% PROGRAM SELECTION COMMITTEE HANDBOOK

American
Public Gardens
Association

Program Selection Committee
Handbook

American Public
Gardens Association
www.PublicGardens.org



JOB DESCRIPTION and RESPONSIBILITIES— COMMITTEE MEMBER

Overview:

The goal of the Program Selection Committee is to create an engaging, relevant, timely, and
quality program for the American Public Gardens Association Annual Conference each year. It
consistently achieves this outcome by soliciting, discussing, reviewing, and supporting the
program submissions made by the Association’s membership.

Association members come from varied backgrounds and experience. As leaders, Committee
members represent a diversity of regions, garden sizes, and types of institution. While
Committee members typically specialize in one or two program tracks that relate to their skills
and experience, they are chosen to represent diversity of thought expressed through
presenters and sessions for the Annual Conference.

To increase representation within both Committee Members and program selection and
speakers, collaboration between the Program Selection Committee and the Inclusion, Diversity,
Equity, and Accessibility (IDEA) Committee should occur on a regular basis through annual and
on-going meetings. Furthermore, collaboration with the Council of Communities is vital to
reach Community Chairs and Vice-Chairs. Scheduling of annual/on-going meetings with the
Council of Communities to stress the role of the Program Selection Committee and encourage
participation and dialog should be encouraged.

Recruitment:
Co-chairs will lead the Program Selection Committee recruitment on an annual basis. Each year,

approximately half (~7) of the Program Selection Committee will complete their service and
recruitment to fill open positions will occur.

Efforts should be made to engage Association members from across North America to foster
international awareness of issues and trends within botanical gardens and arboreta.
Furthermore, regional representation with the USA is important. Area of specialization, time
within the public garden field, demographics, and institution types should also be broadly
represented.

Corporate members and non-members are not eligible for service on the Program Selection
Committee unless explicit permission is obtained. To increase reach, Program Selection
Committee members and alumni will be of service in nominating and encouraging participation
of new members.

Term of Service: 2.5 Years
Program Selection Committee members are required to serve for two annual conferences, or 2
% years of service.
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Term of Service cont.

Committee members are selected the previous spring to their first Annual Conference and their
term ends after the second Annual Conference. (Example: Members Agree to Serve in Spring
2021 for the 2022 Annual Conference, their Service on the Committee ends after the 2023
Annual conference in Summer 2023).

One full term of service is expected. Service of more or less than one full term is not
encouraged.*

*Exception: A Committee Chair will serve more than one term, with a Chair appointed after
a minimum one year of service (spring following initial acceptance) to serve for two Annual
Conference Cycles. (Example: Member is tapped for Chair in Spring 2021 to serve as Chair
for Annual Conference 2022 and 2023). Chair will lead the selection process for the next
cohort and chair the following Spring (in above example, Spring of 2022).

Specific Responsibilities — Time Commitments:

A combination of interpersonal communication, conference calls, online review, and
participation in program selection is required for service on the Program Selection Committee.
Furthermore, attendance at Annual Conference is highly encouraged. A brief description of
each follows:

Interpersonal Communication:

(Avg. 2 Hrs. per Month — August-October is busiest)

Correspond via e-mail and phone with other Committee members, interested

presenters/session moderators, Association Members, and members of other

professional societies they may be already connected to, to achieve the following:

e Encourage proposals in assigned tracks and refer inquiries to other track contacts
when outside their area of expertise

o Support selection and placement of highest quality proposals by assisting proposing
presenters/moderators to strengthen their submissions.

e Connect potential presenters/moderators

e Guide the presentation format length where appropriate

e Act as a liaison between moderators and Association after proposals are accepted
and leading up to the annual conference in order to ensure quality session content

e Communicate with Association members through Professional Community platforms
and other channels to encourage support for their track or area

Conference Calls:

(8 hrs. per program year — most between August - November)

Program Selection Committee Members are required to participate in a minimum of
four and a maximum of six conference calls held throughout the program year — these
calls last approximately 60-90 minutes each. Meetings inform Committee members,
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brainstorm ideas for topics, support members in generating proposals, and train
members in procedures, etc. related to the online review process.

Online Review:

(20 hrs. per program year)

Committee members use the Association proposal management system to read, review,
and score approximately 150 submitted proposals for all tracks. This review occurs in
the fall prior to the annual conference (i.e., October-November 2021 for Annual
Conference 2022) and takes approximately 20 hours to complete. See attached
reference for scoring rubric used in assessing sessions.

Program Selection Meeting:

(2-3 days per program year)

The Program Selection Meeting, consisting of approximately two 4 to 6-hour days, held
in late November or early December, brings together the full committee to plan the
program and interact with key APGA staff members. Members rank scored proposals,
map and finalize the program selection and conduct other business, using the scoring
rubric from the review process as a basis for discussion. This intensive process requires
participation of every committee member and ensures the highest quality program for
the coming calendar year.

American Public Gardens Association Annual Conference:

(Usually the third week in June, Tuesday-Thursday)

The Annual Conference is a great chance to network and to see the fruits of the
committee’s hard work. The majority of ideas for the following year’s program are
generated at the Annual Conference itself. It is a great chance to drum up support for
the next year’s program.

Program Selection Committee members are strongly encouraged to attend the Annual
Conference to liaise with presenters and members, scout out new program ideas and
presenters, gather feedback, evaluation of current programs, etc. While at the Annual
Conference, Committee Members will meet with Community leadership and other
Committee members as needed.

Program Selection Committee members and/or their institutions are responsible for all
costs for attendance at the Annual Conference.

Financial circumstances should never be an impediment to Program Selection Committee
service. If financial assistance is required to attend Annual Conference, the Committee
Member is requested to contact the PSC Association staff liaison to discuss opportunities
prior to Annual Conference registration opening.

Other Duties:
(Time Input Varies)
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Program Selection Committee members typically engage in several other related roles
while serving on the Committee:

¢ Help to recruit and nominate future Committee Members.

o Take an active role in supporting professional communities by providing input on the
theme and goals of the annual conference or needed professional development.

e May assist with the selection of key speakers to ensure appropriate programming
for the annual conference or other professional development.

e Pursue contacts locally, regionally, nationally and internationally in public gardens
and outside public gardens to bring fresh perspective and new ideas to the annual
conference and other professional development.

¢ Committee Members are encouraged to generate session ideas or professional
development needs themselves and act as a moderator, presenter, or “seed point”
for new program topics. Note: A maximum number of two (2) sessions will be
approved for any individual to create room in the annual meeting schedule to foster
participation by a greater number of members.

Committee Member Liaison Responsibilities:

Following session selection, Committee members are assigned liaison roles for up to 5 Annual
Conference sessions. Committee members should work with sessions to address any concerns
voiced during Program Selection Meeting and ensure all presentations adhere to IDEA
principles.

If performing duties for a virtual Annual Conference (as was the case for 2020 and 2021), this may
require ensuring speakers are comfortable in a virtual setting and can still develop relevant and
interactive content appropriate for attendees and ensure speakers adhere to IDEA principles.
Committee members are strongly encouraged to attend sessions they liaise with to broaden
their ability to evaluate successful sessions from start to finish.

The following are suggested benchmarks for committee member communications with session
moderators:

February - | have had initial contact with sessions and all presenters are aware of session
acceptance.

April - | have confirmed speakers are registered for the conference and answered any
questions.

May 15 - | have offered to meet with session presenters and offered guidance as needed.

New in 2024-2025, Committee members will also be assigned to up to 5 rejected Annual
Conference sessions to evaluate for use in other Association Professional Development
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opportunities (Annual Conference poster/rapid fire presentations, known symposia, webinars,
workshops, etc.). Committee members will be provided information by the Association PSC Liaison
about how to submit for each process and will then work with their assigned sessions to offer

guidance and assistance.

Reference. Scoring rubric used by Program Selection Committee members when assessing session
submissions. The final score assigned is based on the average of the five assessment categories.

Qualifier 1 2 3 4 5
Topic, intent, and
Topic, intent, or . Topic, intent, and | Topic, intent, and |learning outcomes
. Topic, intent, and . .
learning outcomes . learning outcomes|learning outcomes| are focused, well
Purpose learning outcomes
are not are reasonably are clear and presented, and
. are vague. .
articulated. clear. articulated. thoughtfully
articulated.
Rationale for
. . . . choosin
Rationale for Rationale for Rationale for Rationale for 8 .
. . . . presenters is
Presenter choosing choosing choosing choosing focused. well
Rationale presenters is not presenters is presentersis |presenters is clear resente,d and
articulated. vague. reasonably clear. | and articulated. P !
thoughtfully
articulated.
Topic and
. Topic and Topic and P Topic and
Topic and presenters (when
presenters (when | presenters (when ) presenters (when
presenters (when . . applicable) .
. applicable) applicable) applicable)
applicable) lack represent a .
represent a represent an . represent a wide
range of reasonably diverse
. narrow range of | acceptable range range of
Relevance perspectives, . . range of .
. perspectives, of perspectives, . perspectives,
regions, and : . perspectives, .
regions, and regions, and . regions, and
garden regions, and
size/budget/missi garden garden garden garden
size/budget/missi | size/budget/missi size/budget/missi
on. /budget/ /budget/ size/budget/missi /budget/
on. on. on.
on.
The most
. An acceptable A reasonable appropriate
Formatis not . . P PP .p
. .. |[Format is not ideal format was format was audience
. appropriate, and it ) . o . . . .
Audience will not contribute for exploring the | identified, which | identified, which engagement
Engagement . topic and may not| could contribute | will contribute to format is
to exploration of ) . . . . .
the tobic contribute to it. | to exploration of |exploration of the |identified to allow
pic. the topic. topic. full exploration of
the topic
Topic is trending,
L L L important and
Topic is important | Topic is important | Topic is important tir:el highl
. or timely but may or timely or or timely and v, nighly
The topic is not . . . relevant to the
Impact . not be desirable to| desirable to the | desirable to the .
relevant or timely. . . . intended
the intended intended intended .
. . . audience, and has
audience. audience. audience. .
strong potential to
catalyze audience
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