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Events are the life blood of the RACI for several reasons 
- they bring valuable disposable revenue into the organisation
- they provide a benefit for our members giving them tangible outputs to justify the membership

fees they pay
- they provide networking platforms to the members
- they provide a professional development opportunity for our members
- they can act as a recruitment mechanism for new members

Any event must support the purpose of the RACI and confirm to the Vision, Mission and values of the 
organisation.  

Our Vision 

The RACI exists to improve the quality of life through leadership in the field of chemical sciences. 

Our Mission 

The Mission of RACI is to be the Australian voice for chemical sciences and to advance the professional 
interests of its members. 

Our Values 

Trust. 

Innovation. 

Inclusive. 

Our events must be professionally organised and presented and it has to be understood that our 
principles of diversity, inclusion must be followed and we must ensure that anyone involved in our 
events is not subject to any type of discrimination, sexual harassment or bullying. 
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Event Type Purpose Target Audience Who and how delivered? Available 
to non-
members? 

Fees charged* 

Game changer debate Provide well-rounded 
information about a 
contentious issue where 
both sides are presented 

All members with an 
interest in the issue; 
non-members 

Divisions, Groups, National Groups; 
prominent moderator required; face-to-
face or online or hybrid; 1-2 hours 

yes yes 

Round-table discussion Develop/show position on 
news/policies via a closed 
discussion 

All members with an 
interest and with 
relevant 
background/experience 

Board, Divisions, National Groups; face-to-
face or on or hybrid line; 1-2 hours 

no no 

Masterclass Hands-on experience in a 
particular topic 

All members; non-
members 

Divisions, Groups, National Groups; 
partners; consultants; face-to-face 
workshops 

yes yes 

Panel session Facilitate interactive 
discussion/exploration of a 
topical issue with different 
perspectives 

All members; non-
members 

Divisions, Groups, National Groups; 
partners; consultants; preferably face-to-
face; about half a day 

yes yes, depends on 
topic's pulling 
power 

Career summit Provide targeted, high-
quality content; encourage 
career development. Bring 
in employers 

Early career members 
and students initially; 
could later be expanded 

Partners; consultants; preferably face-to-
face; about half a day. Can include panels, 
round-table and master class types 

no free or minimum 
cost covering 
expenses 

Seminar/Webinar with 
keynote speaker 

Interactive session that 
dives deep into a topic 

All members; non-
members 

Divisions, Groups, National Groups; face-
to-face or online or hybrid; 1-2 hours 

yes yes, depends on 
speaker's pulling 
power 

Networking and Award 
functions 

Retain members; find some 
new members (secondary 
purpose) 

All members and guests 
invited by members 

NO, Branches, Divisions, National Groups, 
Groups; preferably face-to-face; charge for 
food and beverages possible 

no, only 
member 
guests 

should at least 
cover costs 

Conferences Professional development, 
networking, furthering of 
knowledge 

Chemists; members and 
non-members 

Divisions, National Groups; possibly 
Branches; face-to-face with some online 
content, discussion; usually multi-day 
events [can incorporate other event types 
in program] 

yes yes 

Student conferences; 
bootcamps 

Professional development, 
networking, furthering of 
knowledge 

Students Divisions, National Groups; possibly 
Branches; face-to-face preferred; usually 
more than one day   

Yes Minimum fee, try 
to cover costs with 
sponsorship 

*Non-members to be charged at all events outside member attraction and outreach activities. Typically, non-member fee needs to be around  $25 or 130%
of fee charged to members, whichever is the larger amount.
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Introduction: 

The purpose of this policy is to articulate the Royal Australian Chemical Institute’s (RACI’s) commitment to the 

elimination of discrimination, sexual harassment and bullying.  The RACI regards discrimination, sexual 

harassment and bullying as a serious breach of the Code of Conduct. Members, volunteers and employees 

must treat everyone with respect and must aim to act as a beacon for good behaviour at events, including 

conferences, functions, meetings and social events, wherever RACI members are involved. It is the 

responsibility of all RACI members, volunteers and employees to provide a safe environment free from 

discrimination, sexual harassment and bullying at RACI events.  

This policy aims to: 

• create an environment that is free from discrimination, sexual harassment and bullying and where all

members of the RACI community are treated with courtesy, dignity, and respect.

• promote appropriate standards of conduct at all times.

• implement strategies to ensure that all RACI members are aware of their rights and responsibilities in

this area.

• encourage the reporting of prohibited behaviour.

• protect against victimisation or reprisals.

Purpose: 

The purpose of this document is to outline RACI’s position on discrimination, sexual harassment and bullying. 

Separate complaints and grievance procedures, based on the principles of natural justice, have been 

developed by the RACI to treat all complaints in a serious, sensitive, fair and timely manner. 

Definitions: 

Bullying: Behaviour that is unreasonable and creates a risk to health and safety. Examples of 

bullying include, but are not limited to: 

• verbal abuse, swearing or name calling.

• exclusion or isolation of a person.

• repeatedly making jokes or remarks about a person.

• intimidation.

• threats, coercion.

• spreading misinformation or malicious rumours.

• constant criticism or insults.

• deliberately withholding information critical for a person’s work.

Complainant: A person who, individually or in conjunction with others, make(s) a complaint under 

the RACI’s Discrimination, Sexual Harassment and Bullying Policy. 

DISCRIMINATION, SEXUAL HARASSMENT AND BULLYING POLICY 

Date: November 2020 Page 1 of 3

Date: October 2020

HR Policy  HRP 1 
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Discrimination: There are two forms of discrimination: 

Direct discrimination occurs when people are treated less favourably because they 

belong to a particular group or category of people, for example based on sex, ethnicity, 

age, sexual orientation or gender identity. It also includes treating someone unfairly 

because of a stereotype about the particular group or category of people.  

Indirect discrimination exists when there is a requirement (a rule, policy, practice or 

procedure) that is the same for everyone, but which has an unequal or 

disproportionate effect or result on particular groups. Unless this type of requirement 

is reasonable in all the circumstances, it is likely to be indirect discrimination.  

It is understood that discrimination does not always imply intent or malice but can be 

a consequence of unconscious biases. 

Discrimination and bullying should not be confused with legitimate comment, criticism 

and advice, including negative comment or constructive feedback, on the work or 

behaviour of an individual or group. 

Respondent: A RACI member, volunteer or employee against whom a complaint has been made 

under the RACI’s Discrimination, Sexual Harassment and Bullying Policy.  

Sexual harassment Sexual harassment is unwelcome conduct of a sexual nature which makes a person 

feel offended, humiliated and/or intimidated, and where that reaction is reasonable in 

the circumstances. Examples of sexual harassment include, but are not limited to: 

• staring or leering.

• unnecessary familiarity, such as deliberately brushing up against a person or

unwelcome touching.

• suggestive comments or jokes.

• insults or taunts of a sexual nature.

• intrusive questions or statements about a person’s private life.

• displaying posters, magazines or screen savers of a sexual nature.

• sending sexually explicit emails or text messages.

• inappropriate advances on social networking sites.

• accessing sexually explicit internet sites.

• requests for sexual acts.

• unwanted, repeated requests to socialise.

• behaviour that may also be considered to be an offence under criminal law,

such as physical assault, indecent exposure, sexual assault, stalking or

obscene communications.

Behaviour that is based on mutual attraction, friendship and respect is not sexual 

harassment. 

Victimisation Victimisation means punishing or threatening to punish someone in the context of 

this policy. It is against the law to punish or threaten to punish someone because 

they have: 

• asserted their rights under equal opportunity law.

• made a complaint.

• helped someone else make a complaint.

• refused to do something because it would be discrimination sexual

harassment, bullying or victimisation.
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Policy 

The Royal Australian Chemical Institute will not tolerate discrimination, sexual harassment or bullying under 

any circumstances. Responsibility lies with every employee, volunteer and member to provide an environment 

free from discrimination, sexual harassment and bullying. 

This policy applies to conduct that takes place at events, including, but not limited to conferences, functions, 

meetings and social events, where RACI members, employees or volunteers are involved.  

No employee, volunteer or member at any level should subject any other employee, volunteer, member, 

contractor or visitor to any form of discrimination, sexual harassment or bullying 

The Royal Australian Chemical Institute strongly encourages any person who feels they have been 

discriminated against, sexually harassed or bullied, or who has witnessed such behaviour, to take immediate 

action. Where possible, the person should also keep a confidential record in a safe place of times, dates, 

places and details of any offending behaviour, as well as the names of the offending person and any witnesses. 

If the person feels comfortable in doing so, the issue can be raised with the offending person directly with a 

view to resolving the issue by discussion. The employee, volunteer or member should identify the 

discriminatory, harassing or bullying behaviour, explain that the behaviour is unwelcome and offensive, and 

ask that the behaviour stops.  

However, given the seriousness of discrimination, sexual harassment and bullying, the RACI recommends that 

this discussion happens in consultation with the relevant manager, CEO or another RACI office bearer or 

member.  

Alternatively, or in addition, the behaviour may be reported using the RACI complaints form available on the 

website. Once a report is made the RACI will determine how the report should be dealt with in accordance 

with its obligations, policies and procedures.  

Any reports of discrimination, sexual harassment or bullying will be treated seriously and promptly with 

sensitivity. Such reports will be treated as completely confidential but the person who is the subject of the 

complaint (respondent) must be notified under the rules of natural justice. The RACI will protect all those 

involved in the process from victimisation.  

Complainants have the right to have support or representation throughout the process, and the option to 

discontinue a complaint at any stage of the process. 

The respondent also has the right to have support or representation during any investigation, as well as the 

right to respond fully to any formal allegations made. There will be no presumptions of guilt and no 

determination made until a full investigation in accordance with RACI policies and procedures has been 

completed. 

No employee, volunteer or member will be treated unfairly as a result of rejecting unwanted advances and 

making any complaint or report under this policy.  

Disciplinary action will be taken against anyone who victimises or retaliates against a person who has 

complained of discrimination, sexual harassment or bullying, or against any person who has been named as 

a respondent. 

All complainants have the right to seek the assistance of the relevant tribunal or legislative body to assist them 

in the resolution of any concerns. 

Policy number HRP 1 Version Ver 1 
Drafted by Board Approved by Board on <<insert date>> 
Responsible person Board Chair Scheduled review date November 2021 
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Short Events Procedure

Revised Date: November 2020 Page 1 of 2 

RACI SPONSORED EVENTS OF TWO OR LESS DAYS 

An event is defined as any professional development, networking or social  activity conducted by 

a Branch, Division or Group, under the auspices of the RACI, for which a registration fee may be 

charged.  

These meetings are extremely valuable to the RACI as they are a major benefit of RACI 

membership.  

The Board has overall fiduciary and financial responsibility for the RACI and is ultimately 

responsible for all activities conducted under the RACI's banner. With events of  two or less days 

the Board has delegated this authority to the CEO and National Office staff to fulfil its 

responsibility of due diligence. 

RACI functions not endorsed by the RACI Board through the National Office are not covered by 

the RACI Public Liability insurance.  

The RACI name and logo cannot be used in any advertising or promotional materials until the 

National Office has approved and endorsed the event. 

It should be noted that the RACI has imposed diversity targets to increase the gender diversity in 

RACI activities. For events the targets are for at least 30% of the presenters to be female and, 

where organising committees are involved, females make up at least 40% of the numbers.  

It should be noted that if the proceedings are going to be recorded privacy and intellectual 

property regulations are applicable and permission from the presenters and/or their 

organisations must be obtained.  

Events Procedure EP 1 
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Procedure 

 Once a Branch, Division or Group has decided to hold an event of less than three days, the

Chair of the Organising Committee or person responsible for the event, should immediately

complete an Event Endorsement Form [EF1] and a budget

 It is expected that events should run at a surplus. Outreach activities and membership drive

initiatives may be the exception to this.

 The event is for the benefit of RACI members and thus the delegate pricing must factor in a

minimum surcharge of the higher of $25 or 30% of the member registration fee for non

members unless the event is either an outreach or member attraction activity.

 Kindred society members with reciprocal event fee agreements attract RACI member rates

 RACI student member registration fee should at least cover costs. Non member students

should either be charged the same price as non members or have a price differential over

student members of the higher of $10 or 30% of the student member fee.

 If the event is to be recorded the permission of the presenter and/or their organisation must

be obtained on the appropriate release form and should be returned to the National Office

 Once complete, the event endorsement form, the budget and any consent forms should be

sent to the  Financial Officer in National office for authorisation. The financial officer will

review the form to ensure all requirements are met, issue it with an accounting Job number

and submit it to the CEO for final approval. No financial commitments must be made until

the submission has been approved.

 Once the CEO has signed the approval forms the document will be scanned and returned to

the organisers and the relevant Branch or Divisional committees.

 All income and expenditures for the event will be recorded against the job number allowing a

profit and loss statement to be produced.

 Post event the Financial officer will provide both a profit and loss statement and activity

statements to the event organisers

 The event organisers must provide a brief report on the event performance to budget in the

form of delegate numbers, income, expenditure and bottom line result. They must also

report on the gender balance results achieved, organisers, presenters and participants.

RGS 5/12/2020 
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EVENT ENDORSEMENT FORM
USE FOR IN-PERSON, ONLINE OR HYBRID EVENTS       EF 1.1

This form is used by Branches, Groups and Divisions of

RACI when planning events. 

Please ensure the event is not too long; In-Person events

lasting less than 3 days. For online events 1 hour is ideal.

B R A N C H , G R O U P , D I V I S I O N

Remember our gender
equity/diversity policy

when selecting
speakers and

organisers

E V E N T T I T L E

E V E N T F O R M A T
In-Person

Hybrid

Online: Meeting Style

Online: Webinar Style

E V E N T D A T E

E V E N T T I M I N G Start End 

H O S T N A M E

E M A I L

P H O N E

R E G I S T R A T I O N C L O S E Date Time

C H A I R N A M E P H O N E

E M A I L

T R E A S U R E R N A M E P H O N E

E M A I L Page 8 of 29



E V E N T R E V E N U E Registration Fees Sponsorship

Other
Please attach your Budget Spreadsheet.

Must be enough to cover projected expenses

by 15% or more

R E G I S T R A T I O N F E E

RACI Student Member
RACI Member

Reciprocal Society Member

Non-Member
Non-Member Student

A P P R O X N U M B E R S P R I C E P E R T I C K E T

S P O N S O R S H I P

Who will provide sponsorship and how
much? Provide contact details for invoicing.

R E C I P R O C A L S O C I E T Y

Which reciprocal societies are able
to get discount registrations?

A D V E R T I S I N G

Which divisions or areas of
interest should be notified?

W E B S I T E D E S C R I P T I O N

Provide a detailed description to be uploaded to
the event registration page. If you need more

space, please attach a document. 

S I G N E D B Y C H A I R O R T R E A S U R E R

D A T E

R A C I A D M I N O F F I C E R S I G N A T U R E

Acknowledged & recorded for Public Liability Insurance

J O B N O .

Submit this form with a simple budget a minimum of 6 weeks prior to the virtual
event to the RACI Event/Regional Coordinator to prevent clashes with other events.

raci-vic@raci.org.au

(Please specify)

Sign

Sign

Date
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RMIT Classification: Trusted#

Projected Income Source Price Unit Amount
Sponsorship (see notes) $0.00
Attendance Fees (Member) $0.00
Attendance Fees (Non-Member) $0.00
Attendance Fees (Reciprocal Society Member) $0.00
Attendance Fees (Student Member) $0.00
Attendance Fees (Student Non-Member) $0.00
Other Income Source (please specify) $0.00
Total Income $0.00

Projected Expenditure Price Unit Amount
Venue Hire $0.00
Catering (Food) $0.00
Catering (Drinks) $0.00
Equipment Hire $0.00
Speaker Gift $0.00
Speaker Costs $0.00
Travel $0.00
Accommodation $0.00
Awards and Prizes $0.00
Other Expenses  (please specify) $0.00
Total Expenditure $0.00

$0.00
#DIV/0!

Instructions
1. Provide the event name and the Group organising it in the ORANGE cells
2. Fill individual costs and incomes in the YELLOW cells
3. Provide unit numbers for each item in the GREEN cells. The amount (GREY cells) will be calculated automatically
4. Add Notes/comments if required in the BLUE cells
5. If an item is not relevant to your event, simply leave the cells empty
6. Do not modify any other cells. If in doubt, contact the VIC Coordinator at raci-vic@raci.org.au
7. Attach your completed Budget to the Event Endorsement form
8. Send the package to the VIC Coordinator at raci-vic@raci.org.au

Projected surplus

Event Name:
Group:

 Notes

 Notes

Basic Event Budget

If this is part of a recurring/rolling sponsorship, please delete this text and specify here the details

The "projected surplus" cell will become green when this is achieved.

Budget Totals

The total income should be at least 15% larger than the total expenditure to account for administration costs. 

EF 1.2
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Virtual Event Process & Guidelines 2020 
Welcome to the new process for developing an RACI virtual event. We have simplified this process as 
much as possible to make it efficient and easy for all of us to work together and deliver successful events 
for our community.  

5 simple steps 

Once you have developed the concept, date and budget for the event and have gained approval from your Event 
Chair or Treasurer, please follow these simple steps. 

1. 6 weeks prior to the event, complete the virtual event endorsement form and email it for approval to Mary
Pappa at the RACI National Office on mary.pappa@raci.org.au
The virtual event endorsement form can be found here: https://www.raci.org.au/document/item/4530

2. 5 weeks prior to the event, Mary will advise if the event is approved and send through the Zoom links if
approved. The regional coordinator will then place the event live on the RACI website.

3. 4 weeks prior to the event, RACI National Office will commence a marketing campaign in conjunction with
your own marketing.

4. Your event runs and we wish you every success. Please remember to take photos, especially if you have a
speaker.

5. 1 week after the event, please write a short article (approx. 1 short paragraph) about the event and provide it
and a few photos to your regional coordinator for inclusion in the monthly newsletters and the RACI website.

Helpful Tools 
• Hosting a Meeting or Webinar Quick Guide

https://www.raci.org.au/document/item/4549
• Helpful advice about using Zoom for Virtual Events

https://www.raci.org.au/document/item/4550

EF 1.3
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Release Form for the use of webinar recordings 

Date: Nov 2020 Page 1 of 1 

Agreement to use of recordings of presentations from RACI webinars 

I (full name)  ....................................................................................................................... 

of (address)   ....................................................................................................................... 

email address ....................................................................................................................... 

agree that: 

1. The Royal Australian Chemical Institute (RACI) may record my presentation delivered at a RACI
organised webinar

2. The RACI may place the recording on their website and/or u-tube channel  and may use the
recording of my presentation in part or complete for the purposes of education, information,
promotion, public relations and fundraising connected with the RACI.

3. The recording may be edited at the RACI’s sole discretion; the RACI may incorporate any part
of the recording of my presentation in their Publication/Reproduction.

4. I will not retain any rights, including copyright, or interest in the Recording.
5. I will receive no payment for the use of the recording of my presentation, image or voice, by

the RACI.
6. I release and indemnify the RACI from any loss, damage, cost, expense, or claim arising out of

the use of the recording of my presentation, image or voice, including action for defamation,
libellous material, breach of privacy, or copyright.

Signature ..................................................................................... Date ............................... 

Note: If you are under 18 years of age, a parent or guardian must fill in this section 

Name of Parent/Guardian .................................................................................................. 

Address ............................................................................................................................... 

Signature .................................................................................... Date ............................... 

RGS 29/11/2020 

Events Form EF 1.4 
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Conference Organising Procedure
Revised Date: Nov 2020 Page 1 of 3 

CONFERENCES OF THREE OR MORE DAYS 

All conferences of three or more days sponsored by the RACI Branches, Divisions, or Groups, must obtain 
Board approval and endorsement. The Conference Approval Form is available on the RACI website member 
resources section  www.raci.org.au under downloads and must be completed and sent to the National Office. 
Endorsement by the RACI Board will automatically cover the conference with Public Liability insurance under 
the RACI insurance policy. 

Conference approval timing 

The conference approval documentation is required to be completed and sent to the CEO at least 12 months 
prior to a conference. 

Professional conference organiser 

For events with expected numbers below 400 organising the event in house, without the services of a PCO, 
should be strongly considered, National office can provide this service. 

If a Professional conference organiser is to be engaged the RACI preferred supplier should be used. However, if 
the conference organising committee wish to use a third party a full quote from both the preferred supplier and 
the alternative must be obtained covering all aspects of services expected to be provided, or procured, by the 
PCO.  
A justification for not using the preferred supplier must accompany the approval form.  
An alternative PCO may not be engaged until approved by the Board.  
All contractual documentation must be signed by the CEO. 

Where a PCO is to be used it is expected the PCO runs a trust account and uses their ABN to deal with all 
conference GST related issues distributing the surplus to the RACI on accounts finalisation. The accounts must 
be audited post the event. 

Inclusion and diversity 

The RACI is committed to improving the diversity balance within the chemical sciences and to be approved all 
RACI sponsored events must conform to the Institutes Inclusion and Diversity policy and the relevant targets in 
place at the time of application. 
The current requirements are:- 
- The inclusion and diversity policy to be available on the conference website
- 30% of organising committee must be female
- A minimum of 30% of all plenary, keynote and invited speakers must be female
- 40% of session chairs must be female
- Anonymous participant diversity tracking must be integrated into the registration process (gender, non-

English speaking background, Aboriginal or Torres Strait Islander, Disability)

Event Procedure EP 2 
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- Targets must be set and the finale report must include a section on performance to target
- Harassment policy must be stated and a harassment officer appointed

Finances 
The approval forms must be accompanied with a reasonable budget estimation using the template conference 
budget format. The budget must be calculated on the expected number of delegates with a range of numbers 
20% less than expected to 10% greater. With larger conferences the preferred provider PCO can be of great help 
here as they will have experience with similar sized conferences. The financial goal of the conference is to make 
a 15% surplus on delegate income.  
It is important that commercial partner support is not the driving force behind the surplus calculation and the 
conference should aim to break even after State and City grants but before commercial exhibitions and 
sponsorship. 

Fee structure 
Conferences are for the benefit of RACI members, to assist in the development of young chemists and 
encourage people to become members of the RACI. The fee structure should be set to achieve these aims and 
to entice delegates to register early. Guide lines are:- 

- A 20% surcharge applies on the early bird rate for late registrations
- A 30% surcharge applies to conference registration fees for non members.
- Any Kindred society members may attend the conference at member rates. There must be a kindred

society agreement in place offering the same privileges (reciprocal rights) to RACI members. Australian
based members of an overseas located institution are excluded unless approved by the Board.

- Student fees should be no more then 60% of normal fees but preferably set at 50%. They must cover the
variable cost of the event.

- A conference dinner can be included in the delegate fee or it can be charged as an extra. The decision
on the method to use will be at the discretion of the organising committee however the underlying
objective must be to have as many people attend as possible for networking opportunities.

Sponsorship and exhibitors 
To achieve the overall goal of a 15% surplus on delegate fees and to ensure the conference has suitable benefits 
for the delegates the active participation of sponsors and a trade exhibition are essential, however estimates of 
commercial income must be conservative with the available pool of commercial partners decreasing as 
industries are moving off shore. 

Conference Partners  
Conferences may be organised in conjunction with other events. To make use of the RACI Public Liability 
insurance cover the approval process still must be followed. 
A Memorandum of Understanding [MOU] must be provided that details various parties, outlines the aim of the 
conference, lists the activities and the responsibilities of the various partners, itemises the conference seed 
funding from each party and the  distribution of any surplus and allocation of any deficits. 

Conference advertising 
The RACI name and logo cannot be used in any advertising or promotional materials until Board endorsement of 
the conference.  
All advertising material must carry the current RACI branding. 
The event will be placed on the events page of the RACI web site. 
Advertising may be placed in the Chemistry in Australia free of charge 
Advertising may be placed in regional and national newsletters free of charge 
Direct e-mail blasts to the membership or particular sections of the membership may be made through National 
Office. 
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Conference reporting 
Regular updates of performance to budget must be made and if these indicate a deficit situation may result the 
CEO must be informed immediately. 
Once the conference has been held, a notice will be sent to the Chair of the Organising Committee reminding 
him/her an interim report is due within two (2) months. A final financial report must be sent within six (6) 
months of completion of the conference. 

The Chair of the Conference Organising Committee should forward a conference report to the Board within two 
(2) months of the completion of the Conference. This report should include a summary of attendees and the
success in meeting the demographic targets, RACI members and students and non members, the attendees'
Division group (applicable if the conference is a joint Division event), an overview of the conference and a
preliminary financial report if there are still outstanding accounts. All exhibitors and sponsors attending the
conference should be listed together with their contact details. A final financial report should be sent within six
(6) months of the completion of the conference including a budget variance report listing actual numbers
against the final budget numbers.

It is vital details on conference delegates, sponsors and exhibitors be maintained together with a final report 
outlining areas that need more attention to assist with future conferences organisation, promotion and support. 

Approval process in NO 

Required documentation: 

• Conference approval form

• Budget

• PCO quotes [if preferred supplier not used]

• Justification to use third party PCO

• MOU if a joint venture

Upon receipt of the Conference Approval Form, the form will be filed in the conference file and initial review 
made 

• If the documentation incomplete or does not meet the standards it is returned to Conference
Chair.

• If in order the documentation forwarded to the treasurer for financial approval of the budget.

If the treasure approves the  budget the Conference Approval Form and budget to be forwarded to the Board 
for approval at the next Board meeting. 

Once the Board has approved the conference, the Chair of the Organising Committee and Branch President or 
Division Chair will be notified. 

If a the event is divisional based the Branch President in the state or territory where the event is to be held 
will be notified. 

The original signed form will be filed and the conference will be added to the list of conferences on the RACI 
website.  

Once the final report has been received it will be filed with the signed approval form. 

RGS  10/11/2020 
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Conference Approval Form
 Rev. Date: April 2019 Page 1 of 3 

This form should be completed and submitted to the National Office at least twelve months prior to the 

commencement date of the conference and before a PCO is appointed. Late forms may be rejected. 

Once the proposed conference is approved by the Board it will to be covered by RACI Liability 

Insurance,  the RACI will underwrite any losses and, on request, RACI National Office will provide seed 

funding subject to any conditions imposed by the Board. 

For events < 350 delegates it’s strongly recommended that the RACI be used as the professional 

conference organiser [PCO] and for those > 350 the RACI’s preferred supplier should be used. 

If a PCO other than the RACI or the RACI’s preferred supplier is being considered quotes must be 

obtained, of which one must be from the RACI preferred provider.  

If the PCO selected is not the preferred supplier a short justification must accompany the approval form 

and a copy of the proposed contract vetted by the NO.  

A draft budget must accompany the approval form. Sponsorship and commercial support is increasingly 

difficult to obtain and the budget must reflect that the event can make a surplus on registration fees 

alone. [A budget Excel spreadsheet template is available from N.O.]. The required standard is for the 

budget to reflect a surplus of 15% on delegate fees on the expected number of delegates prior to any 

commercial inclusions.  

It is important to note that unless a PCO is used for all financial aspects of the conference all funds 

must flow through the RACI financial system. On no account can non RACI bank accounts be used. 

If the conference is a joint event with any sharing of income, expenses or surpluses a Memorandum of 

Understanding with the partner organisation should accompany the application. 

The RACI is committed to improving the diversity balance within the chemical sciences and to be 

approved all RACI sponsored events must conform to the Institutes Inclusion and Diversity policy and 

the relevant targets in place at the time of application. 

The current requirements are:- 

- The inclusion and diversity policy to be available on the conference website

- 30% of organising committee must be female

- A minimum of 30% of all plenary, keynote and invited speakers must be female

- 40% of session chairs must be female

- Anonymous participant diversity tracking must be integrated into the registration process

(gender, non-English speaking background, Aboriginal or Torres Strait Islander, Disability)

- Targets must be set and the finale report must include a section on performance to target

The approval form, supporting documents and budget should be forwarded to the RACI National Office, 

for prior approval by the CEO and the Hon Gen Treasurer before final ratification by the Board.  

Conference Title 

RACI Organising Body [s] 

Partner organisations 

Conference Dates 

Conference Venue 

Events Form  EF 2.1 
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Set Appropriate Diversity Targets 

 Diversity Target 

 % females 

Organising committee Plenary Speakers Keynote Speakers 

Invited Speakers Total Speakers Invited Session chairs 

Conference Organising Committee Information  (Chair & Treasurer must be full RACI members) 

Conference Committee Chair 

Email   |  Telephone 

Conference Treasurer 

Email Email   |  Telephone 

Harassment officer    

The “go to” person for delegates 

in the event of harassment issues 

Email   |  Telephone 

Balance of Organising 

Committee  

Name and task 

Name Task 

Does The Organising Committee Makeup Meet Diversity requirements - YES / NO

Will there be anonymous diversity tracking in  registration process (gender, non-English 

speaking background, Aboriginal/Torres Strait Islander, Disability)         -       YES / NO   

Budget Details – Must be provided 

Is the budget attached? Yes   /   No 

Will Seed funding be required Yes   /   No 

If yes, how much? 

What is the surplus % (on fees) 

Will the P.C.O. be doing the 

accounts and the GST issues? 
Yes   /   No 

If yes will figures be audited Yes   /   No 

Is there a Profit/Loss agreement 

including any seed funding with 

a partner organisation 

Yes   /  No 

If Yes please attach copies of M.O.U. 

Please list the signatories 

besides the treasurer for 

approval of invoices.  

(Must be a Full RACI Member) 

Preferred Professional Conference Organiser 

Below 350 people using NO is strongly recommended otherwise if PCO not ICMSA attach justification 

P.C.O. name

Contact Person 

Address 

Email 

Telephone 

NO approved Contract if PCO is 

not the preferred supplier  

Done/Not Done 

Registration Fee  

Registration Fees per category. 

A 30% surcharge is 

recommended between 

registration fees for: 

- Member and non-member.

- Early bird & std registration

Students price should cover

variable costs 

Early Bird RACI, Partner & Kindred Soc. $ 

Early Bird non-member $ 

Early Bird Student RACI, Partner & Kindred Soc. $ 

Early Bird non-member student $ 

Standard RACI, Partner & Kindred Soc. $ 

Standard non-member $ 

Standard Student RACI, Partner & Kindred Soc. $ 

Standard non-member student $ 
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Is the conference dinner included in registration Yes   /   No 

Are there student bursaries? If Yes, please provide details on separate document Yes   /   No 

Will there be a trade display? Yes   /   No 

Estimated Attendance 
Members Non members Total 

BRANCH OR DIVISION APPROVAL 

CONFERENCE CHAIR: 

DATE: 

BRANCH PRESIDENT/DIVISION CHAIR: 

DATE: 

_____/______/________ 

_____/______/________ 

RACI NATIONAL OFFICE USE 

APPROVED: 

CEO SIGNATURE: 

DATE: 

YES / NO 

_____/______/________ 

APPROVED: 

HONORARY GENERAL TREASURER SIGNATURE: 

DATE: 

YES / NO 

_____/______/________ 

FINAL BOARD APPROVAL 

APPROVED: 

RACI PRESIDENT SIGNATURE: 

DATE: 

YES / NO 

_____/______/________ 

CEO  SIGNATURE: 

CONFERENCE CHAIR ADVISED ON: 

Chemistry in Australia & RACI web notified: 

_____/______/________ 

_____/______/________ 

Check list 

1.) Approval Form fully filled in 

2.) Have appropriate diversity targets been set 

3.) Has Division Chair/Branch president and Conference chair signed document 

4.) PCO justification if not preferred supplier not selected 

5.) PCO contract approved by CEO if not RACI or preferred supplier 

6.) MOU if a joint event 

7.) Any descriptions of student bursaries being given 

8.) Budget indicating 15% surplus on delegate fees before commercial input 

Advertising Requirements 

 Chemistry in Australia? Yes   /   No 

National news letter Yes   /   No 

Targeted membership e-mail Yes   /   No 

What other societies would reach 

potential delegates 

What magazines / journals would reach 

potential delegates 
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Event Reporting

Rev. Date: Nov 2020 Page 1 of 2 

The RACI is committed to improving diversity of representation within the chemical sciences. To be 

approved, all RACI sponsored events must conform to the Institute’s Inclusion and Diversity policy and 

must have the relevant targets in place at the time of application. 

The RACI will undertake anonymous diversity tracking in the delegate registration process (gender, 

non-English speaking background, Aboriginal/Torres Strait Islander, disability).   

Event organisers and Conference chairs are required to set appropriate diversity targets as part of the 

RACI event  process, report on the actual results achieved and comment on performance to target.  

This reporting form, final financial statement and any supporting documents should be forwarded to the 

RACI National Office following the event, for approval by the CEO. 

Conference Title 

RACI Organising Body [s] 

Partner organisations 

Event/Conference  Dates 

Event/Conference Venue 

Set Diversity Targets (as per Conference Approval Form) 

 Target  

 % females 

Organising committee Plenary Speakers Keynote Speakers 

Invited Speakers Total Speakers Invited Session chairs 

Actual Results 

 % females 

Organising committee Plenary Speakers Keynote Speakers 

Invited Speakers Total Speakers Invited Session chairs 

Selected Speakers (Accepted Abstracts) 

Performance to Target Conference Organising Committee Comments 

Organising committee: 

30% female 

Plenary, keynote and invited speakers: 

minimum 30% female 

Session chairs: 

40% female 

Events Form EF 3
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Was the RACI Inclusion and Diversity policy available? - YES / NO

Was the Anti-Harrassment Policy made available to all delegates? - YES / NO

Were any reports made to the designated Harrassment Officer? - YES / NO

If yes, were all reports resolved to the satisfaction of the Harrassment Officer?  - YES / NO 

Financial Statement Details – Must be provided 

Is the final financial statement attached? Yes   /   No 

Event/Conference Organising Committee Information 

Committee Chair 

Email   |  Telephone 

Treasurer 

Email Email   |  Telephone 

BRANCH AND OR DIVISION SIGN OFF 

EVENT / CONFERENCE CHAIR: 

DATE: 

BRANCH PRESIDENT/DIVISION CHAIR: 

DATE: 

_____/______/________ 

_____/______/________ 
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Release Form for the use of video recordings and images 

Date: Nov 2020 Page 1 of 1 

Agreement to use of image, voice, biographical material and other 
information from RACI events 

I (full name)  ....................................................................................................................... 

of (address)   ....................................................................................................................... 

email address ....................................................................................................................... 

agree that: 

1. The Royal Australian Chemical Institute (RACI) may record my image, voice, biographical
material or other information about me on photographs, or any other media for audio and
visual only reproduction (‘the Reproduction’).

2. The RACI may use photographic, video, or digital images in which I appear, or in which my
voice, biographical material or other information concerning me is used, in publications
(including but not limited to brochures, booklets, videotapes, reports, press releases,
websites, social media and exhibits) (‘the Publication’) for the purposes of education,
information, promotion, public relations and fundraising connected with the RACI.

3. The Publication and/or Reproduction will be edited at the RACI’s sole discretion; the RACI may
incorporate any part of the recording of me in the Publication/Reproduction.

4. I will not retain any rights, including copyright, or interest in the Publication/Recording.
5. I will receive no payment for the use or recording of my image, voice, biographical material or

other information by the RACI.
6. I release and indemnify the RACI from any loss, damage, cost, expense, or claim arising out of

the use of my image, voice, biographical material or other information about me, including
action for defamation, libellous material, breach of privacy, or copyright.

Signature ..................................................................................... Date ............................... 

Note: If you are under 18 years of age, a parent or guardian must fill in this section 

Name of Parent/Guardian .................................................................................................. 

Address ............................................................................................................................... 

Signature .................................................................................... Date ............................... 

Events Form EF 3 

RGS 29/11/2020
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Document ID: FP5 RACI Business Centre Financial Procedures 

 Commercial partner support Procedure 

 Date: October 2020 Page 1 of 1 

GENERAL 

Commercial Partner support income can amount to a substantial amount of funds and is an area of 
particular concern for auditors who require a procedure to be in place that mitigates against any 
risk of misappropriation of funds.  
An equally important area to address is what benefits the commercial partner will be receiving for 
the funds given. The process is a contractual one where, essentially, they are paying for a service or 
product we are providing and there needs to be no doubt about what the contractual obligations 
are, be it displaying banners at an event, their branding on the website etc. 

Procedure 

1.) The person negotiating the sponsorship fills in form FF5 noting the following 

 Initiators name

 Initiators contact details

 Commercial partners name

 Contact person name and contact details

 What event or activity is being supported

 Support package offered

 RACI's obligations

 Initiator to sign document

2.) The form is sent to the financial officer who 

 Generates an invoice based on the request form

 Sends the invoice to the commercial partner copying in initiator

 Has CEO sign the request and invoice and files them for record purposes

3.) On receipt of payment the financial officer 

 Records the amount paid and date received on the request form

 Sends a copy of the completed request form to initiator

 Enter amount received against the relevant Job number and business centre in MYOB

 Has the CEO reconcile the original request with  journal entry and sign it off

4.) After the event or supported item is completed the initiator to tick off what was supplied to the 
commercial partner against the listed obligations and, if possible, get the partner to sign off. 
The completed document to be sent to NO for final filing.  

Finance Procedure FP5 
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Document ID: RFP000007 RACI Business Centre Financial Procedures Oct 2020

 

 Commercial partner support form 

 Date: October 2020 Page 1 of 1 

This form is to be used for all commercial partner support initiatives. The purpose of the form is to:- 

 Create an audit trail for the transaction.

 Provide the required information to generate an invoice

 To list the RACI's obligations in the transaction and to measure if they have been delivered

 To inform the initiator that the funds have been received.

Invoice information 

Initiator 

Name email 

Commercial 
Partner 

Company Contact email 

Event/activity 
supported 

Name Business centre Job number 

Support 
offered 

Amount GST Total 

Obligations Provided? 

Initiator 
signature 

Date 

Financial 
Officer 

Date 

CEO Date 

Finance Form FF5 
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Conference – Organisational pointers 

1.) Venues 
a. Conference centres. Conference centres are expensive to rent venue spaces and you are a

captive audience for their catering which is also not cheap. There are a lot of hidden costs
such as AV, technicians, speaker room supervision, security, Goods delivery and cleaning so
make sure you get a detailed costing of everything.

If it’s a big conference or an international conference a number of the states support their 
conference centres so it’s very important that this avenue be secured before choosing the 
venue. Generous states are QLD, VIC and SA. Currently NSW does nothing.  

b. Hotels. They try and catch you with cheap venue costs but these are linked to minimum
spends on catering for which prices are expensive [2 to 3 times  convention centres]. They
also try to get you to commit to taking  a set number of hotel rooms for delegates.

c. Universities. These are the cheapest option but have the disadvantage of not being
designed for conferences and having little open space for exhibitions and catering. They
normally don’t have in house catering but there are good external companies that can do
this. The other disadvantage is the limited availability. You can’t run an event during term
time.

2.) Commercial involvement 
Commercial partners are getting increasingly hard to get. Many of the Chemistry based 
conferences are highly specialised and have little attraction power for sponsors or exhibitors. To 
make matters worse the marketing budgets of possible partners are getting cut and many are 
moving off shore so you are not dealing with Australian based players. 
It’s important to treat the commercial income as the “cream” and not depend on them to pay for 
the routine conference costs. Budgets should aim at breaking even at the expected number of 
delegates before any commercial partner income. 

3.) Delegate planning 
Delegates are the majority income source for any conference. 

a. The starting point is how many are you expecting. If it’s a regular local event then you will
have a good idea of numbers but still be conservative. Money is tight people are becoming
time poor and there are likely to be competing events some where. If it’s an international
conference then the watch words of being conservative is even more relevant. Australia is
a long way from the rest of the world and expensive to get to and expensive to stay so
overseas visitors can not be counted on. Unless there is a very large local interest in the
subject matter you should only plan on 60% of normal event attendance numbers.

b. The next issue is student %. Student pricing normally contributes very little to the fixed
cost proportions of conference expenses basically covering the variable costs.
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The trend over the last 4-5 years is for students to make up a large proportion of the 
conference delegate demographic, > 40% and this has to be catered into the budget 
planning. The suggestion is 45%. It’s better to err on the side of caution.  

c. Earlybird. % Again recent history indicates that the majority of delegates register at
earlybird rates and by majority we are talking 85 – 90%. Again a sign of the tight financial
times. Large % of full conference rates makes the budget bottom line look good but are not
achievable.

d. The price. A balancing act. Has to be enough to make some surplus but not too much to
price yourself out of the market. The dinner is some thing else to factor into this as many
look at the package price. The rego price will, at the end of the day, depend on the
expenses. So the advice is to think carefully about the expense items. Particularly the
catering.

e. Participation. Delegates are more likely to register if they are participating actively. The
number of talks should be maximised [quality obviously paramount]. Don’t go for long tea
breaks and lunches, start early – finish late if you have enough good quality abstracts. Use 5
minute presentations as better than posters, gives exposure particularly for the ECR.

4.) Program 
The program quality is obviously important but the themes have to be relevant to what is going on 
in the subject area at that time to have any pulling power 
The program attracts delegates [and sponsors] so a fairly detailed program has to be available at 
least 3 months out. It doesn’t have to be perfect but must cover all the important bases. Label it 
“subject to change” and every time it is modified use this as subject matter for a newsletter. This is 
also important for overseas visitors who have to get visas to visit Australia. Some of these take a 
long time so the sooner the program’s out the sooner they can make their decision. 
Plenary / Keynote Speaker selection is obviously important and should be the core of the program 
structure BUT be careful with the financial assistance offers. Make them a definite fixed amount of 
money not a loose travel and hotel expenses offer  because you have absolutely no control over 
the latter and could land yourself in financial trouble or have an unhappy star speaker. 

5.) Professional Conference Organiser. 
A large cost item. Firstly for large conferences >350 they really have to be used as the organising 
is time consuming and quite complex however below this thought should be given to using NO or 
a combination of NO and organising committee. 
PCO costs vary but are normally around $100 per delegate and $20 per abstract. Only the tip of 
the iceberg as there are lots of other costs below. Websites, conference apps, advertising, 
disbursements [a personal favourite = slush fund]. 
We have a preferred supplier and they should be used unless good reason exists to use others. 
It’s always a good idea to get a “scope of work” from them. What are they going to do – what are 
they responsible for?  Don’t accept minimum number limits. They should be responsible in a good 
part for delegate raising. Don’t accept fixed management fees straight off -  cost per head could be 
better. 
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Conference Jobs to do 

Project planning Finalise conference dates 

Set abstract opening date 

Set registration opening dates 

Set abstract closing date 

Set  early bird closing dates 

Set program completion date 

Set dates for completion of website 

Set dates for news letter schedule 

Set dates for various prospectus and program completion 

Produce planning time line 

Estimate delegate numbers 

Estimate exhibitor numbers 

Estimate room requirements 

Set standards for catering - what / when 

Venue interactions Determine location(s) to be investigated 

Investigate likely state and city support available 

Identify likely venues 

Review venue facilities for delegate numbers and room requirements 

Obtain quotes from venues for space 

Get  quotes from venues on catering required 

Select venues 

Get detailed quote from venues based on skeleton program including all likely  rental 
expense items and AV costs 

Get catering quote 

Select venues 

Review for flexibility and sign contract 

Determine likely venues for dinner 

Obtain quotes for dinner 

Select venues 

Adjust room and catering dependant on registrations  

Work with venue AV to ensure streamline speaker prep process. 

Selecting exhibition build contractor 

Determine layout for exhibition 

Design of registration desk 

Approval from venue for exhibition design 

Marketing Logo design 

Obtain Conference URL 

Set up website 

Maintain website as event develops 

Design initial marketing material - fliers & newsletters 

Design newsletter format 

design commercial partner prospectus 

Set up prospective delegate data base 

Identify prospective commercial partners 

Design marketing program for delegates 
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design marketing program for commercial partners 

Executing marketing program 

Produce program for conference 

Designing signage for the venue 

Having signage made and erected 

Ensure partners get appropriate exposure  

Do post event surveys to identify problem areas. 

Registration Setting up fee structure 

Putting into system 

Receiving payments 

Acknowledging payments 

Ensuring all info is provided 

Dealing with queries 

Refunding drop outs 

Producing delegate tags 

Running the registration at the venue 

Providing certificate of attendance 

For international conferences 

Abstract Setting up abstract theme structure in system 

Receiving abstracts 

Acknowledge receipts 

Give access to reviewers to rank 

Appraise authors of review result 

Confirm they will present 

Reconcile presenters with registrations 

Follow up non registered presenters 

Notify technical committee of drop outs/non registrations 

Inform presenters of speaker preparation and requirements 

Accumulate all abstracts for dissemination to delegates 

Technical Program Determine conference theme 

Determine program structure - days/streams topics 

Determine session times / various types of speaker time slots 

Create program skeleton 

Identify plenary and keynote speakers and stand ins 

determine honorarium values for speakers 

Invite speakers - fill plenary then keynote 

Determine abstract topic requirements [how many for each theme] 

Review abstracts and identify orals for program 

Identify back up abstracts 

Inform oral presenters of selection 

Ask "down grades" if poster OK 

Follow up with presenters who have not registered 

Decide on poster session format 

Fill in speaker program 

Inform presenters of presentation times 

Inform technical committee of any speaker time issues 

Finalise speaker schedule 
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Let poster presenters know of position and date 

Identify session chairs and back ups 

Invite session chairs 

Finalise session chair schedule 

Social program Opening ceremony format 

Dinner format 

Poster session catering 

Any site visits 

Any partner program 

Financing Setting original budget dependant on original parameters 

Maintaining budget current as items change 

Receiving moneys 

Paying deposits as come due 

paying expenses as they become due 

Chasing non payers 

Managing cashflow 

maintain unique accounts for the event 

identifying financial problems early 

Working with committee to minimise impact of problems 

Review all contracts for suitability 

Keep copies of all contracts 

Ensure contracts are followed by all signatories 

Ensure GST is controlled and paid correctly 

Exhibition Will there be a registration - how big 

Identify area for exhibition - should be enough room for feeding delegates and close to 
poster area 

find and appoint a exhibition build contractor 

Decide on booth size 

Design floor plan for exbition area. 

Get venue's OK of the plan 

Decide on duration of exhibition bump in and out times 
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Document ID: EP000003 RACI event Procedure         Dec 2020 

 
 

 
 

 Harassment mitigation procedure 
   

Date: Dec 2020         Page 1 of 1 

 

A Welcoming Environment for all at RACI Events 
 

The RACI is dedicated to providing a harassment-free conference/meeting experience for 

everyone regardless of gender, gender identity and expression, sexual orientation, disability, 

physical appearance, body size, race, age or religion. Our standpoint is clearly stated in the 

Discrimination, sexual harassment and bullying policy HRP4.  
 

The RACI will not tolerate harassment of conference or event participants in any form. This includes 

sexual language and imagery which is not appropriate for any conference or event venue, 

including subject matter within talks. 
 

Conference and events participants violating these rules may be reported to the appropriate 

authorities, sanctioned or expelled from the conference or event without a refund, at the 

discretion of the conference organisers.  

The anti-harassment procedure to be used at RACI events is described below. 
 

Our Anti-Harassment Procedure 
 

Events should have available a copy of the Discrimination, Sexual Harassment and Bullying Policy 

HRP4 that is advertised to registrants and is easily available to them. 
 

A copy of this procedure should be made available to all registrants of the event. 
 

Event organisers must identify and publicise a designated person to deal with any harassment 

complaints. 

Events must have a publicised document detailing the specific procedure at the event that 

registrants, guests, partners and service providers can follow to report and deal with alleged 

harassment issues that ensures privacy, is unbiased, timorous and provide appropriate sanctions, 

if required, that include: 
 

• Warning the offender and requiring them to desist. 
• Expulsion from the conference with no refund. 
• Recommend the banning of the offender from future RACI events 
• Invoking the RACI code of conduct if the offender is a member. 

 

It should be emphasised to any person availing themselves of this procedure they can, and 
should, report the incident to the relevant authorities and the RACI will support them by sharing 
any information gathered about the incident. 
 

RGS 11/12/2020 

Event Procedure EP 3 
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