Guidelines for hosting the annual HDCA conference

The following guidelines are based on the experiences of the previous international conferences on the capability approach (CA) and human development (HD), and reflect the mission of the HDCA.  They are meant to help conference-host applicants to formulate their proposals, as well as to clarify the roles and responsibilities of both HDCA and local conference organizers.
Aim of the HDCA conferences 
HDCA’s conferences are meant to serve as ongoing forums for high-quality international academic research in the fields of human development and the capability approach, and to advance intellectual debate and promote research collaboration in these fields and interaction between academic and practitioners. They are open to all economists, philosophers, social and political scientists, development practitioners, policymakers, and graduate students who are developing and actively applying the capability approach and human development paradigm.

Papers may be from any discipline, and may be theoretical, applied, or policy-based; yet all must engage with applying, extending, criticizing the capability approach and address topics such as philosophical and ethical foundations, or otherwise engaging with issues in operationalizing the capability approach, capability measurement and empirical analysis, gender, public action, democratic practice, poverty and inequality, ecosystems and sustainable development, education, health and disability, migrations, culture, religious dimensions, conflict, and so forth. 
Contents
Applicants can put forth their own suggestions for the conference topic/theme, which must receive final approval by the HDCA Executive Council. As a general guideline, the theme should be focused around current debate, hold appeal for a broad and multidisciplinary academic audience, and be differentiated from year to year.
Format
The typical conference format includes:

· Training sessions (TS): These are aimed at younger students, practitioners and those who wish to familiarize themselves further with the CA and HD literature. Typical TS focus on “basic ideas on the capability approach and human development”, “measurement”, and “policy issues”.  A TS on the current conference theme is also usually offered. On average, 4 TS on the whole (3 hours each).

· Plenary sessions (PS): PS (generally 4 or 5) are focused on the conference theme as well as “classical issues” relating to the CA and HD and headed by eminent scholars. The academic excellence of the latter is crucial, as it will ensure a high profile, and signal the quality of work expected at the conference. PS involve a chairperson and possibly, but necessarily, also a discussant.  The local organizer will have the discretion to open one PS to the public in order to contribute to the larger public debate.

· Parallel sessions (PLS): These must cover typical, multidisciplinary topics as well as the conference theme. PLS are usually offered in “classical issues” relating to CA and HD: “philosophical foundations”, “CA and HD measurement”, “operationalization and methodological issues”, “poverty”, “inequality”, “empirical analysis and case-studies”, “public debate”, “HD policy”, “sustainable development”. Other crucial topics are: health, disability, culture, education, gender, children & youth, indigenous people, participatory methods etc. Depending on the number and the quality of proposals, PLS (from 20 to 30) can be subdivided into: 

· Presentation sessions: A limited number of papers that are presented and followed by a discussion (i.e. 4 papers in a two-hour session)

· Communication sessions: Less time is allotted for these sessions, and there is no discussion. Communications are often reserved to works-in-progress or to PhD students.

· Poster sessions (POS): POS can be used as a format in order to involve a larger number of participants, especially younger ones, with works-in-progress, case studies, etc. These sessions require both a dedicated physical space and a time slot to make it possible for conference participants to review and informally discuss the posters. 

· Book session (BS): A special session can be reserved for presenting recent publications (books, special journal issues, reports) focused on CA and HD.

· HDCA Presidential Address: Given by the incoming HDCA President every two years.

· Welcome session (WS): For welcome addresses by the local organizer, HDCA and authorities.

· Closing session (CS): Farewells, announcement of future initiatives, and presentation of the following year’s conference host.
Length and Dates of the conference

Based on the above format, from three to three-and-a-half full days are usually required to host the annual HDCA conference.  Mid-June to mid-September is considered a favorable time, as it is generally compatible with both European and USA academic calendars (it is a good idea in general to exclude August). However, other dates will also be considered. 
Venue and facilities
Universities and research centers are the most appropriate place to host this kind of event, but other locations will also be considered. The location should be relatively easy/cheap to reach: please indicate distance, average time and costs for reaching the conference venue from the main airport, railway station, etc.

The location should allow for hosting a large number of participants – from 200 to 300 people – as well as a plurality of working sessions.  A registration room, a large conference room for plenary sessions, a minimum of 3 or 4 medium rooms (30-50 people) for parallel sessions and common spaces for coffee-break, poster sessions etc. should be available, if possible within the same building. Conference rooms should be equipped for both PowerPoint and overhead presentations. Access to facilities such as Internet points, computers and printers in the registration room, and/or in a separate area, is always well appreciated. 
Conference language


In the absence of very exceptional circumstances (such as legal requirements), English is the official language of the HDCA conferences. 
Accommodation

The conference venue ought to be able to provide sufficient accommodation for the duration of the event. Applicants should indicate the type and number of accommodation (university colleges, hotels, etc.) available and provide a range of costs.  Please note that cheap but comfortable accommodation is essential for ensuring the participation of younger people as well as of individuals from LDCs.
Conference fees and financial assistance for students and people coming from LDCs
It is important to keep conference fees as low as possible in order to allow the participation of the largest number of participants, especially younger people.

Conference fees should cover meals and refreshments during the conference, a registration pack (booklet of abstracts, CD-Rom containing full papers presented, etc.), social events (e.g. in the form of a formal dinner) and HDCA membership (see below). 


A reduced fee for students, young researchers and people from LDCs must be guaranteed. 
Please note that the full fee for the three-and-a-half days of the 2006 conference in Groningen was 250 euros (125 euros for the reduced fee). (For late registration the fee was set at 300 euros for professionals and 175 euros for students and participants from LDCs.) These figures should be considered as the maximum amount.  


The HDCA strongly recommends that the local organizer find sponsorships that enable it to provide financial assistance (travel + accommodation costs) to excellent young PhD students and researchers from the South. Sponsored participants must be selected primarily on the basis of the quality of their paper: an HDCA subcommittee will define with the local organizer the criteria for selecting subsidized people. On years when scholarship funds have been raised independently, the Conference Organiser will receive a lump sum to cover these scholarships, will parcel this to scholars either as a lumpsum amount, by wire transfer, or by reimbursement of actual expenses, and submit a final financial report to the funder. 
 HDCA membership fee
The conference fee includes the HDCA membership fee and a one-year subscription to the Journal of Human Development. 2006 Membership fees are 55 US$ for regular members and 20 US$ for subsidized members (students and people from LDCs). 

The local organizer will transmit to the HDCA Treasurer/Secretary, no later than one month from the end of the conference, a list of participants, filled-in membership forms, and the amount due.

Budget, sponsors and patronages, staff support etc.

Local organizers are invited to prepare and attach a tentative budget for 200-250 possible participants that includes in-kind costs of services and facilities provided for free, as well as a list of possible sponsorships and institutional patronages for the conference (the HDCA Executive Council could eventually discuss and reject sponsorship which may not be in line with the aim and mission of the Association). Additionally, local organizers should indicate the support that they will receive from their own institution and the local staff that will support them in the organization of the event. 
Conference webpage, announcements, posters, etc.

The local organizer should create material for a conference website that will include: a) Call for Papers; b) Registration Form; c) practical information (how to reach the conference venue by different means of transport, information about accommodation with a diverse price range, contact address for questions concerning registration, accommodation and visa issues, news, photos, maps, etc.); d) the Conference Program; e) papers; and any announcement and information that might be helpful for conference participants. The conference website will be linked to the HDCA webpage and to other institutional partners. It is important to promote the event and spread announcements about the conference as widely and early as possible. 

Editorial policy
In each year when there is an international HDCA conference, a special issue of the Journal of Human Development is published with a selection of papers presented at the conference. The special issue traditionally includes the Presidential Address (every two years), some invited papers and some submitted papers accepted after a double blind-refereeing process.
Other editorial initiatives (e.g. special Journal issues, collected books, etc.) that the local organizer or other participants may be interested in promoting and editing, should be coordinated with the HDCA Editor at Large and Publications Editor. 

The conference organizer should coordinate with the Editor-at-large as regards practical considerations (such as announcements) relating to the special issue.

Role and responsibilities of the local organizer

The HDCA Executive Council (EC) will decide the conference venue of the regional or international HDCA meeting on basis of a convincing application in terms of academic substance and locality for hosting this event. The successful applicant will automatically be appointed the local organizer of the event.
The local organizer will become a member of the EC (HDCA Executive Council (EC)) for two years (approx. the year before the event takes place and the year after so to share his/her experience with the next organizer). In order to ensure the success of the conference, it is important that the local organizer gets in touch with the EC, and shares and discusses all problems, issues and strategic decisions related to it.
For this purpose, the EC and particularly the HDCA president, together with the local organizer, identifies and appoints a ‘program committee’ which will be made up of three members of the EC and three individuals selected on the basis of their scientific competence regarding the topic and the nature of the event. The program committee will be responsible for choosing the keynote speakers, drafting the tentative program, and for the decision-making directly related to the overall format and to all practical details related to the conference. 

Moreover, the ‘program committee’ will be responsible for selecting the proposals of the papers presented at the conference (usually in spring) and can nominate a ‘sub-program committee’ which will be in charge of making a pre-selection of the proposals. Yet, the final decision of papers to be presented needs to be taken by the ‘program committee’.
The local organizer will further select a ‘local organization committee’ which will handle all matters directly related to the organizational aspects on the local level (e.g. registration, accommodation and visa issues). The HDCA Secretariat is equipped to handle registration for a fee that just covers the costs of staff time. In the event that registration is done in a different way, it is *essential* that the local organization interface with the HDCA Secretariat and provide the registration data in the appropriate format for the HDCA membership database. 
Financial responsibility of the organization of the event will be fully that of the local organizer. 

Role and responsibilities of the HDCA

The EC will supervise and provide support and assistance regarding all scientific aspects related to the conference, and will also support the conference organizer by suggesting keynote speakers, discussing themes, and sharing experience from past conferences. 
The list of keynote speakers, the tentative program and a summary of the overall format of the conference identified by the ‘program committee’ need to be sent by the local organizer by mail to each member of the EC for final approval. 

The HDCA name and logo will appear on every announcement, poster, and/or leaflet of conferences indicated as “nth HDCA Conference”. 


The HDCA will not cover any costs for the organization of the event, nor will it share the financial responsibility, which will remain the sole responsibility of the local organizer.
The HDCA fund raising activity and the related financial responsibility could be limited to support the participation of students and researcher from the Global South.
Tentative Planning Schedule
	WHAT
	WHEN
	HOW
	NOTES

	Submission of applications for hosting the annual HDCA conference

	If possible, at least 24 months prior to the date of the event
	Proposal must be sent to the HDCA secretary 
	There is no precise deadline, but early applications are welcome

	HDCA selection and decision

	If possible, at least 18 months before the event
	Executive Council (EC) deliberation with recommendations and suggestions will be sent out ASAP after the deliberation 
	

	Nomination of ‘program committee’
	At least 10 months before the event
	Local organizer


	

	Call for Papers
	At least 9 months prior to the event 
	Conference website, HDCA website, listserv, list of participants to previous conferences, journals, etc.

	

	Nomination of ‘local organization committee’
	At least 7 months prior to the event
	Local organizer and ‘program committee’


	Important: Registration, accommodation and visa issues

	Deadline for proposals 
	At least 6 months prior to the event
	To be sent by email to the local conference organizer
	

	Proposal selection 
	At least 5 months prior to the event 
	Meeting 
	

	Deadline for full papers
	1 month prior to the event
	To be sent by email to the local conference organizer; papers to appear on CD Rom
	An earlier deadline (2 months) must be set for financial assistance applicants. 

	Program, booklet, cd-rom with full papers, etc.
	Before the conference
	Conference website, registration kit, etc.
	


The organizers of the past conferences will be glad to share with you their experience and send you a copy of all relevant documents (call for proposals, letters of invitation, booklet of abstracts, programs etc.).
HOSTING ANNUAL REGIONAL/INTERNATIONAL HDCA CONFERENCE 

(Please return to HDCA Secretary by the 1st April 2007 info@hd-ca.org 

or fax +1 617 998 0173)

Institution: 

Location (City and State): 

Contact Person:  

Postal Address

Email: 

Telephone: 

Fax

	What type of event are you interested in hosting 
	2008
	2009

	Regional Meeting 
	
	

	International Meeting 
	
	


	Suggested dates 

	

	Suggested title 

	


	Interest in organizing the Event:

	Can you give us a brief description of your interest in hosting the event, and how it will benefit your organization.




	Venue of the event 

	


	Distance from airport, train, etc.

	

	Facilities Available (conference rooms, internet points, computers and printers, etc.)

	 Annual Meeting: Please note that the annual meeting attracts between 200-300 participants.  A minimum of 4 rooms + 1 for plenary sessions ;  provide the maximum capacity for each room available

	

	Regional Meeting: please indicate the number of expected participants

	


	Number of staff members 

	Organization and management of the event
	

	Registration and support of the participants during the event
	

	What kind of other support can you provide




	Accommodation: please indicate type of accommodation (college, hotel, etc.), number  of rooms available  and average cost per room or range of room costs

	

	Sponsors and patronage: The conference organizers are responsible for fundraising. Who would you approach to fund the conference, and what sense do you have of the likelihood of obtaining funds?

	

	Tentative budget

	
	Total estimated cost 
	In kind

(Offered by sponsors and/or local organizer)

	Meals and refreshments
	
	

	Social events
	
	

	Hosting (rooms, technical equipments, etc.)
	
	

	Organization support (registration desk, conference pack, etc.)
	
	

	Computers, Internet connection
	
	

	Secretariat
	
	

	Invitation of keynote speakers
	
	

	Conference announcements, posters, etc.
	
	

	HDCA memberships
	
	

	Any other (e.g. scholarships, prizes, etc)
	
	

	
	
	

	TOTAL
	
	

	
	
	


Please, feel free to provide any other useful information.
I have read the conference notes, and am able, with the support of my institution, to fulfil the requirements of conference organizer, and propose to host the next HDCA Conference.

Date and signature

