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SESAM Annual Meeting Committee - Role and Responsibilities

Annual Meeting Committee

The Annual Meeting Committee supports the planning, coordination, and delivery of SESAM's flagship
event. Working under the strategic direction of the Committee Chair, the Committee ensures that the
Annual Meeting is well-organised, inclusive, engaging, and aligned with SESAM'’s mission and strategic
priorities.

While the Scientific Committee is responsible for scientific and educational content, the Annual Meeting
Committee focuses on programme structure, event flow, logistics, partner coordination, and the overall
attendee experience. The Committee collaborates closely with SESAM'’s Professional Conference
Organiser (PCO), Executive Director, and other SESAM Committees to ensure seamless delivery of all

non-scientific elements of the Meeting.

Annual Meeting Committee - Composition

Chair - to be recruited

Secretary - PCO Project Manager

Executive Director

Treasurer

Secretary General

Scientific Committee Chair (Abstract, Programme management)
Sim Uni lead

Local contact

PCO leads for Registration, MARCOMMS and SPONEX)

1. Programme Structure and Event Flow

e Support the design of the overall programme structure in collaboration with the Scientific
Committee.

e Contribute to scheduling, session formats, and the integration of scientific and non-scientific
elements.

e Ensure the programme flow supports accessibility, engagement, and a positive attendee
experience.

2. Coordination with the PCO

e Work closely with the Professional Conference Organiser on venue planning, logistics,
registration processes, and operational delivery.

e Assistin reviewing timelines, workflows, and operational plans to ensure smooth execution.

e Provide feedback on logistical needs and attendee experience considerations.
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3. Non-Scientific Programme Elements

Support planning and coordination of social events, plenaries, awards ceremonies, networking
activities, and community-building sessions.

Liaise with speakers, facilitators, and contributors involved in non-scientific components of the
Meeting.

Ensure these elements reflect SESAM's values of inclusivity, professionalism, and community
engagement.

4. Partner and Industry Engagement

Collaborate with the Industry Liaison and Executive Director on partner engagement and
exhibition planning

Support coordination of exhibitor logistics, partner activities, and sponsor visibility within the
programme.

5. Policies, Procedures, and Standards

Contribute to the development and refinement of Annual Meeting policies, procedures, and
planning standards.

Support documentation of processes to ensure continuity and consistency across future Annual
Meetings.

6. Operational Coordination and Communication

Serve as a point of contact for operational matters related to the Annual Meeting.

Support communication between the Executive Director, the PCO, SESAM Committees and
external partners.

Assist in ensuring that information flows clearly and efficiently across all stakeholders.

7. Evaluation and Continuous Improvement

Support the collection and review of participant feedback.

Contribute to structured evaluation reports and recommendations for future Meetings.
Assist in identifying opportunities for innovation, improvement, and enhanced attendee
experience.

8. Transition and Continuity

Support a smooth transition to any newly appointed Committee Lead.
Contribute to maintaining clear documentation, timelines, and planning processes to ensure
continuity year-to-year.

SESAM Annual Meeting Committee - Role and Responsibilities Page 3



SESAM ‘

SESAM Annual Meeting Committee - Role and Responsibilities Page 4



SESAM ‘

Role Profile - Chair of the Annual Meeting Committee
Reports to: SESAM Executive Board
Term of Service: 2 years
Nature of Role: Voluntary

Time Commitment: Approximately 10-14 hours per month, with significantly increased activity in the 4-
6 months preceding the Annual Meeting.

1. Purpose of the Role

The Chair of the Annual Meeting Committee provides strategic, operational, and coordination
leadership to ensure SESAM’s flagship event is well-organised, inclusive, engaging, and aligned with
SESAM’s mission and strategic priorities. The Chair oversees all non-scientific programme elements,
programme structure, event flow, logistics, partner engagement, and stakeholder communication,
ensuring seamless delivery of the Annual Meeting in collaboration with the Executive Director, Scientific
Committee, PCO, and other SESAM committees.

2. Key Responsibilities
A. Strategic Leadership & Governance

e Provide strategic direction for the Annual Meeting Committee, ensuring alignment with SESAM’s
mission, values, and governance framework.

e Present plans, risks, timelines, budgets, and recommendations to the Executive Board.

e Ensure the Annual Meeting reflects SESAM'’s values of inclusivity, professionalism, and
community engagement.

e Translate SESAM's strategic priorities into operational planning for the Meeting.

B. Programme Structure & Event Flow

e Lead the design of the overall programme structure in collaboration with the Scientific
Committee.

e Ensure seamless integration of scientific and non-scientific programme elements.

e Oversee scheduling, session formats, and event flow to support accessibility, engagement, and a
coherent attendee experience.

e Ensure programme decisions are documented and communicated clearly across stakeholders.

C. Coordination with the PCO
e Oversee venue planning, logistics, registration workflows, and operational delivery.
e Review and approve timelines, workflows, and operational plans.
e Provide strategic and operational feedback on logistical needs and attendee experience

considerations.

D. Oversight of Non-Scientific Programme Elements
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e Provide leadership and oversight for all non-scientific programme components, including:
o Social events

Plenaries

Awards ceremonies

Networking activities

Affiliate sessions

Board sessions

Community-building elements

e Oversee coordination of speakers, facilitators, and contributors involved in non-scientific
elements.

e Ensure these components are professionally delivered and aligned with SESAM'’s mission and
values.

O O O O O O

E. Partner & Industry Engagement

e Work closely with the Industry Liaison and Executive Director to support partner engagement
and exhibition planning.

e Oversee coordination of exhibitor logistics, partner activities, and sponsor visibility within the
programme.

e Ensure industry engagement is integrated smoothly into the programme structure and event
flow.

F. Operational Coordination & Communication

e Serve as the central coordination point for all operational matters related to the Annual Meeting.

e Facilitate clear, timely communication between the Executive Director, the PCO, SESAM
committees, and external partners.

e Ensure information flows efficiently and consistently across all stakeholders.

e Ensure the Secretary (PCO Project Manager) maintains operational clarity and documentation.

G. Policies, Procedures & Standards

e Lead the development, refinement, and implementation of Annual Meeting policies, procedures,
and planning standards.

e Ensure documentation is clear, accessible, and supports continuity across future Annual
Meetings.

e Promote consistent planning practices and operational excellence.

H. Evaluation & Continuous Improvement
e Oversee collection and analysis of participant feedback.
e Lead development of structured evaluation reports and recommendations.
e |dentify opportunities for innovation, improvement, and enhanced attendee experience.
e Ensure lessons learned are integrated into future planning cycles.

I. Transition & Continuity

e Ensure smooth transition to any newly appointed Committee Chair.
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e Maintain clear documentation, timelines, and planning processes to support year-to-year
continuity.
e Ensure institutional knowledge is preserved and accessible.

3. Candidate Profile
A strong candidate will demonstrate:

e Current SESAM membership in good standing.

e Experience organising scientific, educational, or professional events (preferably in healthcare
simulation).

e Strong leadership, organisational, and facilitation skills.

e Excellentinterpersonal and communication abilities.

e Knowledge of SESAM’s governance and structure.

e Comfort using digital tools for programme management and communication.

e Able to dedicate regular voluntary time to the role, in line with the time commitment outlined
above

4. Application Process

Interested candidates are invited to submit to executive.director@sesamsociety.org:

e Letter of Interest (max 1 page) Outline your vision for the Annual Meeting Committee, your
motivation for applying, and how your skills and experience align with the responsibilities and
qualifications.

e Current Curriculum Vitae (CV)
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