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Blake Dawson Student Paper Competition 2010


––––  Information for Organisers  ––––

This information sheet is intended to set out the major responsibilities of the Organisers, to deal with some common questions and situations, and to provide some general advice on the task of organising the competition. This information is to be read in the light of the Rules, with which Organisers must be familiar. If you have any questions or concerns, please do not hesitate to contact the Competitions Officer.
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Coordinator and Organisers

· The Blake Dawson Student Paper Competition 2010 is a collaborative effort of the Student Paper Coordinator and Organiser. Apart from the following three considerations, responsibility for the efficient organisation, administration and conduct of the competition rests with the Organisers as a team:

· The Student Paper Coordinator is distinguished as the ‘responsible’ Organiser, to whom the Competitions Officer will turn in the first instance for information.

· The Coordinator is responsible for maintaining the Competitor Database.

· The Coordinator is also the only Organiser who should deal with the sponsoring firm. Essentially, this means that the Coordinator is responsible for liaising with Blake Dawson.

Competitions Officer

· The Competitions Officer is the person responsible overall for the efficient administration of Blackstone competitions. This entails general supervision of the competitions and the competition Coordinators and Organisers.

· One important function of the Competitions Officer is to provide support to the Organisers with respect to any issues arising in their competition.

· The Competitions Officer also liaises with the sponsoring firms. In most cases the firms have a human resources manager who deals with Blackstone generally and another person who is responsible for providing the questions and organising the judges that the firm supplies. The Competitions Officer deals with the former individual, essentially at an overall policy level, while the Coordinator will communicate with the latter in respect of the day-to-day running of the competition. Any questions, issues or concerns involving sponsorship or the firm should be referred to the Competitions Officer.

· The Competitions Officer maintains and updates the Rules and other documentation for the competition and deals with venue bookings, timetabling and budgeting. The Competitions Officer also ensures that the information on the Blackstone website is up-to-date, which means that the Organisers must ensure that the Competitions Officer has the necessary information as soon as possible (see below).

· The Competitions Officer also exercises certain functions under the Rules, including determining any questions of interpretation, amending or extending the Rules as necessary and determining any complaints or appeals. For several reasons, these functions are deliberately assigned to the Competitions Officer rather than the Organisers, and it is important, therefore, that Organisers refer any of these issues to the Competitions Officer immediately. 

Competition Structure

· The competition consists of the submission of a written paper and an oral presentation.

· The due date for submission of the written paper is Monday 3rd of May 2010.

· The oral presentations will take place on: the 17th and 18th of May 2010.

Responsibilities – Timeline and Reporting 

· For the most part, the other sections in this information sheet detail when and how the various responsibilities of the organisers should be discharged. Particularly with respect to judges, it is well to bear in mind that the earlier contact can be made and participation confirmed, the better.

· It is not the role of the Competitions Officer to supervise every step in the process of organising and administering the competition. The Competitions Officer is available at all time to assist with questions, problems or concerns, but Organisers should not expect to be reminded of what must be done and when.

· Nevertheless, the Competitions Officer will wish to supervise the organisation generally, in order to discharge the responsibilities of that position with respect to the Blackstone Executive and Committee and to the sponsoring firm. The Competitions Officer also has need of certain information in order, for example, to keep the website up-to-date and to be in a position to deal with any complaints or appeals. 

· The result of these considerations is the expectation that when the Organisers do something, they will keep the Competitions Officer informed. This may mean no more than forwarding emails to judges and competitors to the Competitions Officer. 

· Specific ‘reporting’ obligations include the following:

· Competitor Database (see below, page 4ff);

· Programme for Oral Presentations (see below, page 4ff);

· Details of judges (and their contact details);

· All communications with the sponsoring firm (including emails) must be approved by the Competitions Officer before being sent.

Responsibilities – Judges

· A single judge is required to mark the written papers. This should usually be an academic from within the Law School.

· A panel of three judges presides at the Oral Presentations. The sponsor provides two judges, and the third should usually be an academic from within the Law School (other than the judge who marked the written papers). The Competitions Officer will inform you of the judges representing Blake Dawson.

· There are several stages of communication with judges/magistrates:

· individual acknowledgement 

· thank judges

· inform judges of the date and time of the oral presentations

· say you will forward the programme and competitor details in due course

· confirmation

· refer to judge’s generous agreement to judge on relevant date and time

· attach programme for oral presentations and competitor details

· thanks

· thank judges

· acknowledge important contribution and value of feedback to competitors

· express hope that may consider judging again in the future

· general reflection on success and standard of competition 

· on behalf of Competitions Officer, invite feedback on any aspect of the competition: judges to contact Competitions Officer; relevant details etc.
Responsibilities – Competitors 

· Following the submission of the written papers, all competitors’ details must be entered into the Competitor Database. At this time, the Coordinator, in conjunction with the Competitions Officer should verify the Blackstone membership numbers of all competitors.

· The Organisers should email all competitors the Rules and Assessment Sheet to acknowledge receipt of their papers, to forward a copy of the Information for Competitors, and to refer them to Closed Reserve, the Blackstone website or the Competitions Officer for further information or queries. 

· The Programme for Oral Presentations should be drawn up as soon as possible after registration or emailed to competitors.

· All Assessment Sheets must be collected from the judge marking the written papers and from the panel presiding at the oral presentations. 

· No information is to be released to competitors until after the competition. 

· The scores must be entered into the Competitor Database. 

· Note that this is, in part, to enable the Competitions Officer to render informed advice as to which competitor should represent UWA at the ALSA Conference.

· Once the written papers have been marked, and also once the competition is finished, the updated Competitor Database and results must be emailed to the Competitions Officer. 

· The results and Court List may then be published on the noticeboard. 

· The Competitions Officer will ensure that the information on the Blackstone website is updated accordingly.

Responsibilities – Advertising

· The Organisers are responsible for promoting the competition around the Law School. This includes material promoting the competition to potential competitors, as well as announcements of results, posters encouraging spectators to attend, etc..

· In addition to physical advertising around the Law School, the Organisers should submit (via the Competitions Officer) messages for the email bulletins distributed to all Blackstone members.

· Organisers are essentially at liberty to design their own advertising material, so long as:

· the material uses the Student Paper Documents template; and

· all material is approved by the Competitions Officer prior to publication.

Responsibilities – at the Oral Presentations

· The Organisers should arrive early to set up the venue and prepare the Assessment Sheets for judges.

· Organisers should introduce themselves to judges when they arrive.

· The Organisers should be on hand at all times to deal with the concerns of judges, competitors, and spectators. 

· Organisers should dress appropriately (i.e. professionally).

Materials and Documentation

· The Competitions Officer will provide you with most of the documents necessary for the competition. These include the Rules and Assessment Sheet, Information Sheets and Document Templates. 

· Organisers may not alter the content or format of these documents without first consulting the Competitions Officer.

· The Competitions Officer will also provide you with access to the electronic Competitions Archive for the student paper competition and the hardcopy resource file, which is kept in the Blackstone Office.

· It is imperative that Organisers maintain hardcopies and, ideally, electronic copies, of all documents they produce, down to the most humble piece of advertising. This is because the system relies on the experience of Organisers being passed on from year to year. 

Venue

· The Competitions Officer will endeavour to obtain the consent of Blake Dawson to hold the oral presentations at its offices.

Facilities – Computing, Printing, Photocopying, Telephone, Fax and Email

· Organisers may use the computing, printing, photocopying, telephone and fax facilities in the Blackstone Office.

· You will also have access to a pigeon hole in the Blackstone Room.

· All letters and faxes must use the Student Paper Letter or Fax Templates provided.

· If the office is unattended, you should contact the Competitions Officer or a member of the Blackstone Executive to unlock the door.

· An email address, student.paper@blackstone.asn.au is available and must be used for everything connected with the competition, including all emails to the firm, judges, competitors, etc.  The Competitions Officer will arrange for this email address to be forwarded to the Student Paper Coordinator.

· Organisers must not delete email (sent or received) without the permission of the Competitions Officer. This is to ensure that important information is not lost.

· Please note that the @blackstone email address is monitored by the Competitions Officer and by Blackstone and should not be used inappropriately.

Expenses

· Reasonable expenses incurred in the course of organising the competition will be reimbursed by Blackstone. 

· Organisers should complete an Expenses Claim Form and submit it, accompanied by the appropriate receipt(s) to the Treasurer, who will draw a cheque. 

· Every attempt will be made to process expenses claims within 3-5 days. However, the Treasurer does understand that student budgets are not always flexible, so if you require reimbursement more immediately, please don’t hesitate to approach James Eley. 

Catering

· Organisers must provide suitable refreshments at the oral presentations.

· The catering budget allows for a maximum of $40, however this should be discussed with the Competitions Officer at the appropriate stage: additional funds will be available if significant attendance is expected.

· Experience has shown that some foods are more popular than others. A suggested menu includes Turkish bread and dips, corn chips and salsa, Tim Tams, cheese and crackers, biscuits or lollies, together with several bottles of soft drink and orange juice. Tea and coffee, it seems, are not popular, though facilities are available in the Blackstone Room.

· Organisers should also ensure that they provide cups and serviettes. Note that carafes are available in the Blackstone Room for use as water jugs in each court.

Oral Presentations

· The Organisers must liaise with the Competitions Officer regarding the printing of a brochure and certificates for the oral presentations.

· The Coordinator must write to the Dean of the Law School, inviting him to attend. 

· A gift should be arranged for the presiding panel of judges and for the judge marking the written papers (this can be presented earlier if he or she does not attend the oral presentations).

· The Coordinator should invite the presiding judges to announce the winners, and the representative of the firm (if not a judge) to present the certificates and cheques.

· It is usual for the Coordinator, on behalf of the Organisers, to thank the sponsors, judges, competitors, etc. who have participated in the competition. 
· The Competitions Officer will, on behalf of the Blackstone Society, thank the Organisers.
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