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SEARCH Classic participant managers are individuals from sponsoring organizations who have immediate supervisory responsibility for participants. Managers are responsible for ensuring that the participants’ organizational workloads do not conflict with their SEARCH Classic time commitment, and for supporting the participant throughout their involvement with the program. 

Participant managers assume the roles of supervisor (managing day-to-day work), mentor (providing support and guidance), and champion (navigating the organizational environment). Managers fulfill one or more of these roles, and may link the participant with other individuals who are able to support them throughout the program.



Roles and Responsibilities

The role of a participant manager is primarily that of an advocate. The manager ensures the participant is given time to participate fully in the SEARCH Classic program, helps align the participant’s research interests with the needs of the organization, and promotes utilization of the participant’s talents and the SEARCH Classic program within the organization.

Manager responsibilities include: 

· Protecting 40% of the participant’s work time for a period of not less than two years

· Designing and managing the participant’s role within the organization to achieve  balance

· Helping the participant negotiate project topics that will meet organizational needs and be achievable within the program timelines

· Facilitating access to regional resources needed to support the participant’s projects

· Educating colleagues about the participants’ involvement in the projects and the benefit to the organization

· Mediating when there are problems (i.e. with colleagues or IT)

· Communicating key messages to executive management

· Encouraging and supporting the participant’s engagement in the network
· Providing continuity and support to the participant in the event of a job or organizational change
Managers may also act as mentors and/or champions, and introduce participants to individuals who can provide them with further support. Additional details on roles and responsibilities are outlined in the Managers’ FAQ, which is handed out at the participant managers’ orientation.
See figure 4.1 for the Managers’ FAQ.
Meetings

Managers are expected to attend meetings throughout the SEARCH Classic program. The first of these meetings coincides with the recruitment process and provides an introduction to a manager’s role; the other meetings occur at the middle and near the end of the SEARCH Classic program.
Participant Managers’ Orientation
All managers are expected to attend the participant managers’ orientation. The orientation is a full-day meeting during the recruitment process that addresses manager questions and concerns and covers a wide range of topics (projects, participant challenges, manager roles, etc.)

See Section 2: Recruitment for full details on the participant managers’ orientation.
Manager Meetings
Participant managers are also asked to attend two manager meetings. The first is usually held in or around December of the first year, and the second is held after or in conjunction with the last module. 

Manager meetings are full-day events that provide an opportunity to:
· Address any questions, concerns, or pressing issues

· Discuss participant progress and development

· Review residential module activities and experiences

· Provide personal, participant, and organizational updates

· Discuss project expectations and develop strategies for working on and completing projects

· Learn about organizational development during and after the SEARCH Classic program

· Plan participant and manager activity for the following months

· Network with individuals from other organizations

See the managers’ orientation and meeting Plan n Go (Section 2: Recruitment, page 41) for more detail.
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Manager Meetings Logistics
Planning for manager meetings is undertaken by the SEARCH Classic program director and manager. Manager meetings may vary in length, date, and topic, depending on the needs of a particular cohort. The following are general guidelines on the planning and implementation of a one-day manager meeting. 
Date & Time
Planning Date: 4-6 weeks prior to the event
Confirmation Date: 4-6 weeks prior to the event

Lead Person(s): SEARCH Classic program manager

In determining the date and time of the manager’s meeting the planning team should keep the following details in mind:

· The manager meeting is one full day

· The meeting typically starts early in the morning (8:30am) and ends late afternoon (4:00pm)
· The meeting is usually held on a weekday

The date and time should be decided no later than six weeks prior to the event to allow sufficient planning time. Keep in mind that exact dates and times may need to be altered based on venue availability.
Venue
Planning Date: 4-6 weeks prior to the event

Confirmation Date: 4-6 weeks prior to the event

Lead Person(s): SEARCH Classic program coordinator
Begin looking for potential venues immediately after the date and time are chosen. The date and time may need to be altered based on venue availability, but because the manager meeting is only one day, four to six weeks lead time should be sufficient.

Potential venues include hotels, conference sites, or boardrooms.

Minimum Requirements
· Room capacity to seat 20-30 people comfortably

· Podium

· Sound system and microphones

· AV cart

· Screen

· Tables and tablecloths as needed

Nice to Have

Having the option of the following items may make the manager’s meeting a more enjoyable event: 

· Central location in the city

· Ample parking, free or low cost if possible

· Restrooms close to the conference room

· Venue staff person present during the set up, available during the event, and present during tear down

· In-house catering services

Booking a Venue

Venue payment policy will vary depending on the venue, but the initial contract should be sent by the venue after the initial reservation has been made and should outline the following key details:

· Payment policy

· Cancellation policy

· Total cost

· Non-negotiable details

· Negotiable details

· Contact person and contact information

· Room set up details

Make sure that all of the details are clearly written in the contract and contact the venue representative immediately if there are any errors (make changes in writing via email or fax so changes can be tracked easily).
Invitations
Creation Date: 4 weeks prior to the event (after venue is booked)

Send Date: 4 weeks prior to the event

RSVP Date: 2 weeks prior to the event

Lead Person(s): SEARCH Classic program coordinator
Once the location of the manager meeting is confirmed, invitations are sent to each participant manager. The invitations include the date, time, and location of the orientation, along with a general overview of the topics to be covered. The RSVP deadline should be on the invitation, but factor in a week after the RSVP date to contact anyone who has not responded to confirm the count on the guest list. Confirmation of attendance should be sent to the SEARCH Classic program coordinator no later than 10 days prior to the meeting. 
See figure 4.2 for a sample invitation and figure 4.3 for a sample program.
Food & Beverage
Planning Date: 4-6 weeks prior to the event

Confirmation Date: 1 week prior to the event

Lead Person(s): SEARCH Classic program coordinator
Minimum Requirements
Depending on the program for the manager meeting, arrangements for breakfast, lunch and breaks may be required. Below are the minimum requirements for food and beverages at the meeting. 

Beverages
Throughout the day make the following standard beverages available for guests and staff:

· Coffee and tea (with assortment of sweeteners, cream and/or milk)

· Assorted canned soda and bottled juice

· Jugs of water with glasses

Breakfast
Based on the timing of the manager meeting, a continental breakfast including the following items may be provided:

· Assorted muffins

· Croissants

· Fruit pastries such as turnovers or danishes

· Fresh fruit

· Yoghurt

Lunch

Due to the time constraints and the numerous presentations, easy to serve lunch items are preferred, and may include: 

· Assorted sandwiches or wraps

· Assorted side salads

· Assorted dessert squares



Breaks

Similar to breakfast needs, break needs for the manager meeting depend on the program schedule. Scheduled breaks may require the following items:

· Cookies

· Pastries

· Mini-bags of pretzels

· Fruit

· Assorted beverages

In-House Catering

If the selected venue has in-house catering facilities it will be simple to book the necessary food and beverage items when booking the venue. Ensure that the contract contains the correct numbers and outlines pricing for everything requested. Start by ordering enough for 40 people. Once the RSVPs have been counted, contact the caterer with an exact number. Remember to order for guests as well as SEARCH Classic staff and faculty. Always order a little bit extra (increase the exact order number by 10% as a margin for error).
Hiring a Caterer

In addition to the above food and beverage minimum requirements, ask the following questions when hiring a caterer:

· Does the caterer deliver and is there an additional charge for that service?

· Will the caterer set up food and beverages?

· Can the caterer provide staff if necessary and is there an additional charge?

· Will the caterer provide glassware, plates, and cutlery?

· Will the caterer provide necessary paper products (napkins) and is there an additional charge?

As with booking a venue, caterers may require a deposit for the initial booking with the balance being paid either the day of the event or shortly after. The contract will outline the details, but make note of the following:

· Payment policy

· Cancellation policy

· Total cost

· Non-negotiable details

· Negotiable details

· Contact person and contact information

· Last date that changes can be made (usually 48-72 hours prior to event)

Read through the contract carefully making sure that all of the details are correct. Contact the catering representative if there are any errors and make any necessary changes in writing (e-mail or fax so everything can be traced if required).
Program

Planning Date: 4-6 weeks prior to the event

Confirmation Date: 4 weeks prior to the event
Lead Person(s): SEARCH Classic program coordinator
The program for the manager meeting depends on the needs and concerns of a particular cohort. The program is developed by the SEARCH Classic program manager and coordinator and can cover a variety of topics. A general program should be developed four to six weeks prior to the event and included with the invitations. Specific details can be changed as the event draws closer.
See figure 4.3 for a sample program.
Speakers

Request Speakers: 4-6 weeks prior to the event

Confirm Speakers: 4 weeks prior to the event
Lead Person(s): SEARCH Classic program manager
People who may present at the manager meeting include:

· SEARCH Canada CEO

· SEARCH Canada program director

· SEARCH Classic faculty member

· SEARCH Classic program manager

· Past and/or present SEARCH Classic managers

· Organization representatives

The program manager should approach potential speakers and discuss the following:

· Speaker availability

· Travel arrangements if necessary

· Overall program and specific presentation topic

· Length of time allotted to each portion of the program

· Presentation needs (flip chart, props, AV equipment)



Resources
Lead Person(s): SEARCH Classic program coordinator

The following materials are necessary or useful at the manager meeting:

· SEARCH brochures

· Pens

· Paper

· Post It notes

· Tape (duct & clear)

· Sticky tac

· Scissors

· Flip chart

· Flip chart paper

· Flip chart markers

· Hard copy of all presentation materials

IT and Audiovisual

The following items may be needed for presentation purposes at the manager meeting:

· LCD projector

· Extension cords

· Computer (notebook)

· Digital camera

The venue may be able to provide many of these items at little or no cost; be sure to outline your needs to the venue representative.
Travel

Lead Person(s): SEARCH Classic program coordinator
SEARCH Canada will cover travel expenses to the manager meetings. The most economical flight option is covered, as is a mileage rate of $0.43/ km. Other methods of travel (i.e. bus) may also be covered. Individuals are required to book their own travel and submit an expense claim form for reimbursement.

See figure 4.4 for a travel expense claim form.
Accommodations

Lead Person(s): SEARCH Classic program coordinator
Guests traveling to the manager meetings may require overnight accommodation. Accommodation details are confirmed by the program manager and costs are covered by SEARCH Canada.
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TIP: When ordering lunch items such as sandwiches or wraps, ensure that there are vegetarian options and that these items are labeled. Also consider possible allergies of attendees, when ordering lunch.
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TIP: Consider obtaining a copy of each speaker’s presentation notes as back up, on confirmation.  
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