politely
ask both proposers to consider about joining their sessions, and possibly get into
contact with each other. If the problem is only formal (e.g. a missing abstract or a co-
organiser/discussant from a different country to be involved), a second chance can
be given to the proposers. In case the problems are of other nature, e.g. the
proposal is unwell formulated or unfocused, an identical or very similar session in
the previous two years, or too particular (not European-scale) issue, the head of the
ScC can make the final decision.

The limit (e.g. maximum how many sessions can be approved) will be defined by the
local meeting organisers, given on the basis of available conference rooms.

5. Acceptance/Rejection of session proposals

Before making the final decision about accepted session proposals, all members
should see and comment on the final list. After this, according to the deadlines, all
proposers should get a feedback, both those whose sessions are approved and
those whose sessions are not accepted. In the latter case, a short explanation is
necessary, on a headed paper, sig he héad of the ScC.

6. Proceeding accepted sessions
a) Attempt to avoid similar major th
Itis certainly inevitable that some clashes will aliways happen in the individual
program of many conference particip ver, some estimations can still be
made about major fields of interest. | a session dealing with e.g. high
medieval towns should not be put p session about urban planning and
land use. Sessions about the same arch ical period, or two sessions about
warfare, Mesolithic industries an i etc. could be tried not to be put at
the same time.

It seems a good possibility for the f offef an online program with the chance
of the participants to make their own indiviglual §chedule so that they can print it out
for themselves in advance. As fa | , this initiative has good feedback, but it
probably needs more experience before installing.

Another caveat is to put the same persons chairing one session and speaking or
being a discussant in another, into parallel sessions. Therefore, one person should
not take part in either of these roles (organiser, co-organiser, speaker, discussant) in
more than two sessions. Otherwise the schedule becomes too complicated and
clashes cannot be prevented.

b) Allocation of room sizes

Finalising the schedule, the last thing to do for the ScC is to try to get an
approximate estimate of how many people are interested in each session. For this
work, experience with past meetings is important. Some minor miscalculations
always happen, but usually there are some evident cases that need a large room
and some others, that would be meant for a smaller audience. It is always to be done
in full awareness of the local room numbers and sizes.

Certainly, there is a danger of some appproved sessions disappearing shortly before
the meeting, but registration fee regulations were attempted to prevent or minimise
such cases.

12
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IX SOCIAL EVENTS

The EAA Annual Meeting Organisers traditionally organise three main social events.
These are:

Welcome Reception . Held on the first day of the meeting in the early evening
following the Opening Ceremony and Plennary session. Generally a wine and
canapés reception although alternatives can be offered such as cocktails. Included
in delegate fee.

Welcome Meeting for New member. Held during the lunch break on the second
day of the meeting. Wine and light snacks to be provided by the local organizers if
possible, paid by the EAA.

EAA Annual Party. Held on the evening of the second or third day of the meeting.
The party normally involves a live band or disco as the members enjoy their dancing!
The ticket should cover at least one welcome drink and light refreshments. A venue
should be selected where space is provided for those who prefer a quieter
atmosphere that is more conducive to conversation. Included in delegate fee.

EAA Annual Dinner. The chancet
the last evening of the conference
Speeches to close the meeting are

owtoff your country’s culinary talents! Held on
ter the EAA Annual Business Meeting.
lowed by & dinner offering examples of the

host country’s finest cuisine and go
entertainment by a live band and dancing.

s. ThHe evening is concluded with more
ot imcluded in delegate fee. It is

recommended that prices are set at
part in the event.

In recent years, there has often be
dinner, to join it at a later time.

el whigh will allow most delegates to take

tion for delegates unable to attend the

X EXCURSIONS

The last day of the Meeting is rese excufsions to locations of archaeological
interest. Excursions can last eithe thIf day and should, wherever
possible, offer a good choice of different archaeological periods and practices. Since
many delegates tend to leave on the last day, excursions lasting half day or returning
at a reasonable hour should be encouraged. Excursions are paid for independently
of the delegate fee.

XI PRESS AND PUBLICITY

The Meeting, itself, and some of the matters discussed, may attract media attention
locally and in the international press. In particular, the awarding of the European
Archaeological Heritage Prize and the presence of national-level politicians at the
Opening Ceremony will normally be covered by the media. An office needs to be
appointed to handle and co-ordinate media interest.

Xll FACILITIES AND REQUIREMENTS
Bookshops and Exhibitions
The bookshops always prove to be very popular with the delegates and adequate

space is therefore essential. To maintain the European theme, organisers should
encourage publishers from across the continent to attend. The Executive Board

13
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should encourage and advise on publishers and exhibitors from countries outside
the host country.

Ideally, the exhibitions should be contained in one designated area with power points
and internet connections on offer to exhibitors.

The Bookshops should be open to delegates from day 2 to 5.

Complimentary Facilities

Other complimentary facilities might include:
Creche for delegates’ children. It is important to have such a facility available: if it
cannot be offered as a complementary facility, it should at least be available at
cost price
Transport facilities, for example free use of the host town’s public transport or a
shuttle service to the airport on Wednesday and Sunday
Local tourist, travel and accommodation information desk (the web site could also
be linked to the local Tourist Board site if applicable)
Free visits to local museums as part of the delegate fee

Facility Requirements

Space will be needed for the followi e daytime activities:

1. Large Hall - Opening Ceremony gnd ABM

2. Lecture theatres - sessions and | working party groups.

3. Meeting rooms - EAA meetings, Sialleg working party groups and round tables

4. Exhibition Hall

5. Poster display area with facilities foggposter pfesentations to be given, space for
non-academic posters and bookle

6. Bookshop

7. Registration area

8. Meeting Secretariat Office an desk

9. EAA Office and information desk (eguipped with Internet connection, printing and
copying facilities), possibly with W acces$ infaround the main hall

10. Café area

11. Internet Café or similar facility

12.Bins for sorted waste — at lea p plastic
Facilities 6-10 should ideally be located in easy reach of each other to provide a

focal meeting point for delegates.

Xl LANGUAGE

According to the EAA Statutes, the official working language of the Association and
the Annual Meetings is English. Major European languages other than English are
not excluded at the Annual Meetings but the language to be used should be made
very clear in the programme and in this instance abstracts in English should always
be provided. Abstracts in other languages are acceptable for English language
sessions.

However, the Annual Business Meeting and the Opening Ceremony should be in
English although special guests may speak at the Opening Ceremony in their native
language if simultaneous translation facilities are provided.

14
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XII1 TIMETABLE OF THE MEETING

Moming | [Morning | | Afternoon | | Afternoon Evening
Tuesday Special Meetings
(1) (including the EAA Executive Board meetin
Wednesda Arrival And Registration _
y Shuttle service to and from the station/airport Plenary session
(2) EAA Editorial Board meeting
« B Welcome
Reception
Thursday | Sessions |Br | Sessions | Meeting Sessio | B | Sessions EAA
(3) new memheérs | ns r Annual Party
Friday Sessions | ea | Sessions | Lunch Sessio | e | Sessions EAA Annual
(4) ns a Business
Meeting
EAA
Annual Party
Saturday Sessions |k |Sessions | Lunch Sessio |k EAA
(5) ns Annual Dinner
Sunday
(6)

When deciding on the dates of the Meeting, note that for many delegates to obtain cheaper flights to the host country, they have to stay over a
Saturday night. Hence the Tuesday - Sunday time-scale.
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EAA Guideline No. 4.7, APPENDIX |: DRAFT AGENDA FOR THE 1st MEETING OF THE
PRESIDENT, SECRETARY, TREASURER & SECRETARIAT WITH THE ANNUAL
MEETING ORGANISERS

1 Conference Guidelines
1.1 Working in consultation with the EAA Board & Secretariat

2. Finances

2.1 Funding the Annual Meeting

2.2 Grants (including all requirements connected to the Wenner Gren application and report)
2.3 Membership Policy

2.4 EAA Board expenses

3 Conference Committees
3.1 Local Organising Committee
3.2 Scientific Committee

4. Opening Session
4.1 Guest Speakers
4.2 European Archaeological Heritage Prize

5. Sessions and Round Tables
5.1 Contents of Sessions
5.2 Contents of Round tables

6. Annual Meeting Timetable

6.1 Dates of the Annual Meeting

6.2 EAA ABM

6.3 Board Meetings & Special meetings

7 Social Events and Excursions
7.1 Welcome Reception

7.2 Annual Party

7.3 Annual Dinner

7.4 EXxcursions

8. Delegates

8.1 EAA Mailing Database and other lists
8.2 EAA Membership

8.3 Half-day and One-day visitors

9. Working Agenda

9.1 Contacts preceding annual meeting
9.2 First mailing

9.3 Date for next meeting

9.4 Post Annual Meeting commitments
10 Travel & Accommodation

11 Language

12. Any Other Business
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EAA Guideline No. 4.7 APPENDIX IlIA: GENERAL MODEL FOR A BUDGET - experience from past

conferences

This model is intended solely as an aid in preparing a budget. Wide variations occur because of the varying
contributions in kind, such as facilities which are being offered for free in one meeting while they need to be
paid for in another year. Also, current costs may differ considerably.

LYON 2004

INCOME

Full fees, category A
(Western countries)
Reduced fees, category
A (Western countries)
Full fees, category B
(Eastern countries)
Reduced fees, category
B (Eastern countries)
Rental of exhibition
space

Profit from trips

Profif from
accommodation

Sale of merchandize
Sale of advertising (flyers
in the Abstracts Volume)

Profit from annual dinner
Main sponsors

Other sponsors

WG
other - specify (ministry
of foreign Affairs)

ministry of foreign Affairs
other sponsor Lyon
municipality

Total income
including the Lyon city
subsidy

EXPENDITURE
Full time organizer paid
by CNRS

Conference manager

Temporary staff
Technicians

Student helpers
Support to EE delegates
Printing posters

Number Income/unit* Total
65/ 75 21 635
15/25 535
20/ 30 1950
15/25 1530
9 350< < 200
0
0
5 170
78 000 +69
2 000 a7
10 000<
5 <3000 0
1 15 000% 0
9
(20 000) ?
> 223
450
243450
Number  Cost/unit Total
1 0
43956,67
1 ? ?
3 ? ?
25 ?
18 756
233,85
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10 more after the June 30 deadline
10 more after the June 30 deadline
10 more after the June 30 deadline

10 more after the June 30 deadline

Conseil général du Rhone + Ministére de la Culture
AGF (insurance company), CNRS, Ministry of Research, Fatc
publisher, Cofiroute (freeways company)

Wenner Grenn

Ec¢oNet program for 6 air fares from Russia, Hungary and Czt

flight tickets - Eastern & central Europa

the subsidy was still not paid to Conseil Général at the end of

3 people part-time for 9 months plus 2 full time during the me
3 months, directly paid by Conseil Général du Rhéne (usele
English-speaking secretary)

4 days, directly paid by Conseil Général du Rhéne
4 days , directly paid by Conseil Général du Rhéne
support for 43 delegates from Eastern & central Europe & Tu



Printing first

announcement
Printing second
announcement

Printing final programme
Printing abstracts
Printing Exhibitors guide
Miscallenious printing
Postage

Telephone

Internet

Stationary

Conference folders
Posters

Name badges
Pen/bags/T-shirts

Hire of lecture theatres
Hire of seminar rooms
Miscallenious hire
Carpets, tables etc

Projectors etc
Hire of Opening
ceremony

Hire of Annual party
Hire of Annual dinner
Coffeel/tee

Meals, special guests
Miscallenious
refreshments

Wine reception (food
and drink)

Annual party (food and
drink)

Design work
Decorations etc
Signage

Music for Welcome
reception

Music for Annual Party
Music for Annual Dinner

Mini-buses (to hotel)
Mini-buses (general
transfer)

Advertising and
Promotion

EAA Officers
accommodation

Special guests
other - specify

EAA Handbook — last updated January 2010

?

9018,00

1387,36

7211,69

263,12

0,00

2500 ?

6314,88

529,09

0

0

4720,8

6 315

3 588

19 800

18

made by another agency & directly paid by the Conseil Génél
conception ( 2069,08) printing (4927,52) & mailing preparatio
(2021,48)

595,50

included in the museum and Audouze's lab budgets

3128,73
signaling: conception & impression

339,66

rideaux

in¢luding miscellanious refreshments
884,08

offered by the Conseil Général

1570,80

1542,84

(easy public transportation and weekly tickets available)

Annual Dinner

directly paid by the Conseil Général
directly paid by the Conseil Général
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2 interpreters 1459,1

car renting 110,03

conference rooms

cleaning 3500 ? directly paid by the Conseil Général
Total expenses 172 558
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KRAKOW 2006

INCOME Total
Full fees

Student fees

EE fees 50370
Rental of exhibition space 3649
Profit from excursions 288

Profit from accommodation

Sale of merchandize
Sale of advertising in Exhibition
Guide 1243

Profit from annual dinner

Main sponsors 23034
Other sponsors 10670
WG

89254
Total income
EXPENDITURE Total
Conf. manager 23830
Temporary staff 6191
Technicians 1993
Student helpers 0,00
Supp. EE delegates 215
Printing posters 1432
Printing second announcement 0,00
Printing third announcement 0,00
Printing final programme 0,00
Printing abstracts 4267
Printing exhib. guide 0,00
Misc. printing
(incl. 1rst ann.) 586
Postage 2518
Telephone 0,00
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Internet 0,00
Stationary 975
Conference bags 2791
Posters 214
Name badges 255
Pen/bags/Tshirts 3961
Hire lecture theatres 0,00
Hire seminar rooms 9015
Misc. hire 2437
Carpets, tables etc 0,00
Projectors etc 2566
Hire of Opening ceremony 1953
Hire Annual party 1627
Hire Annual dinner 0,00
Coffeeltea 9112
Meals, special guests 0,00
Misc. refreshments 1981
Wine reception 0,00
Annual party 6834
Design work 1059
Decorations etc 236
Signage 107
Music Ann. Party 0,00
Music Ann. Dinner 228
Mini-buses (to hotel) 0,00
Mini-buses (gen. transfer) 156
Advertising and Promotion 0,00
EAA Officers accommodation 1062
Special guests 1655
Total expenses 89254
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ZADAR 2007
INCOME
Cost per Note: all
Number unit Total amqunts
are in
Full fees (Western Europe) 226 persons® 85 (95)° 20585 Euros .
Student fees (Western Europe) 81 persons 30 (40) 2750
Retired fees (Western Europe) 11 persons 35 (45) 415
Eastern Europe fees 155 persons 35 (45) 5700
EE student and retired fees 65 persons 30 (40) 2090
Rental of exhibition space 250-450 3000
Sale of merchandize® 300
Sale of advertising 3 pages * 150 450
Profit from Annual dinner 1 200
Main sponsors® 24000
WG° 35 875
TOTAL 60365
EXPENDITURE

Number Cos:]i[i')er Total

Conference manager 10 months 500 5000

! The number of persons in this table is nit theesamthe number of delegates because many delegaeesit
obliged to pay the conference fee e.g. sessiom@amt table organizers, members of the Organizing a
Scientific Committees, EAA officials etc.

2 prices in parentheses applied after 30" of June, 2007.

% Includes sale of T-shirts and publications of tmversity of Zadar.

* Refers to the Abstracts book.

® Main sponsors were: Ministry of Education and Scée Ministry of Culture and T-com. Income fromeaith
sponsors is not included because the organizers meemprovided with funds but with specific prodoct
service. These sponsors include Croatian TouistdBehich provided tourist brochures, County of Zaghich
hosted the Opening ceremony, Zadar city Touristr@odiich provided music for Annual dinner and aitgps
etc.

® The organisers were awarded with total of 15000 (&. 11300 EUR) from WG foundation. The amount
stated in the table refers only to the registrafems for 25 delegates whose fees were covereldebgrant.

23



EAA Handbook — last updated January 2010

Technicians 5 persons 100 500

Printing posters 100 3 300

Abstracts book’ 1000 13 13000
Misc. printing® 4000
Postage and telephone 500

Conference bags 800 5 4000
Posters® 2000
Name badges 1000
T-shirts 100 8 800

Coffee/Tea 2000
Annual party 7000
Design™® 2500
EAA Officers accommodation 2000
Travel agency 9000
géilr;tgi]r;%ef;nal programme and list of 1500
Special guests™ 100

TOTAL 55200

" Includes: printing, formatting and layout.

8 Includes the first announcement.

® Refers to the panels used for hanging the posters.

Y ncludes the design of the logo, poster, Abstraotsk, T-shirt etc.

" The only special guest was the winner of the EAdkitdge prize whose accomodation was paid by the
organizers.
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EAA Guideline No. 4.7, APPENDIX 1IB: GENERAL MODEL FOR A BUDGET - result

In order to help future organisers this model should be sent in to the Secretariat by 31
December each year.

Conference budget: INCOME

Full fees
Student fees
EE fees
Rental of
exhibition
space

Profit from
excursions
Profit from
accommodati
on

Sale of
merchandize
Sale of
advertising in
Exhibition
Guide

Profit from
annual dinner
Main
sponsors
Other
sponsors
WG

Total income

Budget

Result

Digression

Comment
S

Numb
er

Income/unit

Total

Numbe
r t

Income/uni

Total

Numbe

Income/uni
t

Total

:

25







EXPENDITURE, Part 1

Conf. manager
Temporary staff
Technicians
Student helpers
Supp. EE
delegates
Printing posters
Printing second
announcement
Printing third
announcement
Printing final
programme
Printing abstracts
Printing exhib.
guide

Misc. printing
(incl. 1rst ann.)
Postage
Telephone
Internet
Stationary
Conference bags
Posters

Name badges
Pen/bags/Tshirts
Hire lecture
theatres

Hire seminar
rooms

Misc. hire
Carpets, tables
etc

Projectors etc
Hire of Opening
ceremony

Hire Annual party
Hire Annual
dinner
Coffeeltea
Meals, special
guests

Misc.
refreshments
Wine reception
Annual party
Design work
Decorations etc
Signage

Music Ann. Party
Music Ann.
Dinner
Mini-buses (to
hotel)
Mini-buses (gen.
transfer)
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Budget

Result

Digression

Numbe
r

Cost/unit

Total

Numbe

Cost/unit

Total

Numbe
r

Cost/unit

Total

Comments

27




Advertising and
Promotion

EAA Officers
accommaodation
Special guests

Total expenses
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European Association
of Archaeologists

EAA-Guidelines No. 4.8

Last updated: January 2010

Guidelines for organisers of sessions and round tab les

Proposing a session or round table

1.

2.

When considering a proposal for a session, please evaluate carefully what the issue
is you want to address and its rele lleagues at a European level.
Mono-national sessions are disc d and disapproved by the Scientific
committee. Individual papers in | ges other than English will be accepted, but
abstract and presentation must i
Please consider the format be
session or a round table (see Appenrdix | belpw for an extract from the EAA Annual
Meeting Guidelines on ‘Sessions
Also consider the appropriate ba whether you want all papers chosen by you,
all papers found by a call or so i
Approach colleagues interestedi mg, ascertain their willingness to contribute
a paper and do not forget to verify thei ership status. Do remember that
sessions should have contributor at le@st two different countries. Please note
that the EAA Secretariat is not n capgdble of assisting you in finding suitable
persons, but you may use other munication such as TEA or the EAA-
website. If you do not intend t aif yourself, invite a chairperson. Sessions,
in general, cannot be repeated or continued from one meeting to another. Only in rare
cases, when the Scientific Committee is made aware of a strong interest amongst
members, can exceptions be made.

Please note that the EAA does not normally allow one person to organise more than
one session or round table. Organisers may, however, be involved with other events
as co-organiser(s).

Submit a proposal to the Annual Meeting Organisers explaining the theme and goals
and your preferred format (regular session, general session, round table, working
party meeting or poster session). You may choose to include all or just some of the
presenters but please remember that well-focused themes with a complete set of
speakers will be preferred. Make sure you observe all deadlines set by the
organisers.

If your session did not have all speakers when submitted, co-operate with the
Scientific Committee in completing it. You may yourself propose additional presenters
and the Committee may propose some from among the papers offered by members.
Session organisers are responsible for preparing the complete programme of their
session and for sending the abstracts of all presentations to the local organisers for
inclusion in the conference abstracts book.
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Please note that as organiser it is your responsibility — and yours alone — to ascertain
that all presenters are registered and have fully paid for the meeting by 30 June at the
very latest. Failure to do so may result in the removal of a presenter or even in the
cancellation of your session.

Planning the session

11.

12.

13.

14.

15.

16.

17.

Session organisers should stay in contact with the local organisers for any changes to
the program, equipment needed, consultations on the size of room where the session
will be held, potential dates, etc. Session organisers should respect the stages
deadlines provided by the local organisers.

Communicate with the speakers about the way you intend your session to run, give
them any necessary instructions, and in any case send all your presenters a copy of
the ‘Notes for speakers’ (EAA-Guideline No. 4.8). Ask about desired equipment.
When programming your session and allotting times to papers, bear in mind that
although 12 papers are the maximum number allowed, these cannot all be 20-minute
presentations as you need time for an introduction, changeover between speakers,
and discussion.

Prepare an introduction to the session that sets the papers into context, explaining
where the session will lead an papers are set in the order they are. Also
prepare some links to go betweenithe papers to lead the audience through the
session rather than be confront a series of apparently disjointed presentations.
Be prepared for the discussion ent of the session. Have a series of themes and
points that you can draw on to disqussion rather than just expect it to take
off of its own accord. It is also usefuhto be aljle to call on specific members of the
audience to contribute if the discu n is a kit slow or needs moving on to another

in advance that you might call on them for a

e nof consulted.

a Wworking party meeting, usually when it is
s for a pession) ensure that you have someone
al for the Annual Business Meeting.
sesdgions or round tables may be suitable for
publication in the EAA’s European J al of Archaeology (EJA) in whole or part.
Please contact the Editor of t i nce of the conference, or as soon as
possible after it, if you are considering this option (see http://eja.e-a-a.org/). Any
conference papers submitted for publication in the EJA will be subject to the normal
editorial conditions, including external peer review.

comment; do not call on peopleyou
When relevant (when the for is t
a round table and in exceptional ¢
to take notes and prepare a repor
There is the possibility that pape

Before the session or round table

18.

19.

20.

21.

22.

Make sure you check with the Registration Office to verify that all presenters have
indeed arrived at the Meeting. If you have speakers you do not know in person,
please make sure you meet them well before your session is scheduled, preferably
on a previous day.

Familiarise yourself with the room your session will be held in and the equipment
available. There will be a technician on hand through the session to assist with visual
aids.

If possible, arrange a meeting of all presenters beforehand to go through the
schedule and any other relevant items.

Brief speakers on how you will indicate to them that their allotted time has expired,
and how you will be handling questions and discussion.

Ensure speakers have given their slides to the technician and that someone (possibly
yourself) is on hand to change overhead transparency sheets, ensure there is a PC
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working in the room or provide one (possibly yours); the devices containing
powerpoint presentations should be loaded on the session PC or given to the
technician in due time before the session begins.

23. Make sure all your speakers are present before the session starts and that they know
the ‘running order’ of speakers and how long they are expected to speak for.

During the session or round table

24. Remember that it takes several minutes for the change-over between papers: during
this time the chairperson is the link, thanking the previous speaker and introducing
the next.

25. Remember that participants at the Meeting are there as individuals, not spokespeople
for the organisations that employ them (unless they specifically indicate to the
contrary). Be prepared to divert pointed questions from participants should they
attempt to solicit views about the policies of particular organisations from individuals.

26. During the discussion/question element of the session, request that those asking
guestions or making points introduce themselves to the audience — this helps people
make contact with one another.

27. Remember to thank all contributors in an appropriate way.

After the session or round table

28. Prepare a report on the results und table or working party meeting and ensure
that any proposals to be put before thegABM|are submitted in writing to the Vice-
President or Secretary of the E earlest possible moment; in any case, such
material has to be delivered by 12.80 on the [day of the ABM.

29. In case of a report and/or propos ulting from your session, your presence at the
ABM is required. If you are prev rom aftending, make sure a colleague will be
present who is fully aware of all notify the Vice-President of this. Also,
consult with the President ab need for an additional, oral explanation.
If so, prepare an oral presentation fer the ABM that is as short and to the point as
possible.

HYPERLINKING PRESENTATIONS
1. Create a powerpoint present (p the session which is to be hyperlinked,
which includes a list of speakers, name and title. Keep this on the PC desktop for

ease of finding.
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File Edit View Insert Format Tools Slide Show Window Help
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2. Save all speakers’ presentations in a folder on the desktop. It is easiest to name each
presentation file after the speaker rather than session name so that each presentation
can be easily identified within t
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B EAA session 1
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4. In turn, choose title of first presentation, (by clicking and dragging mouse over it) so
that it turns colour and right-click with the mouse.

/9-9.30 speaker 3, presentation 3

9.30-10 speaker 4, presentation 4

Click to add notes

E=o=94 v =
ID[aw"E(’:i‘AgtoShaDeav BN \DOJ‘Q-%vA -
\ Slide 1 of 2 \ Default Design
< ) -
5. A menu will appear, choose “Hyperlinkg.”
= osoft' PowerPo AA Sessio 0O-00-00 O
@] File Edit View Irsert Format Tools Slide Show Window Help =13 x|
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6. In dialogue box that follows, browse for “file” to folder on desktop (created in point 2)
and choose presentation of first speaker, click “OK” at bottom of dialogue boxes.
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7. You will note that the title is now underlined which shows that it is hyperlinked to it's
presentation which is saved in the folder on the desktop.

8. Repeat points 4-7 in turn for each title until all presentation titles are underlined (i.e.
hyperlinked).

9. Save session powerpoint onto the desktop, so it can be found easily.
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10. Open the session powerpoint in “slide show” view. (hyperlinking is added in normal
view but only functions in slide view).
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11. With mouse, (in session powerpoint) click on the hyperlinked speaker title in turn and
the presentation will open.

12. Speaker’s presentation will open on screen in place of session ppt. Speaker can go
through ppt as usual.

13. At the end of speaker presentation, just press arrow tabs on keyboard OR mouse OR
esc button. The speaker’s presentation will automatically close and the session ppt
will re-appear on screen.
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14. On session ppt speaker 2 can now be opened by clicking on their title (points 11-12
and so on until session is over).
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TELL SPEAKERS WELL IN ADVANCE WHAT VERSION OF POWERPOINT
IS BEING USED, AS SOME FUNCTIONS (such as font) CAN BE LOST IF A
PPT 2007 IS RUN ON AN OLDER VERSION.

SESSION PPT CAN BE MADE UP WELL IN ADVANCE. A TEMPLATE CAN
BE FORMULATED FOR THESE AND SPEAKERS AND TITLES TYPED IN,
WHICH CAN BE UPLOADED TO SESSION PC ALSO WELL BEFORE
SESSION.

NAME PRESENTATION AFTER SPEAKER - IT'S MUCH EASIER TO FIND
THESE FILES IN THE DESKTOP FOLDER WHEN HYPERLINLING

IT 1S RECOMMENDED TO GET SESSION PAPERS COPIED INTO THE
SESSION PC DESKTOP FOLDER AS EARLY AS POSSIBLE.

PRESENTATIONS CAN BE HYPERLINKED OUT-OF-SEQUENCE, BUT TO
ALLOW A SMOOTH SESSION TIMING, IT IS IMPORTANT TO GET ALL
PRESENTATIONS BEFORE THE SESSION.

DO A TRIAL-RUN OF HYPERLINKING BEFORE SESSION TO ENSURE
EVERYTHING WORKS.

REMINDER: HYERLINKS ONLY WORK IN SESSION PPT IN “SLIDE VIEW".

Other related Guidelines:

EAA-Guideline No. 4.7 VII: Sessions and Formats
EAA-Guideline No. 4.9: Notes for Speakers
EAA-Guideline No. 4.10: Notes on poster presentations
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EAA-Guidelines No. 4.9

Notes for speakers
Last updated: October 2010

Lecturing at an international conference demands a particular effort beyond all the normal
requirements of public lecturing. You will be talking to an audience whose language is not
your own. In addition, you may be lecturing in a language which is not your own first
language. It is therefore important to make a special attempt to make yourself understood.
Awareness of this should be good experience in making you think more about your
presentation, and hopefully make you a better lecturer!

General guide lines on lecturing.

The basics of how to be heard:

1. Before you start, check the microphone if there is one, and make sure you can be
heard at the back of the audience.

2. Do not move away from the microphone when lecturing in a large hall.

3. Try always to look at your audience. Do not turn your back on the audience, talk to
the screen or down into your notes.

4. Choose someone at the back of the hall as the person to whom you are talking, and
try to keep their interest. This will help you to project your voice to the whole
audience.

The basics of how to be understood:

1. Speak slowly.

2. Keep it simple. Short sentences are most easily understood.

3. Ina 20-minute presentation you can only make a limited number of points. Be clear
about what is important, and do not attempt to do too much.

4. Try to highlight the main points of your talk in your visual aids (PowerPoint
presentation, for example).

5. Use the Arial or Helvetica fonts because they are most easily read from a distance
and of course by people with difficulties such as dyslexia.

6. Names of sites, people and numbers in another language can be difficult to catch, so
make sure these appear in your visual aids.

7. Help your audience to concentrate. When pointing to details on the projection screen
hold the pointer as still as you can on the detail being indicated for a couple of
seconds. Do not wave the pointer about on the screen. Try to avoid pointing and
talking at the same time as the audience will probably not hear you if you move away
from the microphone. Be sure to point only at the screen if using a laser pointer.

8. Finally, English is the international language for the EAA. You must therefore ensure
that your presentation can be understood in English, whatever language you may be
speaking in, by using English in visual aids such as PowerPoint (PPT), or in any
handouts you prepare. There are various ways of doing this, and rules for helping the
audience, and some are listed in the following sections.

41



EAA Handbook — last updated January 2010

Specific guidelines for lecturing in your own language

Note — this section has been written especially (but not only!) for native English speakers.
This is because native English speakers are generally less used to lecturing in another
language (and to trying to grasp its meaning) and therefore they can be less sensitive
towards an international audience’s difficulties of comprehension.

In addition to the suggestions given in the general points above, there are various further

suggestions for those lecturing in their mother tongue:

1. Assume you will have three types of people in the audience: those who understand very
little or nothing, those have various levels of understanding but are still improving their
skills, and those who speak the language fluently. You must try to cater for them all.

2. Be extra careful to speak VERY clearly, slowly, distinctly and keep it simple. Do not
mumble or run your words together as if you were addressing an audience back home.

3. Do not forget to highlight the main points of your talk in your visual aids (PowerPoint
presentation, for example). This is because most people usually read a language which is
not their own much better than they understand it when spoken.

4. Do not use colloquialisms or expressions which may not be easily understood by those
whose mother tongue is not the same as yours.

Specific guidelines for lecturing in a second language

In addition to the suggestions given in the general points above, there are various ways of
making your presentation comprehensible specific for those lecturing in a second language.

First and foremost, recognise that you will probably be speaking with an accent and
intonation that may be comprehensible to native speakers but very difficult for others to
understand, so try to speak especially slowly and clearly.

1. If possible get a native speaker to check your text beforehand.
2. You can also have three types of additional aids to make your paper understood by
everyone in the audience:

a. Simultaneous translation. If this is available (it is expensive and rare) try to speak to
the translators before your lecture, and give them the text in advance so that
specialist terms can be sorted out.

b. Handouts for the audience. These should have more detail than the published
abstract or summary, and should allow the audience to follow your lecture in detail.

c. Verbal summaries of your lecture in another language. These should preferably be
given before the lecture itself. It takes up precious time in a session, but may be
necessary in discussion sessions.

Styles of lecturing.

There is no single way to give a good lecture, and a mixture of styles may make a session
more interesting. In any case, whichever method or combination of methods you choose, it is
important to be thoroughly prepared. Nothing makes a worse impression than a hesitant
delivery, with many pauses between words and sentences, and an appearance of
disorganisation. There are, however, some basic rules which should not be broken.

a) Speaking without a text.

This is a good way for those who can do it — it works on the principle that if you cannot hold
in your head what you want to say, there is no way the audience will be able to grasp it. Use
your PowerPoint slides as prompts. Remember that it is usually recommended that each
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slide should have a maximum of 30-35 words. If you are lecturing in a language which is not
your own, and forget a word, ask the audience — it keeps them involved! This style needs
careful preparation beforehand (talking to oneself!). It allows you to address the audience
more directly, to adjust your time (but keep a close eye on the clock!). The disadvantage is
that you may miss a key point, or over-run badly.

b) Lecturing from a prepared text.

Although this style is normal in some countries, it may not be ideal when speaking to
international audiences. Your written style may be too literary for your audience so you
should make a special effort to write simply. Pay particular attention to your speaking style
and intonation, for this type of lecturing might lead you to read it in a monotonous tone and
not to look up at your audience. If something goes wrong, you have very little flexibility. In
some lecture theatres there can also be problems with lighting so you cannot read your text
and show PowerPoint at the same time. Make the text easy to read — large lettering, and
widely spaced. A 20 minute lecture will consist of about 5 typed pages with 1.5 line spacing,
but usually you should restrict yourself to 17 minutes to allow time for changeover of
speakers. Reading from a text does, however, give you greater control over the timing, but
you should deliver the lecture out loud to yourself - slowly - two or three times beforehand. If
you have to read fast, then it is too long.

c) Lecturing with only brief notes.

This can be difficult as you have continually to look up from your notes to the audience, and
then back again to the notes. It is better — and helps the audience to follow you — to put your
notes on your PowerPoint slides.

Visual aids.
General guidelines:

1. Visual aids should generally be bold and simple — audiences cannot take in too much
information when they are listening at the same time.

2. Be aware that you should not normally attempt to show more than one slide per 2
minutes.

3. Make sure that every slide makes a point, and do not pad your lecture with
unnecessary slides — it is a sign you are insecure.

4. Ensure your text is legible: use a large font size (24 pt or bigger).

5. Do not put too much text on one slide. The ideal maximum number of words is 30-35
per slide. If you have several points to make, spread them over several slides.

6. Use lower and upper case characters in text rather than simple block letters, and use
a font with serif for clarity.

7. Use line weight, style, symbol, etc to convey important information, but do not use too
many variations.

8. Maintain consistency in images, legends, colours, etc.

9. Check for misspellings.

1. Power Point
a. Most speakers use PowerPoint nowadays. Please take into account that the
use of other visual aids such as slides (diapositives) and transparencies
(OHPs) is now discouraged as some institutions are disposing of their slide
and OHP projectors!
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b. PowerPoint allows a combination of text and graphics, but it is important to get
the balance right: too much text is unreadable; too little can leave the
audience lost. Here we offer only a few general words of advice:

c. PowerPoint allows you to use visual gimmicks, but remember that these are
more likely to distract your audience than to help them understand your point.
Use them only occasionally, when you are sure they will enhance your
presentation.

d. Use colours in an effective way and remember that some member of the
audience may be colour blind or dyslexic. Try to use either white background
with black letters or, inversely, black background with white letters.

e. Make sure you label slides and plans with the name of the sites (names and
large numbers are difficult to hear for those not familiar with them).

f. Make sure images are properly trimmed, redraw frames, and perhaps clean
up lettering on scanned images (poor quality images reflect on your
preparation and therefore your credibility).

g. Make sure your version of PowerPoint is compatible with that which will be
used
at the conference (e.g. presentations prepared on the most recent versions of
PowerPoint may not be compatible with earlier versions).

h. Bring your file on a memory stick, but perhaps also on a disc as well. Always
be prepared to lecture without the visual aids in case some disaster strikes.
Make sure your filename includes your name or initials, not just the paper’s
title or session title

i. All the files should be loaded on to the computer before the session starts,
and the icons should be displayed on the desktop in the order that the lectures
will be given. This means that you should make sure that you contact the
session organiser(s) before hand to ensure that this is organised before the
session

Some final suggestions - before and after the session —

In addition to the points mentioned above, here are four further suggestions regarding what

to do before the session:

1. Make yourself known to the session organiser and any one providing technical help as
soon as possible — the organiser should arrange a meeting beforehand of all participants
in the session.

2. Try out the equipment in the lecture theatre beforehand, so you know how to switch
equipment and lights on and off, use of the mouse, pointer, etc.

3. Run through your PowerPoint to make sure it works, and if possible stand at the back of
the room to check that the text is legible

4. Take a watch or clock with you — all lecture theatres should have a clock, but many don’t!

After you have given your paper, try to get advice from someone on how you might have
improved your presentation.

Finally, there is the possibility that papers from sessions or round tables may be suitable for
publication in the EAA’s European Journal of Archaeology (EJA) in whole or part. Please
contact the Editor of the EJA in advance of the conference, or as soon as possible after it, if
you are considering this option (see http:/eja.e-a-a.org/). Any conference papers submitted
for publication in the EJA will be subject to the normal editorial conditions, including external
peer review.

44



EAA Handbook — last updated January 2010

EAA-Guidelines No. 4.10
Last updated: October 2010

Notes for poster presentations

Posters are a good way of communicating about your research. They are particularly
effective for presentations communicating quantitative data, but can be used for a variety of
reasons. A poster may be an independent presentation, it may be in addition to your paper,
and it can be an alternative to an oral presentation. The Scientific Committee may offer
members proposing a paper that does not fit into the program, to convert this into a poster
presentation.

You have basically two strategies in interesting people in your poster:

1 Make it short and easy to read, with as many pictures and as little text as possible. This
will attract the casual passer by.

or

2 Aim for a limited, but more interested group, by having considerably more text.

In either case, you might want a handout giving more details, but think how you will make this
available — to hand out only when you are next to your poster, or to have a pocket on the
poster in which you can leave copies.

Language

English is the main language of the conference, so this is best, but bilingual posters are also
a good solution if you don’t have too much text. If you cannot do this, try to make the
illustrations self-evident, or make a translation available as a handout. Try to get a native
English speaker to help you — if you have no assistance, approach the organisers — they may
be able to suggest someone. If someone is correcting your text, make both your English
version and your original version available so that problems of translation can be checked.

Content

Include information about who you are, and how you can be contacted, both at the
conference, and at your normal address. If your poster is part of a poster session, make sure
you are present during the time slot reserved for the session. If it is not, leave a note to say
when you will be available at your poster to talk about it. At some annual meetings, there
may be a general ‘poster session’ day).

If your are talking about a site, make sure there is a map to show the site’s location, and its
date — what may be self-evident to you is not to someone from the other end of Europe.
Make sure the poster has a clear heading to attract interested people who are passing by.

Size

The organisers will have provided information about the maximum size, please observe the
indicated measurements as otherwise you may find it impossible to present your poster.
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Poster Sessions

If your poster is part of a poster session that has been given a specific time slot, you should
be at your poster to answer questions and follow-up points with your audience. The program
may also include a general ‘poster presentation’. At this time you should of course also be

present.
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