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ASAB Winter Conference: Notes for Conference Organisers
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Introduction
Thanks for your interest in organising an ASAB Winter Conference. It is perhaps the easiest of our conferences to organise as it follows a fairly standard format, running during the first couple of weeks in December at a venue decided by the ASAB Council. This is currently the Royal College of Physicians of Edinburgh https://events.rcpe.ac.uk/venue-exhibitors but previous meetings have been held at the Institute of Zoology Meeting Rooms at London Zoo and other venues may be suggested. This means that much of the organisation is already in place: the venue and dates are decided in advance, there is no registration fee (and no associated financial accounts or reporting), and the Meetings Secretary and ASAB Secretary (current contact details on: https://www.asab.org/society-information) organise the hotels for organisers and speakers, as well as the refreshments and room-bookings. 

This booklet outlines the essentials for applying for and organising a Winter Conference, and hopefully will give you an idea of what is required and how to go about it. 
If you have any questions about anything in this document, don’t hesitate to contact the ASAB Meetings Secretary. 
Overview: The Basics

Conference Format

· The conference is themed, but this theme and its interpretation should be sufficiently broad to appeal to and include a large part of the animal behaviour research community.

· The conference lasts two days and typically runs on the first Thursday and Friday in December (subject to venue availability). 

· The conference start times are typically around 10am (to facilitate travel on that day to reduce accommodation costs for delegates), with coffee prior to the first talks – see Appendix 1 for a recent programme.

· Depending on the lengths of talks (left to the discretion of the organisers), you will need 20-25 spoken papers.

· Two or three plenary speakers can be invited (depending on their locations). Please check the costs for your plenary speakers with the Meetings Secretary before inviting them, and ensure that the list has been approved by ASAB Council.

· The Tinbergen Lecture is given at this conference, and there should be space in the programme for the lecture immediately following lunch on the second day. 

· There should be space for posters. These tend to stay up for the whole conference. Please let the Meetings Secretary know numbers of boards likely to be required.
· The conference usually has a wine reception and poster session on the evening of the first day.

· There are no other social events organised for this meeting, and delegates are left to find their own entertainment around the city. However, a budget for taking out your plenary speakers is available – please talk to the Meetings Secretary.

Organising a Winter Conference

· There is an annual call for proposals to host ASAB conferences (deadline 1st November).

· Please submit a short proposal, which includes: Conference title, names of the organisers, why this topic would make an exciting meeting, and potential plenary speakers. When it comes to suggesting plenary speakers, please bear in mind that ASAB strives to ensure a breadth of representation in its plenary speakers across all its meetings and we expect organisers to take this into consideration in their invitations to plenaries. Please ensure that the list of invited plenary speakers has been seen and approved in advance by ASAB Council via the Meetings Secretary. 
· Proposals will be considered by ASAB Council at their Winter Council Meeting, and organisers will be informed soon after that meeting.

If your proposal is successful, what you need to do next…

Venue

· The venue is booked by ASAB, and you do not need to worry about that. There is a large lecture theatre for talks, a room for posters, and a foyer for refreshments and displays.

· Nearer the time (a couple of months before the meeting), we will need to give some idea of the likely number of attendees (for teas/coffees and the wine reception), and also tell them the number of poster boards required.

Advertising your Conference

· Once your conference proposal has been accepted, it will be advertised on the ASAB website.

· Please provide the Communications Officer (current contact details on: https://www.asab.org/society-information) with details of your conference (dates, venue, theme, organisers, contacts) as soon as possible for the ASAB Conference website and newsletters to the membership. 

· ASAB conferences have their own website on their host university pages, which can be updated as soon as new information becomes available. Websites include information about the registration, the programme, contacts and travel and accommodation details. Please make sure that this is linked from the ASAB website. 

· You are welcome to use the ASAB Conferences Twitter account to promote the meeting via social media. Please contact the Meetings Secretary for details of this.
· The names of the invited speakers and titles of their talks will increase people’s interest of participating in the conference. Please invite your plenary speakers as early as possible, and update your web pages as you get more information. Please make sure that you have had your plenary speakers approved by Council before they are invited.

· When the time comes, send your call for abstracts to the Communications Officer in order that it is emailed to our members (please contact the Communications Officer to establish the deadline for this). Ensure that your registration and abstract submission forms are available on your website well in advance of the submission deadline.

· Please advertise your conference as widely and as far contacting colleagues in different institutions.
· You may wish to advertise sub-meetings such as an LGBT+ meetup occurring during the meeting. Please talk with the Meetings Secretary and/or EDIA team to develop these ideas.

· There is no registration fee for this conference, but some organisers have tried to gauge likely numbers of attendees, e.g. by expressions of interest via a website. This is useful when it comes to numbers for teas and coffees. Please discuss with the Meetings Secretary as to how to achieve this. In recent years we have had to cap registration numbers, so please keep in close communication with the Meeting Secretary to ensure that people do not travel needlessly to Edinburgh.
AV
· A projector system and technical support is available from the venue. 

· Please make it clear to speakers well in advance what system and software version you will be using to run PowerPoint presentations. Most speakers will bring their talks on USB keys and upload them, however, you might want to advise Mac users to check their presentation on a PC in advance, or bring a laptop.

Online Access

· ASAB strives to increase accessibility to Animal Behaviour research for all. One way to ensure this is to make material from meetings available online. This can help reduce the carbon footprint of delegates, improve access for those with caring responsibilities or other jobs, and make available material to those unable to travel. To this end, ASAB will work with the venue management to provide online access to ASAB Winter meetings. 
· Please confirm with presenters that they are happy for their material to be made available online and archived. Some presenters may not want this and if so, please let the Meetings Secretary know so that their material is not broadcast/stored. One way to achieve this would be for presenters to tick and acknowledgement or refutation of this during abstract submission with a clear statement that either decision has no effect on decisions as to whether to invite them to present. 

Registration Desk

· The registration desk should be open when delegates arrive on both days. This only really requires materials for making some name badges (sticky labels and pens usually suffice). You can provide hard copies of a programme or abstract booklet, but recently, organisers have been just making them available for download well in advance of the conference (i.e. on host and ASAB websites). 
· Please provide some membership forms (which can be downloaded from our website) at the registration desk for non-members attending.

· It is also useful to bring posters to stick up on the doors to the venue so that people know they’ve come to the right place!

· It is the responsibility of the organisers to ensure that the registration desk is appropriately staffed during the duration of the conference. 
Publisher Displays

· Publishers often like to have a book or journal display at ASAB conferences and may approach you directly about this. 

· ASAB charges for publishers to have a stand for the duration of the conference, typically around £500. However, rather than charging publishers a flat fee, it is often better to persuade them to provide a wine reception, prize, or similar in exchange for their display. 

· Elsevier, the publisher of Animal Behaviour, is welcome to have a display for free. Some companies may want to promote their products to academics, such as software for measuring behaviour. Again, you should charge around £500 per stand.

Conference Posters and Talks

Plenary speakers

· The conference will be judged by its academic standards. However, the overall coherence of the programme and the standard of presentation are as important as the individual academic content. The mere inclusion of 'big names' is not a guarantee of success. 

· One or two plenary speakers can be invited for each day. ASAB will cover reasonable expenses for the plenaries including travel and accommodation. Please discuss this with the Meetings Secretary before confirming reimbursements. A usual total spend would be around £2500 so you will need to balance costs for e.g. UK vs. EU speakers. 
· In recent years we have opened the meeting with a plenary speaker who presents material suitable for non-academic specialists, e.g. secondary school students, general public. This has been well received and we should like to continue this effort. Please discuss with the Meeting Secretary and the Education Secretary to develop these ideas as this has also previously included a separate careers session for the school students and a poster prize, fulfilling one of the main aims of ASAB to educate and engage the next generation (organised by the Education committee). 
· ASAB strives to ensure a breadth of representation in its plenary speakers across all its meetings and we expect organisers to take this into consideration in their invitations to plenaries. Please ensure that the list of invited plenary speakers has been seen and approved in advance by ASAB Council via the Meetings Secretary. 
· When you invite speakers, please make sure that they know the duration of their talk and the length of the question session. You should also mention the extent of the travel reimbursement offered by ASAB, which includes economy class travel and associated expenses. If plenary speakers book early and can book a better class of travel for less than the cost of standard economy fare, this is of course acceptable. If you have any queries, please email the Treasurer.

· The Meetings Secretary will contact you in September/October prior to the conference concerning the hotel room requirements for the plenary speakers. This will all be booked by the Secretary, and details of the hotel and how to get there will be emailed directly to the speakers.

Tinbergen Lecturer

· The Tinbergen Lecturer is decided more than a year in advance of the Winter Conference, and the Secretary can provide you with the details for inclusion in your programme.

· Typically, the lecture has one-hour slot that will include an introduction by the ASAB President. The lecture is not followed by questions, and breaks out straight into afternoon coffee. 

Talks and Posters

· The exact format of abstract submissions is up to the organisers, however, they are often now part of the registration system. 
· It is important that the abstract submission form should includes a tick box asking if the study in the paper/poster conforms to the ASAB Ethical Guidelines. Appendix 2 contains a basic form.

· Ensure that the abstract deadline is advertised on your website and in the ASAB Newsletter – contact the Communications Officer for copy deadlines.
· Please ensure that speakers are informed well in advance of the length of their talks, and the acceptable formats for their files (see ‘AV’).
· Also, please provide clear information about the size of the poster boards as early as possible too.
Chairpersons

· The conference organiser is responsible for choosing people to chair the meeting. 

· The ASAB President should chair the session with the Tinbergen Lecturer. 

View from the Conference

· The conference organiser is responsible for finding a student (or students) to write a ‘View from the Conference’.

· This should give a feel for the conference, and highlight interesting talks, fun events, who won the prizes, etc. 

· Please make sure that the names and email addresses of the students who agree to this are sent to the Communications Officer (current contact details on: https://www.asab.org/society-information) The View (and any incriminating photos) should be sent to the Communications Officer within 3 weeks of the conference.

Attendance of Non-Members at Meetings

· Winter ASAB Conferences are generally open to non-members.

Ethical Matters
· ASAB expects that the papers presented at its conferences will adhere to the ASAB/ABS Guidelines for the ethical treatment of nonhuman animals in behavioural research and teaching (downloadable from the ASAB website and printed annually in the January issue of Animal Behaviour).

· Authors of talks and posters are required to declare this on the Abstract Submission form.

· Organizers should familiarize themselves with the Guidelines and screen submitted abstracts for potential ethical issues.  

· If the content of an abstract raises concerns (i.e. where is it possible/likely that the work does not meet the ASAB/ABS Guidelines for the ethical treatment of nonhuman animals in behavioural research and teaching) a copy of the Abstract form should be forwarded to the Ethical Committee Secretary (current contact details on: https://www.asab.org/society-information) who may then seek further clarification from the author and advise the organizer. See Appendix 3 for further details.
Abstract booklet

· If everyone uses the standard abstract form, this is just a matter of cutting and pasting the abstracts into a larger document.

· The booklet should be available for download prior to the meeting, and could also be made available in hard copy at the meeting.  

Finances

ASAB Conference Grants 
· ASAB Conference Grants provide financial support for ASAB Members to attend the Spring Conference, funding travel and accommodation, support for childcare and support to increase accessibility in circumstances where additional attendance costs are anticipated. 

· See our website: https://www.asab.org/grants-and-awards 

· If you have any queries, please contact the Secretary of the Grants Committee (current contact details on: https://www.asab.org/society-information). 

Finance

· All conference costs are covered by ASAB. This includes travel and accommodation for plenaries and key organising team members. Please discuss this with the Meetings Secretary 
· Plenary speakers and organisers should keep all invoices and receipts (these must be passed on to the Treasurer at the end of the meeting). 

· Claim forms for plenary speakers and other costs are available from the Treasurer or the Meetings Secretary.

First steps…
· As soon as Council confirms the conference, begin to think about the programme, particularly inviting plenary speakers. This should ideally be about a year beforehand.

· Discuss expenses, particularly for invited speakers, with the Meetings Secretary well in advance of any outlay.

· Send a brief note about the conference to the Communications Officer as soon as Council approves your conference, containing all the information about the conference (see section on advertising above). Council consider this to be essential. 

· Set up a website (even if it is just a holding page initially) with details of the conference, and ensure that this has a link from the ASAB website. Keep revising and expanding the website as the conference approaches. 
· Keep revising and expanding the e-newsletter and website entries as the conference approaches. 

· Six to eight weeks before the conference send the Communications Officer the final version of the programme and ensure that it is on a website.

· Be available to answer queries.

· Try to enjoy the conference!

· Afterwards tidy up any financial business as quickly as possible and write a note of thanks to your speakers. 

Contact details

Queries and communication

· Financial queries should be addressed to the Treasurer, queries about travel grants to the Secretary of the Grants Committee, ethical queries to the Secretary of the Ethical Committee, and all other queries to the Secretary. Contact details are listed below. 

· Council likes to be kept up to date with the conference plans and to be reassured that everything is going to schedule, and can also offer valuable advice on the choice of speakers etc. Please send the Secretary a brief report about the conference a few weeks before each of Council meeting preceding your conference (at the Easter, Summer, and Winter conferences).
Appendix 1: Example programmes for a generic Winter (2023) meeting organised by Christine Beardsworth and team

Day 1: Tuesday December 6th, 2022

08:30 – 09:15     Registration & poster setup
09:15 – 09:30     Welcome
09:30 – 10:30     Plenary lecture
Lucy Hawkes – Adventures (and the future!) of animal tracking
10:30 – 11:00     Coffee break & outreach poster session
11:00 – 12:25     Talks session 1
Andrew King – Collective motion: why do many terrestrial animal groups travel in lines?
Edward Hurme – Bats flexibly wait for better weather at stopover sites
Mina Ogino – Between-group differences in space uses within a multilevel society of vulturine guineafowl (Acryllium vulturinum)
Samuel R. Matchette – ‘Shadowing’ behaviour by trumpetfish serves as a form of motion-camouflage
Sergio Rossoni – How the raptorial forelimb of praying mantids achieves behavioural flexibility
12:25 – 13:50     Lunch break & networking event
13:30 – 13:55     ASAB AGM Pt2 - confirming the accounts
13:55 – 14:55     Plenary lecture
Rosie Woodroffe – Putting animal behaviour to work
14:55 – 16:05     Talks session 2
Sarah Skeels – Exploring the role of egocentric movement for shape discrimination during active electrolocation in the weakly electric fish, Gnathonemus petersii
Francesca Santostefano - Social interactions generate complex selection patterns in virtual ecosystems
Melinda Boyers – How resilient are African herbivores to climate induced changes? A comparison of the movement responses to variation in resources across ecosystems
Marilia Freire – Desert ants avoid homing errors by self-manipulation of their nest hill height in the absence of environmental landmarks
16:05 – 16:35     Coffee break
16:35 – 17:20     Talks session 3
Charlie Russell – Impacts of war on the behaviour of an endangered long-distance migratory bird
Deyatima Ghosh – Exploring predator cognition to understand ecosystem service provisioning: a new approach to bioregulation of crop pests
Ines Fürtbauer – Advancing behavioural endocrinology with high-resolution movement data: insights from baboon studies
17:20 – 17:40     Flash talks session 1
Andréa Thiebault – Acoustic foraging network in African penguins
Christian Rutz – Unlocking the full research and conservation potential of animal-tracking data through a global tag registry (TRACK)
Hella Péter – The impact of water as a resource on the space use of female East African chimpanzees (Pan troglodytes schweinfurthii)
Lindsay A. Carroll – Using telemetry to deepen knowledge of frostfish (Microgadus tomcod, punamu) movement ecology in Bay of Fundy, Nova Scotia tidal rivers
Michele A. Johnson – Shake, wiggle, and curl: how and why lizards move their tails, before and after tail autotomy
17:40 – 18:20     Wine and poster session 1 (odd numbers)
18:20 – 19:00     Wine and poster session 2 (even numbers)
 
​
Day 2: Wednesday December 7th, 2022
​
08:30 – 09:00     Coffee
09:00 – 10:00     Plenary lecture
Ran Nathan – The high-throughput revolution in movement ecology
10:00 – 10:35     Talks session 4
Lily Johnson-Ulrich – Collective movement decisions & 'move' calls in meerkats
Vito Lionetti – Conflict between aversive and appetitive learning of panoramic views: how foragers shift to a new route during navigation
10:35 – 10:55     Flash talks session 2
Anna M. Bracken – Inter-individual variation in the urban space-use by Cape chacma baboons (Papio ursinus)
Fumihiro Kano – What are birds looking at? A motion-capture system reveals the selective use of visual fields in freely-behaving pigeons
Jena E. Edwards – Fish without borders: international tracking reveals seasonal distributions and connectivity pathways of European fishes
Luke Rendell – Ocean nomads or island specialists? Culturally driven habitat partitioning contrasts in scale between geographically isolated sperm whale populations
Rachael Brown – Investigating a body shake behaviour in Lasius niger and its potential role as a pathogen alarm behaviour
10:55 – 11:25     Coffee break
11:25 – 12:15     Talks session 5
Iris D. Bontekoe – The consequences of an increased time constraint during migration
Matthew J. Hansen – Group-Hunting in Striped Marlin: from Chase to Capture
Michael Chimento – How immigration can shape animal culture
12:15 – 12:30     Flash talks session 3
Francesca Occhiuto – Using precision technology to investigate personality and plasticity of movement in farmed calves
Alex H. H. Chan – 3D posture tracking of bird flocks by automated annotations using machine learning and computer vision tools: towards markerless tracking in the wild
Katrina R. Davies – Do Procellariform seabirds adapt their migratory behaviour in response to climatic changes?
Stefano Masier – Space retention, memory capabilities and habitat fragmentation: a study on Belgian butterflies
12:30 – 14:00     Lunch break & LGBTQ+ event
14:00 – 15:00     Tinbergen lecture
Nicola Clayton – Fingers, thumbs and wings. What magic effects reveal about cognitive constraints and embodied knowledge of movement
15:00 – 15:35     Talks session 6
Florian Orgeret – Shift in habitat selection during natal dispersal of a long-lived raptor species
Joe Wynn – There and back again: the mechanisms of avian natal homing
15:35 – 15:55     Flash talks session 4
James A. Klarevas-Irby – Group living limits the energetic efficiency of movement
Katalin Ozogány – Fine-scale aerial video tracking of collective movements reveals group dynamics in Przewalski’s horses
Katherine R. S. Snell – Motion capture energetic performance of avian movements
Mackenzie Meier – Information content in bottlenose dolphin whistles during a cooperative task
Máté Nagy – Multimodal, high-throughput measurement of behaviour and interactions in animal collectives
15:55 – 16:25     Coffee break
16:25 – 17:35     Talks session 7
Mathilde Le Levier – Host plant spatial memory in butterflies: does habitat fragmentation matter?
Hui Yu – Continuous on-board behavior classification using accelerometry, a case study and ecological insights
Jasmeen Kanwal – Population viscosity promotes altruism under density-dependent dispersal
Jessica Rudd – Fine-scale post-release behaviour and recovery of Atlantic bluefin tuna to catch and release in the UK
17:35 – 17:50     Closing remarks
Appendix 2: Standard Abstract form for ASAB conferences

ASAB (SPRING/SUMMER/WINTER) CONFERENCE (DATE)

            Title of meeting

      ABSTRACT

If you wish to submit an abstract for this meeting, please email AND send a signed hard copy of the form below no later than date to: Organiser and address;  Email: abc@xyz.ac.uk. There will be space for a limited number of posters.  If you wish to present a poster rather than a talk, please indicate this at the bottom of the form.  Instructions for preparing posters will be sent to you.  Presentations at ASAB meetings are assumed to comply with the Society’s standards of scientific integrity (www.asab.org) and are subject to ethical scrutiny in the same way as papers published in Animal Behaviour; all work presented should therefore conform to ASAB/ABS’s Guidelines for the ethical treatment of nonhuman animals in behavioural research and teaching.  This should be confirmed by signing the Ethical Statement below.  Please complete the form in 12pt Times New Roman font.

	Title:



	Authors:



	Academic address: 

Email address:

	Abstract:




	Poster or talk?                                                         



	Ethical statement:

I confirm that the work described above has been carried out in accordance with ASAB/ABS’s Guidelines for the ethical treatment of nonhuman animals in behavioural research and teaching.
Name:                                Signature:                          Date:


Appendix 3: Protocol for Ethical Consideration of ASAB Conference Submissions
In order to maintain the high ethical standards of the society, conference organisers should ensure that all contributors to their conference have conformed to the ASAB/ABS Guidelines for the ethical treatment of nonhuman animals in behavioural research and teaching.

1. All contributors must make a declaration to this effect to the conference organiser in advance of the meeting. Please ensure that all contributors realise that submissions are only provisionally accepted until their abstract has been approved.

2. If any oral or poster paper poses ethical problems (broadly where you suspect that the costs to the animal subjects may not be justified by the value of the research), the abstract and any other relevant information may be sent to the Ethical Committee by the conference organiser for review. Authors may also contact the Ethical Committee Secretary directly for advice (current contact details on: https://www.asab.org/society-information).
3. Members of the Ethical Committee will carry out a review and correspond with authors to gain additional information as necessary. Confidentiality will be maintained throughout and all correspondence will be copied to the conference organiser. Author’s names will be deleted from any records kept.

4. a) Where there appears to be no serious ethical concerns, the Ethical Committee Secretary will send a report to the conference organiser, together with advice on any information that should be included in a poster or spoken paper where necessary. This may be forwarded to the author(s) by the conference organiser if the paper is accepted. 

b) Where there are ethical problems the Ethical Committee Secretary will produce a report and recommendation on behalf of the Committee. Acceptance will be decided by agreement between the conference organiser and Ethical Committee Secretary on behalf of Council.

5. Decisions should be communicated to authors by the conference organiser and will be reported to Council by the Ethical Committee Secretary. 

ASAB Ethical Committee Secretary
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