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The British Association of Sport and Exercise Sciences
Division of Biomechanics and Motor Behaviour
Application Form to bid to host the BASES Biomechanics Interest Group (BIG) and Division Day 2024

Please complete the Application Form below as well as inserting the two appendices detailed below (a draft one-day programme and financial projections). 

Please return to: bases.biomech@gmail.com by 10 am on Thursday, 30 September 2023. 

For any enquiries, please contact Prof Athanassios Bissas (Division Deputy Chair; abissas@glos.ac.uk). 

Application Form

	Name of Institution / School / Department

	

	Named BIG Day Organising Committee leader (an appropriate individual with authority to act on behalf of the institution), including contact details.

	

	Named BIG Day Organising Committee members (excluding the leader from above) including Early Career Researchers and contact details.

	

	Proposed conference date (including where this sits with academic holidays)

	10 April 2024

	Names of individuals from the proposed BIG Day Organising Committee that attended the BASES BIG 2022 and 2023.

	

	Day theme and/or focus and rationale (100 words max)

	


	Brief background information indicating the institution’s previous involvement in BASES Annual conference, BASES Student conference or BASES BIG Days (150 words max)

	

	Proposed BIG Day organisation, in particular:
-whether internal or external conference organisers will be used and their experience
-any previous conference organisation
-details regarding dedicated administration of the conference (e.g., use of app for the day)
-dedicated support on the day
-any other provision that could support the day or provide a focal point (e.g., anniversaries, historical sites, infrastructure developments etc) 

	

	Overview of facilities, in particular:
- space for a trade exhibition
- academic facilities (lecture and oral presentation rooms and space for poster presentations)
- any other relevant facilities
- lunch plans (whether catering provided or range of food outlets available in close proximity, including for those with dietary needs)
- a schematic diagram showing the proximity of the various locations.
- EDI provision (e.g., quiet space, wheelchair accessible, baby changing facilities, dedicated prayer room)

	

	Information about ease and options of travel to the venue

	

	Statement about what you think makes a good BIG Day (250 words max) – including any reflection from previous BIG Days attended

	



The following appendices must be included in your submission:

Appendix 1. Draft one-day programme. The programme should include a) available time for delegates to visit the exhibitor stands, b) no concurrent sessions, c) abstract presentations adopting a ‘5-minute presentation, 5-minute questions’ format, d) abstracts representing geographically widespread Institutions (if possible), e) a morning slot for the Biomechanics and Motor Control Division to address the delegates.
Please note: the final programme will be expected to have a) at least one international speaker (online is possible but face to face is preferable), b) recognised keynote speakers / main talks from geographically widespread Institutions, and EDI in the forefront, c) abstracts representing geographically widespread Institutions (if possible).Consideration to who these people might be (for a and b) will ideally (but not necessarily) have been made at the planning stage. 
Appendix 2. Financial projections including income, expenditure, any proposed sponsorship and projected delegate fees - See section ‘Notes on BIG Day Budget’ overleaf.


Notes on BIG Day Budget

It is the responsibility of the BIG Day Organiser to manage the financial aspects of the BIG Day. This includes establishing appropriate accounting procedures for the handling of all income and expenditure relating to the BIG Day. It is likely that this will involve the institution’s finance department. While the BIG Day is not intended as a surplus making venture, it should at least break even. Any surplus from the BIG day is split 50:50 between BASES and the Host Institution. However, under no circumstances will BASES carry any financial liability for a share in any loss.

A draft conference budget should be submitted by the BIG Day Organising Committee as part of the bid to host the BIG Day. This should provide estimates for 502 delegates. The BIG Day Organiser will be expected to provide a realistic ‘working budget’.

The following costs should be built into the conference budget:

1 Production of the conference abstract booklet (online / digital).
2 Delegate bags.
3 Publicity and marketing costs – posters and flyers. Please note that BIG Day adverts via the BASES e-mail newsletter and via www.bases.org.uk are free.
4 General stationery.
5 Photocopying (if applicable).
6 Poster boards (if applicable).
7 Meals3.
8 Refreshments3.
9 Travel and accommodation costs for guest speakers.
10 Administration costs.
11 Registration fee (if applicable) for next year’s BIG Day organiser (1 person)4
12 Registration fee (if applicable) for a student / ECR (1 person)


2For reference, previous in-person BIG Days had approximately 170 attendees (2017), 150 registered delegates (2018), 150 registered delegates (2019). 
3Meals and refreshments do not need to have dedicated catering as long as sufficiently varied food outlets are available at close proximity; either should be made clear in the application. 
4Any BIG Day Organiser will be required to attend the previous year’s BIG Day to ensure lessons learnt. Therefore, each BIG Day Organiser will need to offer one place to next year’s BIG Day hosts at cost.


Terms & Conditions
· The BASES BIG Day should always be referred to as the ‘BASES BIG Day {Year}’ and shortened to ‘BIG Day’ as appropriate. The BASES logo should be included on all materials related to the conference and all materials should be sent to the Division’s liaison with the BIG Day Organising Committee for approval.
· The website for the BIG Day will be hosted on the Division’s BIG website, and this is the website that should be used on all publicity material. The relevant Division person will liaise with the respective BIG Day Organising Committee person for smooth and timely updates. 
· The Deputy Chair and Membership representative must be part of the BIG Day Organising Committee and consulted in the development of the Day, its programme and relevant tasks / activities.
· Abstract submission is the responsibility of the BIG Day Organising Committee / host Institution, and they need to organise an Abstract Review Committee. Previous experience shows that combined registration and abstract submission is preferable to reduce administration time.
· Delegate fees should be similar to those of the recent conferences. Please note that as this is a combined event, BASES members will be registered for free, so the registration fee will only be applicable to non-BASES members.
· The BIG Day programme should have an academic, applied and career focus. 
· The invited speakers at the BIG Day should reflect diversity and aim for gender balance. The Division Committee reserves the right to request changes to the BIG Day programme if it is deemed there is insufficient diversity amongst the guest speakers.
· The BIG Day Organising Committee is required to write a brief report in the BASES Annual Report.
· The BIG Day Organising Committee is required to hold a debrief/hand-over meeting with a representative from the following year’s institution and the Deputy Chair and Membership Representative. This is normally held at the following year’s institution.
· Exhibitors are usually charged a nominal fee. 
· Call for abstracts will be e-mailed out to members free of charge.
· Awards will be coordinated by the BIG Day Organising Committee and the Deputy Chair and Membership Representative. This is because BASES has long-standing relationships with the award sponsors. The host Institution is usually asked to sponsor one award. The Division will also consider sponsoring an award.
· The Abstract Review Committee (appointed by the BIG Day Organising Committee, including the Deputy Chair and Membership Representative) need to make a shortlist of those abstracts that will be considered for an award at the conference (abstract review assessment criteria will be provided). 
· The BIG Day Organising Committee are responsible for setting up an awards/judges’ panel. 
· Certificates for all winners and runners-up are provided by the Division.

Equal Opportunities
BASES are committed to Equality (Equal Opportunities) and have an Equal Opportunities policy available here. Further, the values, commitments and behaviours of BASES can be found here.  
The BIG Day Organising Committee should familiarise themselves with this policy and ensure all invited speakers follow the guidelines. These state that egalitarian language and images must be used in all presentations (and conference publicity) and that examples and models be derived from a representative sample and mix of sources. Advice can be sought from the Division Committee at all stages of conference planning and the organisers are encouraged to do so. 
Updated July 2023 Dr Theodoros Bampouras						Copyright © BASES, 2023

4
image1.jpeg
BASES

The British Association of
Sport and Exercise Sciences




