National Legal Aid & Defender Association

REQUEST FOR PROPOSALS

Workshops or Tracks

2004 Substantive Law Conference

CONFERENCE OVERVIEW:

For over twenty years trainers from national support centers and allied organizations, as well as substantive experts from field programs, have converged at NLADA’s Substantive Law Conference to cover the latest legal developments and strategies affecting clients.  The overall goal of this national gathering is to offer advocates the latest knowledge and professional skills to enable them to meet the legal needs of low-income people both creatively and effectively.  The conference also provides equal justice advocates with opportunities to meet and exchange ideas with colleagues from across the country and to fulfill continuing legal education requirements. This letter constitutes our solicitation for proposals for workshops or tracks for this year’s conference. Please fill out the attached form and either fax or e-mail your response to Sublaw@nlada.org by February 27, 2004.

SITE:

This year NLADA’s Substantive Law Conference is scheduled for July 21 – 24, 2004 on the beautiful campus of The University of California at Los Angeles (UCLA).  

CONFERENCE DESIGN:

The official conference will kick-off with an evening reception on Wednesday, July 21st.  The substantive training will begin on Thursday morning with a keynote address, focusing on this year’s conference theme.  The keynote will be followed by a series of workshops addressing issues that cut across traditional poverty law specialty areas.  On Friday and Saturday, participants will attend one of several training tracks, which will provide comprehensive coverage of substantive issues.

Individuals and organizations interested in presenting a workshop or track at this year’s Substantive Law Conference should complete and return the attached proposal form by February 27, 2004.  

DIVERSITY:

NLADA is committed to providing training sessions that reflect racial, ethnic and gender diversity.  Please consider the racial, ethnic and gender diversity of conference participants and our community as a whole when arranging the faculty and the content for your session.  We strongly urge and expect you to make an affirmative effort to include racial minority trainers in your session planning.  Please contact Cynthia Works at c.works@nlada.org if you need assistance identifying minority trainers.

Proposal Guidelines: The conference is designed for practitioners of every experience level and, accordingly, proposed workshops should be of interest to civil program staff members, managers, attorneys, and others.  These advocates will be eager to take home new information, skills and contacts to help them improve access to justice for low-income clients in their communities.  Proposed tracks should provide a full overview of the track subject matter, including, at a minimum, references and resources for identifying and exploring civil rights-related issues and using multi-forum approaches to advocacy within the subject matter. 

Proposal Format and Selection Process: NLADA is responsible for selecting training proposals and will evaluate the proposals based upon relationship to the conference goals, substantive content, training design, expertise, diversity of proposed faculty, and interest and importance to NLADA’s constituency.

Proposals should be remitted on the enclosed NLADA proposal form(s).  You must provide all information requested.  Proposals must be received on or before February 27, 2004, in order to receive consideration.  After the initial selection decision is made, a tentative schedule and a letter of agreement will be mailed in the following weeks, to those submitting successful proposals.  Requests for trainer audio-visual needs and resumes will accompany the agreement letters.  If similar proposals are received, NLADA will work with session coordinators to consolidate proposals.  

assistance from nlada: NLADA will provide meeting space, audio-visual equipment, publicity, registration processing, trainer logistical support and session evaluation, as well as continuing legal education accreditation, processing and reporting.    Please note that financial support from NLADA is not available to those who only submit a workshop proposal.  PERSONS TRAINING ONLY IN A WORKSHOP MUST SUPPORT ALL TRAVEL RELATED EXPENSES.   Organizations sponsoring a training session are asked to support other related costs, including travel and lodging, or to assist the trainer(s) with obtaining support.  Combining resources for a joint program will reduce the costs to both the sponsoring organization and NLADA.  Trainers who present their session and leave the conference are not charged a conference registration fee (non-participant trainers).  Trainers who attend any other training session are required to pay the applicable registration fee (participant trainers).

Tips for Trainers

The purpose of training is to educate and train advocates such that they are able to leave not only equipped with additional information and education, but also filled with the confidence and excitement to provide quality legal representation to their client population.  When drafting your proposal consider the following:

Design participant-centered workshops. 

Draft training methods to focus participant attention on the application of the newly learned skill/knowledge in their practice after the conference.

Think about: Whether the material will be useful, too basic, or too advanced?  Will the presentation style be engaging, stimulating, and thought provoking?  

Try a new teaching format which minimizes lecture and maximizes participant interaction. 

Be Creative! Consider using a range of strategies for presenting your material.

2004 Substantive Law Conference

Los Angeles, CA

Materials Policy

The track leader should collect written materials from those who will serve as faculty trainers on the substantive track.  The track leader should then submit to NLADA, Sublaw@nlada.org, by June 11, 2004, a set of written materials, in electronic format.  

NLADA will only accept written materials from the track leader, not from individual trainers.

NLADA encourages tracks trainers to provide information that will be a good resource or reference materials that participants can consult after returning from the training.  The following is a partial list of the types of materials and information track trainers should consider providing:

Written summaries and analytical papers concerning the subject matter.
Copies of hypotheticals to be covered during the track.
Copies of cases reflecting the latest developments in the substantive area.
Copies of seminal cases relating to the substantive area.
A bibliography of cases, articles and books discussed during the track, as well as other relevant cases, articles and books.

Law review articles, as well as other articles and publications, addressing the subject matter.

When applicable, copies of recently enacted or proposed legislation, regulations and/or rules.

When appropriate, charts and graphs.

List of Web sites and other sources containing useful information regarding the subject matter.

A list of the names and contact information for all of the track trainers.

An index of all information provided during the track.

For the 2004 conference, NLADA may distribute materials in two formats: (1) hard copies to be used on site and (2) a CD-Rom.  

1) Hard Copies:

NLADA will only make hard copies of written information that the track and workshop trainers would like participants to be able to review during the track sessions, provided the documents are: 1) Received in electronic format, 2) Do not exceed 25 pages in length, 3) Are received by June 11, and 4) contain a coversheet and table of contents. 

2) CD-ROM:


NLADA may produce a CD containing materials submitted by the track trainers that will not be specifically reviewed during the track session but are good reference materials regarding the subject matter.  The CD also will contain an electronic version of the materials distributed at each track, as well as the materials submitted to NLADA for the various workshops. 

NLADA will only accept materials sent in electronic format to sublaw@nlada.org. Please do not send documents to NLADA Staff, in the mail, or via fax. Documents in written format should be scanned and then sent to NLADA electronically.

To assist NLADA in reproducing your materials in the most accurate format, please include a coversheet with your materials indicating the following information (an example of a coversheet will be included in the Trainer’s Manual):

1) Track Name or Workshop Title (e.g. EMPLOYMENT LAW TRACK or Workshop on Ethics)

2) Track Leader or Workshop Leader Name (e.g. Susan Day, Managing Attorney)

3) Table of Contents that lists each individual document submitted and the order it is to be placed on the CD-ROM.

All materials must be copyright approved.  The NLADA Release and Permission form must accompany all materials and must be copyright approved.  (Attached) NLADA encourages tracks to start now in trying to get copyright approval for those materials they will want to include in the track materials.  Additionally, materials not meeting NLADA Written Material Standards will be included only at NLADA’s discretion.

All written materials must be sent to NLADA at Sublaw@nlada.org by June 11, 2004.

Please do not send electronic versions of materials to any NLADA staff members.
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Los Angeles, CA

Permission and Release Policy

Please sign and return this form by: June 11, 2004 to: 

Sublaw@nlada.org or Fax: 202.872.1031

The undersigned has agreed to participate in NLADA’s program as described above.

As part of its continuing legal education efforts, NLADA may record portions of its programs and make the audio and video recordings, and/or edited transcriptions thereof, available to its members and other interested professionals.  We are therefore requesting your permission to record, edit, transcribe, duplicate, distribute, and perform your presentation delivered at this program, in any and all media now existing or hereafter developed, throughout the world.

As a condition of publication and without monetary compensation, we further request the nonexclusive worldwide rights to reproduce, distribute, and sell any written or visual material submitted in connection with your oral presentation, in whole or in part, in any media, as part of a course book or any other publication published under the sponsorship of NLADA and to license these rights to others. We shall have the right to edit a transcript of your presentation.

You also grant NLADA the right to use your name and voice, and, if we so choose, your photograph and biography, in connection with the presentation and the other materials.

You warrant that your presentation and accompanying material you submit are original with you, that their publication will not infringe on the rights of others, and that you have full power to grant this license. Should your presentation or other materials require permission for use by NLADA, you agree to obtain that permission from the copyright proprietor consistent with this Agreement.

The Execution of this Agreement does not obligate NLADA to publish your presentation or other materials.

I hereby consent to the use of my presentation and other materials as described and agree with the provision of this release form:

Signature: ___________________________________________________________ Date: _____________________________

Name (Typed or printed): __________________________________________________________________________________

Address: _______________________________________________________________________________________________

               ________________________________________________________________________________________________

Title of presentation/paper:  _______________________________________________________________________________

U.S., State, or other Governmental Employees PLEASE CHECK where appropriate:

_______ This Work was written on my own time and was not part of my assigned duties as any governmental employee

.

_______ This Work was written as part of my assigned duties as a governmental employee.   
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Trainer Reimbursement Policy

NLADA is pleased to continue to support our national partners and financially support up to (5) five trainers per track. 

TRACK REIMBURSEMENTS: NLADA will ONLY process reimbursements for up to five (5) persons per track.  The Track Leader is required to designate which five trainers will receive reimbursement.  These designates will have their registration waived.  All other trainers will be asked to register for the conference.  Please note that if the track leader wishes to receive reimbursement for his/her food, lodging, and/or travel, s/he must include himself or herself as one of the five designated trainers. NLADA shall pay each of the five trainers up to $300 for food and lodging and up to $300 for air and ground transportation.  Food and lodging expenses may be covered by one of these options:

(Option A) NLADA will offer each of the five track designees room on campus for lodging and the meal plan provided on campus.

(Option B) A designated trainer may opt out of the lodging and meal plan offered on campus and make his or her own lodging and food arrangements. Those taking option B will receive the $300 food and lodging allowance directly in the form of a reimbursement after the conference. Receipts must be provided. 

NLADA can cover up to $300 of the cost for the designated trainers’ travel, i.e. airfare and ground transportation. Receipts must be provided.

Workshop trainers: It is not the policy of NLADA to pay for the transportation or lodging of trainers who wish to present workshops on various issues at the Substantive Law Conference. However, NLADA may invite certain trainers to this conference and, as a courtesy, reimburse those trainers at the rates listed above for room and board OR transportation. 

All requests for reimbursement with attached original receipts must be submitted to Cynthia Works at NLADA no later than 30 days (August 24, 2004) after the last day of the Substantive Law Conference. Any request received after 30 days from the last day of the conference will not be honored.
NLADA 2004 SUBSTANTIVE LAW CONFERENCE

Workshop Proposal Form – July 22, 2004 *Workshops begin at 10:30 a.m.

Please complete a form for each workshop you plan to present at the Substantive Law Conference.  All proposals must be typewritten and submitted on this form.  Please provide all requested information.  All sessions must be 1.5 hours in duration.  NLADA encourages interactive, learning presentation styles such as role-playing, group discussions, case studies and/or interactive lectures. 
Workshop Leader Information:  

Name:  ________________________________________ Title: __________________________

Program/Office: _____________________________________ Email: _____________________

Address:  _________________________________City/State/Zip: ________________________ 

Phone:  (_____)__________ Fax: (_____)_________________

Provide the names of other presenters on a separate sheet of paper.  Please include their: name, title, organization, address, and telephone, email, and fax for each.  All trainers are required to register for the conference.
Proposed Session Title: ___________________________________________________________

Learning Objectives: (By the end of my session, participants will be able to:)

1. 

2.

3.

A 100 word (maximum) description of the topic I would like to cover is: 

How does this workshop relate to the overall goals of the conference? 

A written paper or similar handout material is required for all sessions.  What type of materials will you provide?
Do you have any special requirements? Please explain:
I understand that I am responsible for paying all travel, lodging and meals.  I further understand that I am required to pay the conference registration fee if I attend more than my session.

______________________________________________             ____________________________

Trainer Signature







Date

Return to NLADA via electronic mail at:

Sublaw@nlada.org Or Fax: (202) 872-1031

By February 27, 2004
NLADA 2004 SUBSTANTIVE LAW CONFERENCE

Track Proposal Form

Please complete a form for the substantive track you propose to present at the Substantive Law Conference.  All proposals must be submitted on this form.  Please provide all requested information.  Track sessions last approximately eleven (11) hours in duration. NLADA encourages interactive, learning presentation styles such as role-playing, group discussions, case studies and/or interactive lectures. 
Session Coordinator Information:  

Name:  ________________________________________ Title: __________________________

Program/Office: _____________________________________ Email: _____________________

Address:  _________________________________City/State/Zip: ________________________ 

Phone:  (_____)__________ Fax: (_____)_________________

Provide the names of other presenters on a separate sheet of paper.  Please include their: name, title, organization, address, and telephone, email, and fax for each.  We require the names of trainers at your earliest convenience.  All trainers are required to remit a registration form.  

____YES, I WILL SUBMIT A PROPOSAL 

Substantive Area of the Law:__________________________________

____ NO, I WILL NOT SUBMIT A PROPOSAL

*If yes, please briefly describe below. 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

*Please Note: This description may be used in the brochure if the proposal is accepted. 

Return to sublaw@nlada.org Or Fax: (202) 872-1031

By February 27, 2004






