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Running Sheet

	
	
	
	Target Audience

	Time
	What happens
	Venue
	Girls
	Parents

	3:30 PM
	Committee members arrive

Directions

Paula puts up signs to get from Steele Building to lecture theatre.
	GP South
	
	

	4:00 PM
	Pizza for committee members
	GP South
	
	

	5:00 PM
	Workers arrive

Question time
· Joanne gives Tanja QUT hats for helpers and prizes for question time.

Helper
· Tanja to meet with helpers and brief them on what they have to do. 

· Tanja gives them a QUT hat and name tag.

Supper and Sample bags
· Supper will be set up at the GP South building from 5:00 PM by Maria Dark and Julie Booth.

· Kaylene to give poppers and chips to Julie and Maria.

· Kev to give sample bags to Julie and Maria.

· Julie and Maria to put the appropriate number of 2 x sample bags, posters, pens, evaluation forms, pens and poppers and chips in each activity room. Presents for presenters, certificate, thank you cards. Colleen to identify how many in which room and give to Debbie Heenan on the night.
Setting up Hawken
· Kev puts out reserved signs on chairs for role models.

· Kev to meet Mike Addicott and ensure that his requirements have been met.

· Peter to do technical check of microphones, speakers, etc.

· Tanja to organise setting up of powerpoint presentation.

Setting up GP South
· ICT Activities coordinators arrive at GP South building to setup for their workshop. Colleen and Lynne to coordinate.

· Tradeshow participants set up from 5:00 PM. Colleen and Lynne to assist at the GP South building.

Role Models

· Role models are met and briefed by Tanja and Sharee in lecture theatre. (brief includes stressing the importance of running to time, identifying a signal for finishing, training in using microphones, where to sit when finished speech, format of their segment AND emphasising the non-paying out of secondary school ICT subjects). 

· Role models and presenters are given name tags, thank you certificates and gifts.

Question Time

· Tanja to confirm with audience plants regarding questions at question time.

Technical Checklist - Hawken

· Does the podium microphone work? (Peter)

· Do the 4 roving microphones work? (Peter)

· Has Tanja been trained in how all 4 microphones work? (Peter)

· Have the role models, MC and appropriate helpers been trained in how to turn the microphones on and off? (Tanja)

· Does the Internet connection work and will it display on the data projector the following websites: www.gidgits.org, www.girlswithit.det.qld.gov.au, www.education.qld.gov.au/ea/gicts (especially check the mystery job link at the bottom left of the girls wit it page). (Peter)

· Check that QUT DVD will play through projector (including sound). (Peter)

· Check that Tanja’s powerpoint presentation works over data projector (Peter). Have it on the screen when participants arrive.

· Load whatever is possible to be loaded locally onto 1 laptop computer (where possible) (Peter)

· When Mike Addicott arrives, need to check: his laptop will work on data projector and that sound plays from his computer through the main speaker system (Peter).

Technical Checklist – GP South

· Does the microphone, speaker and podium work? (Colleen)
	Hawken Building Lecture theatre 1

& ITEE building (GP South)
	
	

	6:00 PM
	Guests are met by Paula and 3 helpers.

All guests sign on

All guests are given a door prize ticket
	Hawken building, Lecture theatre 1


	Y
	Y

	6:15 PM
	Guests Arrive
	
	Y
	Y

	6:30 PM
	Welcome and Introductions 

MC – Sarah Tezla
	
	Y
	Y

	6:45 PM
	Female speakers/role models 

Speakers will represent a variety of ICT pathways. Ideally these role models will be passionate, young, “with it” women who can communicate how much the love working with ICTs.

The MC introduces each role model and makes sure that the role models keep to time.

Rebecca Dorries (Griffith University) speaks – 3 mins

(at end of speech, Rebecca sits at seat on the stage)
	Hawken building, Lecture theatre 1


	Y
	Y

	6:48 PM

6:49 PM
	MC introduces Nicole Lee (TAFE)

Nicole Lee (TAFE) speaks – 3mins

(at end of speech, Nicole sits at seat on the stage)
	
	Y
	Y

	6:52 PM

6:53 PM
	MC Introduces Angela Chan (All Hallows)

Angela Chan (All Hallows) speaks – 3 mins

(at the end of speech, Angela sits at seat on the stage)
	
	Y
	Y

	6:56 PM

6:57 PM
	MC introduces Dale Dittman (ICT Teacher)

Dale Dittman (ICT teacher) speaks –  3 mins

(at the end of speec, Dale sits at seat on the stage)
	
	Y
	Y

	7:00 PM

7:02 PM
	Fast fire questions to previous role model speakers (2 mins)

Audience questions
	
	Y
	Y

	7:06 PM

7:07 PM
	MC introduces Erica Glynn (UQ)

Erica Glynn (UQ) speaks – 3 mins
	
	Y
	Y

	7:10 PM

7:11 PM
	MC introduces Jess Quittner (QANTM)

Jess Quittner (QANTM) speaks – 3 mins 
	
	Y
	Y

	7:14 PM

7:15 PM
	MC introduces Sandra Vaughan (QUT)

Sandra Vaughan (QUT) speaks (3 mins)
	
	Y
	Y

	7:18 PM

7:19 PM
	MC introduces Katie Doney (QAS)

Katie Doney (QAS) speaks (3 mins)
	
	Y
	Y

	7:22 PM

7:24 PM
	Fast fire questions to previous role model speakers (2 mins)

Audience questions
	
	Y
	Y

	7:29 PM
	MC introduces Mike Addicott

ICT Demonstration by Mike Addicott (Digital Diversity) (15 mins)
	
	Y
	Y

	7:44 PM

7:47 PM

7:49 PM
	Promotion of WIT scholarship (Julie) (3 mins)

Girls and ICTs websites (Colleen) (2 mins)

House keeping: sample bags, evaluation forms, door prizes, thank sponsors (Tanja) (2 mins)
	
	Y
	Y

	7:51 PM


	Students and helpers leave for ICT activity

Pathways Sessions

Points to mention include:

· information about the ICT industry *

· salaries & job prospects *

· myths and issues in IT, differences in learning - gender issues. *

· ICT courses available

· how to get into the course/pathway

· scholarship programs available

* Items indicated by * indicate that these could be split amongst the speakers.
	Hawken Building, Lecture theatre 1
	N
	Y

	7:54 PM

7:55 PM
	MC introduces next session to remaining adults.

MC introduces Lynne McDonald (ICT HOD Narangba Valley SHS)

Lynne McDonald (Narangba Valley SHS) speaks (4 mins)
	
	N
	Y

	7:59 PM

8:00 PM
	MC introduces Kaylene Clayton (Griffith University)

Kaylene Clayton (GU) speaks (4 mins)
	
	N
	Y

	8:04 PM

8:05 PM
	MC introduces Bev Childs (TAFE)

Bev Childs (TAFE) speaks (4 mins)
	
	N
	Y

	8:09 PM

8:10 PM
	MC introduces Lorna McDonald (UQ)

Lorna McDonald (UQ) speaks (4 mins)
	
	N
	Y

	8:14 PM

8:16 PM
	Fast fire questions to previous speakers (2 mins)

Audience questions
	
	N
	Y

	8:20 PM

8:21 PM
	MC introduces Cherie Stratford (QANTM)

Cherie Stratford (QANTM) speaks (4 mins)
	
	N
	Y

	8:25 PM

8:26 PM
	MC introduces Joanne Healy (QUT)

Joanne Healy (QUT) speaks (4 mins)
	
	N
	Y

	8:30 PM

8:31 PM
	MC introduces Felicity Bubb (QAS)

Felicity Bubb (QAS) speaks (4 mins)
	
	N
	Y

	8:35 PM

8:37 PM
	Fast fire questions to previous speakers (2 mins)

Audience questions
	
	N
	Y

	8:42 PM
	MC does final housekeeping and closes.

Adults do evaluation sheets and leave them in the box on their way out. Paula to man collection box.
	
	N
	Y

	8:44 PM
	Adults are escorted to GP South.

Adults have supper until girls join them at 8:50 PM.
	General Purpose South foyer
	N
	Y

	7:51 PM
	Student Program

Students leave lecture theatre and are escorted to General Purpose South (building 78) by helpers.
	General Purpose South
	
	

	7:55 PM
	Students are split into ICT activity groups by Deb Heenan and sent with their helpers to their workshop rooms.

Students sit in workshop room.
	Activity Rooms
	Y
	N

	8:05 PM
	Activity organiser and their assistants are introduced by helpers.
	
	Y
	N

	8:07 PM
	Fun ICT Activity starts

Activities are:

· Encryption Rm 122 – Dr Lauren May (QUT) [max students: 50] 

· Robotics Axon 210 (building 47) – Polly Alexander (UQ)[max students: 20] 

· Albert Rm 208 – Ken Newman (Griffith University) [max students: 28]

· Games Development Rm 116 – Robert Grigg (Griffith University) [max students: 30] 

· Comic chat Rm 109 – Sonya Watts (The Learning Place, Education Queensland) [max students: 30] 

· Biomedical Rm 421 – Steven Wilson [max students: 15] 

· Robotics for people - Vladimir (Vlad) Estivill-Castro  (Griffith University) [suggested numbers: 20] but can move to Rm 224 if need to accommodate more [accommodates up to 60]
	
	Y
	N

	8:35 PM
	Fun ICT Activity ends

Volunteer leads students in a vote of thanks.

Volunteer gets students to evaluate the workshop.

Volunteer collects evaluation forms and issues girls with a sample bag and supper.
	
	Y
	N

	8:50 PM
	Girls join adults in GP South (building 78) foyer.
	General Purpose South foyer
	Y
	Y

	8:50 PM
	Final debriefing: both groups

Promo of trade shows

Drawing of lucky door prizes: 

- QANTM short course to the value of up to $420

- Full copy of Ulead Video Studio 7 together with a Student and Teacher Guide and Resource CD - combined value around $250 donated by Digital Diversity.

- 1 years membership to WIT
- ACS pack

- Microsoft pack
- go gURL hats from QUT
- Griffith University Symantec pack

- TAFE silver pop up calendar calculator

- Department of State Development and Innovation IT & T Careers Stuff

summary of event and words of wisdom

All of this will be done using a podium and microphone
	Foyer General Purpose South foyer
	Y
	Y

	9:00 PM
	Nibbles and drinks, tradeshow
	GP South foyer
	Y
	Y

	9:15 PM
	Event finish

Workers help pack up
	
	Y
	Y

	9:45 PM
	Workers leave
	
	
	


Organisers’ Kit








