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If you are interested in conducting your own Technician Fun Fair and need further assistance, please contact Technician Affairs Assistant, at the address below.
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Web: www.aalas.org • Email: lisa.evans@aalas.org   
Technician Fun Fair Planning Guide
This Technician Fun Fair Planning Guide will provide detailed instructions for planning, organizing, and conducting a Technician Fun Fair at the AALAS branch or district level. These guidelines are based on the large event conducted each year at the AALAS National Meeting. Each branch/district may have to tailor the event to the number of technicians and exhibiting companies participating in their meeting.
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About a Technician Fun Fair?

A Technician Fun Fair is an educational event, staffed and coordinated by AALAS branch members. The Technician Fun Fair is an exciting way for technicians to expand their animal care knowledge and meet technicians from other local facilities.

The fairs are mutually beneficial for both the technicians and the exhibiting companies participating. It is hoped that technicians will learn from the wealth of knowledge the exhibiting companies bring to them.  

The Tech Fair is an event where each participant is given an exam that can include questions about::

· national AALAS
· the local AALAS branch or district
· the AALAS branch/district meeting

· products and services of exhibiting companies 
The “ferreting” for answers

makes this event fun and exciting.

The main objective of this event is to increase direct participation of the technicians attending the AALAS National Meeting. For their efforts,

technicians will be awarded a certificate of participation, 4 continuing education credits that apply toward the AALAS Certification Registry,

and the opportunity to win prizes.

Your company can take part in the Tech Fair by submitting questions for the exam and/or donating prizes to the participants. If your company

would like to participate, please complete the following interest form and submit it to the AALAS office.

Those exhibiting companies choosing to submit questions will be asked for 2–3 multiple choice or true/false questions. Ideally, the questions

would be interactive, requiring technicians to visit your booth to get the correct answers. Many exhibitors take this opportunity to showcase

new products and services to potential future managers in the field.

Prizes are a significant part of the Technician Fun Fair, and technicians look forward to receiving them, whether large or small, each year. We

are in need of both promotional-type prizes (pens, magnets, memo pads, etc.) to be given to all participants in a “goodie” bag upon registering

for the Tech Fair, and larger, individual prizes ($20 to $50 value) to be given to winners following the Fun Fair.

Your company will be given visible recognition for your contributions to the Tech Fair. We hope you will take this opportunity to broaden the

educational horizons of the animal care staff in our field. If you have any questions, please contact us at info@aalas.org.

Basics of the Tech Fair:  
The Tech Fair is NOT a timed event, nor is it a team event. The experience is designed to be FUN, not pressing!    

Individual technicians will be responsible for his/her exam. Technicians may work together in groups to solve the questions, yet each technician is responsible for turning in their own completed answer sheet. 

Purpose of a Technician Fun Fair
Many AALAS members know and understand why research using animals is needed as well as the amount of time, personnel, and financial commitment that is put into the welfare of these animals. What a majority of AALAS members, especially technicians, lack, however, is the skill and assurance to talk about their jobs and our field with others.  Many are unsure of how to explain what their jobs entail and are even more apprehensive about how their message might be received.  Therefore, many of their close friends and family members are left uninformed and do not fully understand the importance of animal research.

If we, as members of the AALAS association, expect to reach AALAS’ goal of becoming more proactive in the public education arena, we must train our members and empower them to “spread the word” about the benefits of and necessity for animal research.  All AALAS members should be able to promote the field of laboratory animal science, and at a minimum, be able to discuss with others their own personal jobs.  It is hoped the Technician Fun Fair will eventually enable technicians and others to hold their own against the propaganda from the animal rights activists. 

A Technician Fun Fair:

· promotes the importance of and necessity for biomedical research

· informs the public of the high quality care animals receive in the research environment

· serves as a fun and empowering public outreach training experience for technicians and other laboratory animal science professionals
· provides hands-on experience talking to others about laboratory animal science  

· creates an “informed” support network of friends and family
The intent of conducting a Technician Fun Fair is to create a public outreach training experience for AALAS members, especially those at the technician level, which is done in a positive and manageable environment.  Setting up and participating in a Technician Fun Fair will not only get technicians and others involved and active in AALAS and give them public outreach speaking experience, but it will educate those close to them providing an informed support network.  We hope this support network and experience gained through conducting a Technician Fun Fair will give AALAS members the confidence to do more outreach in the future.
“How to Play”

AALAS Technician Fun Fair
Finding the Answers:  Each technician is given an exam and an answer form. Instructions on where to find the answers are provided at the top of each section of the exam. To obtain answers to the questions on the exam, you must visit several locations, including many of the vendor booths. For your convenience, the exhibiting companies in Section C are listed in order by their booth number. May we suggest that you alter your starting location from other technicians to cut down on congestion at the booths.


Answer Sheet:  At each particular location you will answer the questions. Upon completion, you will turn in your answer sheet at the CTAD booth.  Please print your answers (and your name) legibly!  If we can not read them, they will be considered incorrect! You may keep your copy of the exam. Copies of the answers will be available on Wednesday morning.

Thank the Vendors:  The various exhibiting companies have spent a lot of time creating and submitting their Fun Fair questions and answers, plus many have donated prizes.  So, please, make sure you visit all of the participating vendors and learn from their contributions.  Thank them for participating and for donating prizes!

Tech Fair Spirit:  In keeping of the spirit of the Fun Fair, we also ask that you participate cooperatively and "play the game" the way it was intended.  Please don't ask one vendor to answer questions submitted by another vendor.  Also, we ask that you spend some quality time with the vendors and learn about their products rather than just going to them only to get answers.  Remember, without these vendors, there would not be a Technician Fun Fair!

Deadline:  In order to qualify for the prize drawings on Wednesday morning, you must turn in your answers (on the answer sheet) at the CTAD booth no later than 5:00 PM on Tuesday, November 8.  However, if you are unable to complete your exam by this deadline, you may turn it in to the CTAD booth by Wednesday at 10:00. You will not be eligible for the prize drawings, but you can still have your exam graded and be recognized for your score in post-meeting publications!  

Prizes:  There will not be a first, second, third, etc., placement.  Everyone is a winner!

· Everyone participating will receive:

· A special “goodie bag” filled with Tech Fair surprises from AALAS and many of the participating vendors.

· A dated commemorative “Fiona the Fun Fair Ferret” lapel pin

· Everyone making 80% or higher on their exam will be eligible for drawings for a wide variety of prizes donated by many of the exhibiting companies and AALAS.  A listing of prizes will be available at the CTAD booth.  

· Everyone making 95% and higher on their exam will receive a special ribbon of recognition and become part of the elite “95% Club.”

· Everyone TRULY attempting to complete the Tech Fair exam will receive a Certificate of Completion (suitable for framing.)  This certificate is worth 4 CEUs for technicians participating in the AALAS Certification Registry.

If you have any other questions, please ask someone at the CTAD booth.  Thanks again for your participation.  We hope this will be a fun learning experience for you!

Technician Fun Fair Planning Guide
Steps to Conducting a Technician Fun Fair
The following are basic steps that can be taken to plan and conduct a Technician Fun Fair. The number of exhibiting companies participating will determine the size of your fair.  
Step 1:  Getting Started (3-4 months prior to event)
· Establish goals and objectives

· Who is your target audience?  Family/friends only?  If at a university-type setting, other departments?  Housekeeping or engineering departments?  Researchers and their staff?

· What would you like to emphasize at the Fair?  Will there be a particular theme? Husbandry and animal care?  Careers?  Benefits of biomedical research?  

· Is your theme going to focus around the International Laboratory Animal Technician Week?

· How large a Fair do you want to have?  Internally within the animal facility only?  At the institutional level?  Campus-wide?  Small community event at perhaps a library?   

· Assemble a Planning Committee

· Will you have a small group of people overseeing the entire event?  Who will be the leader?
· Will you need subcommittees set up for various tasks?  What are these tasks?  What are their responsibilities?  Possible subcommittees might include:  
· Publicity

· Information Booths

· Decorations and Signage

· Clean-up
· Will security be needed for the event?  Who will coordinate this?

Step 2:  Preliminary Planning (at least 3 months prior to the event)

· Prepare a budget (sample in Appendix)
· Who will determine the budget for the Fair?

· Where will the funds come from for conducting the Fair?

· Can vendors be potential sponsors of the event?

· Will there be fundraisers needed ahead of time? At the Fair?

· Who will be responsible for the budget?
· Select a date and time

· When is the best time to conduct the Fair?  Weekend? During the work day?  Evening?

· Is there a time of the year that is better than others?

· How is the final date selected?  Who has to approve this date?

· Set a timetable/timeline

· Reserve room(s) or other location
· Is there enough space for the audience you plan to invite?
· Are you able to accommodate tables for information booths?

· Are restrooms nearby?

· For those who have never been there, is it easy to find?

· Is parking adequate?

· Obtain necessary permissions from responsible parties

· At what level do you need to get permission to conduct the Fair?

· Are there any contracts that need signing for a site?  Who will do this?  

· What type of support and cooperation will you need from facility or institutional management?
· Are there any liability issues that need to be addressed?  Is insurance required?
· Will management allow technicians and others to participate in planning and attending the event? 

· Make an invitation list

· Based on target audience, who will you invite to attend?  

· Who can obtain contact information for sending out invitations?

Step 3: Preparing for the Event (at least 2 months before the event)

· Plan activities and information booths (tables)
· Animal Husbandry

· Caging samples

· Bedding samples

· Feed samples

· PPE samples

· Animal handling procedures

· Copies of policies and regulations for the LAS industry
· Photos and/or PowerPoint of facility activities

· Benefits from Research

· Humans

· Pets
· Farm animals and wildlife

· Environment

· Kids Table 
· Computer with “Kids-4-Research” website (www.kids4research.org) running
· Printed activities from “Kids-4-Research” website
· “Computer mouse” punch-out cards

· Stories/books that can be read aloud to the kids

· Lucky Puppy (NCABR)
· Larry the Lab Mouse (iiFAR)
· Casey’s Awakening (MSMR)

· Face Painting (sample images provided as a handout)

· Stuffed animals (representing those in your facility)

· Toys, props, and clothing representing various careers in LAS (researcher, biologist, enrichment technician, veterinarian, vet tech, research technician, building engineer, computer programmer, etc.)  

· Careers in LAS

· “A Day in the Life of a …” or “Why I Do What I Do” examples

· LAS Career materials

· “A Challenge to Care” video and brochures

· A Career in Caring posters

· Quality Animal Care Equals Quality Science posters

· How to Get a Job in LAS

· AALAS Technician Certification info

· CMAR info

· AALAS CareerLine info

· Other booth ideas

· Proper handwashing techniques (if a sink is available, of course!)

· Safety

· Scavenger Hunt (include questions you want everyone to leave knowing the answers to)

· Draw out room plan and assign booth locations for each event

· How many tables will you need for each topic?  

· Which topics do you want near each other?  

· Do you want the kids’ area and/or refreshments separate from the other booths?

· Are trash cans adequately located?

· Are booths/tables requiring audio/visual or computer equipment near electrical outlets? 
· Is there plenty of room to allow for a smooth traffic flow?

· Will certain tables have larger crowds than others?  Do you have enough space to accommodate the crowd? 

· Order/prepare handouts, posters, and other materials – contact these organizations directly (see Appendix).  Many of them have free or inexpensive materials you can give out or use at your event.
· What materials will you need?  Where will you get them?

· AALAS

· Research Advocacy Organizations (SUBR, AMP, FBR, iiFAR, etc.)

· Commercial LAS Vendors

· Related Organizations (AVMA, SOT, FASEB, etc.)

· Internal information about your facility or department

· Will you have an evaluation form for the event?  (sample is in the Appendix)
· Will there be door prizes given away?  If so, what will they be?  Who is responsible for this?

· If your AALAS Branch is doing this event, will there be someone there to accept membership applications?

· Make arrangements for room set up

· Who will be responsible for setting up tables and chairs?  Do you have enough seating?

· How many trash cans will be needed?  
· Who will be responsible for obtaining and setting up and Audio/visual equipment and/or computers?
· Send out reminders to those presenting/staffing booths

· Is there anything special they need?

· Can they come early enough to make sure their booths/tables are set up?
Step 4:  Marketing the Event (1 - 2 months prior to the event)

· Design and print invitations

· Who will be responsible for this? Will invitations have to be designed? 

· Will invitations be sent by mail? Fax? Email? Or by word-of-mouth?

· Will a map be needed?
· Send out invitations to everyone on your invitation list

· Who will do this?  

· Will invitations be sent once? Or, will there be a second invitation sent closer to the event?

· Send out notice to everyone within your branch/facility who will be involved to mark their calendars for the event.

· Marketing the event

· Will you need to make promotional signs and flyers?  
· Who will do this?  How many do you need?  
· Where will they be displayed? Locations depend on the target audience, but here are some suggestions: within the animal facility, public spaces within the institution, in paycheck envelopes, etc.)
· Will there be special marketing of the event internally such as at staff meetings, within break rooms and locker rooms, or within the facility/Branch newsletter?
· Will there be any external marketing to the public using the media?

Step 5: Fine-tuning the Event (1 month before the event)
· Decorations

· Who is responsible for the decorations?  Who will be helping him/her?

· Will there be a theme for your decorations?  If doing during International Laboratory Animal Technician Week, are you using the theme/colors of the poster?  

· What decorations do you need?

· Table coverings?  (tablecloths, animal fabrics, drapes with company logos, etc.)
· Balloons?

· Centerpieces?
· Refreshments 
· What types of refreshments do you want to have (if any)?

· Who will be responsible for coordinating refreshments (before and during event)?

· Will they be bought? Or, will volunteers make and bring them?

· If homemade, will they provide a fun touch to your event?  (sample recipes in Appendix)

· What utensils and supplies will you need? (Here are some suggestions:  cups, ice, eating utensils, punch bowls, serving utensils, knives, plates, napkins, trash bags, garbage cans, etc.)
· Signage

· Who will be responsible for creating and placing signs?

· Do you want signs at each table stating the topic being covered?

· Do you want to have signs outside pointing to the event location?

· Will you need signs directing people to the restrooms?

· Supplies

· What types of supplies will you need?

· Will you have a supply box?  Who will be responsible for this?  

· What will the supply box include? (Here’s some suggestions: pens, pencils, crayons, markers, highlighters, paper, extension cords, surge protectors, scotch tape, duct tape, scissors, stapler, staples, Velcro, push pins, paper clips, hand trucks, carts, rubber bands, poster board, tissues, hammer, pliers, screwdriver, etc.)
· Do you need a first-aid kit?

Step 6: Almost Ready! (one week before event)

· Have you called presenters and those staffing booths to confirm they will be there?
· Have you made a few last-minute reminder calls to guests?  See if they need directions or have any other questions about the event.
· Have you checked with everyone providing a service for your event?  Is everything on track?
· Do you need to call and give final counts to those responsible for refreshments?
· Finalize plans for the registration/check-in table, volunteer check-in table, and command center table.
Step 7: The Big Event!

· Is someone near the main entrance greeting people as they come in?

· Do you have nametags available for everyone?  Do those staffing an event or table have special nametags?
· Who do you have taking photos of the event?

· Do you have a group staying after the event to clean up the facility and place things back in order?
· How are you going to collect completed evaluation forms from the attendees?
Step 8: Follow-up (within 1-2 weeks following the event)
· Do you plan on sending thank you notes to all helpers, booth staffers, and those providing services?
· Who is going to tally the responses received on the evaluation forms and make sure everyone involved gets a copy? 
· Have you scheduled a re-cap meeting of those involved in setting up the ARF?  What was successful?  What parts didn’t work?  How can the event be improved? 

· Who are the results of this re-cap meeting being distributed to?  Who is responsible?

· Are you going to submit an article (including photos) about your ARF to your branch newsletter and/or AALAS’ Contemporary Topics?  Who is going to do this?

Technician Fun Fair Planning Guide 
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How to Play
Technician Fun Fair
Evaluation Form

We would like to thank you for participating in this year=s Technician Fun Fair and thus showing a desire to improve yourself professionally and to enhance the quality of life of the animals in your care.

In order to enhance future Technician Fun Fairs and to better meet the educational needs of technicians, please answer the following questions.  Please take the time necessary and be honest with your feedback.  Your suggestions and ideas could make the next Technician Fun Fair even better!

· Did you have fun?
 
Yes  
No  

· Rate the educational value (circle your choice):  

1 = Very good          2 = Good           3 = Fair            4 = Poor          5 = Not worth the effort

· The time frame for completing this Technician Fun Fair was:  

1 = Too long (couldn't complete)      2 = Just about right          3 = Too short (completed early)

· Overall, the questions at this Fun Fair were:

1 = Too hard       2 = Too easy          3 = Just the right mix

· Do you feel any special knowledge/education was needed to complete this exam?    Yes  
No 

If so, what: 













· Do you feel you learned something new while participating in the Fair?
       

Yes   
No   

· Moving from one location to another was a:

Good idea ; Why?                                                                                                         

Not a good idea;  Why?                                                                                                 

Further comments: 










                                                                                            
· After experiencing this Technician Fun Fair would you participate in another one?

Yes  
No  

· Where did you first learn about the Technician Fun Fair?

Word of mouth prior to the meeting



Word of mouth once at the meeting



Branch newsletter









Branch website






Meeting Program





Other:  (please specify) 










                                                                   
· Were instructions for the Technician Fun Fair easy to follow?          Yes 
No 

What did you like best about the Technician Fun Fair?

What did you like least about the Technician Fun Fair?

Please return this form to the drop box at the Tech Fair registration table before you leave today.
Thank you!
Technician Fun Fair
Sample Promotional Flyer


“How to Play”

AALAS Technician Fun Fair
Thanks for participating in the Annual AALAS Technician Fun Fair. We believe that this is a mutually beneficial endeavor for both the technicians and the exhibiting companies that are participating. We hope you will take advantage of the wealth of knowledge these vendors and AALAS are bringing to you.  In case you've not participated before, here's how it works:

Basics of the Tech Fair:  The Tech Fair is NOT a timed event, nor is it a team event. Each individual will be responsible for his/her exam. However, you may work with a friend or co-worker to obtain the answers. We want this experience to be FUN, not urgent!    

Finding the Answers:  Each technician is given an exam and an answer form. Instructions on where to find the answers are provided at the top of each section of the exam. To obtain answers to the questions on the exam, you must visit several locations, including many of the vendor booths. For your convenience, the exhibiting companies in Section C are listed in order by their booth number. May we suggest that you alter your starting location from other technicians to cut down on congestion at the booths.


Answer Sheet:  At each particular location you will answer the questions. Upon completion, you will turn in your answer sheet at the CTAD booth.  Please print your answers (and your name) legibly!  If we can not read them, they will be considered incorrect! You may keep your copy of the exam. Copies of the answers will be available on Wednesday morning.

Thank the Vendors:  The various exhibiting companies have spent a lot of time creating and submitting their Fun Fair questions and answers, plus many have donated prizes.  So, please, make sure you visit all of the participating vendors and learn from their contributions.  Thank them for participating and for donating prizes!

Tech Fair Spirit:  In keeping of the spirit of the Fun Fair, we also ask that you participate cooperatively and "play the game" the way it was intended.  Please don't ask one vendor to answer questions submitted by another vendor.  Also, we ask that you spend some quality time with the vendors and learn about their products rather than just going to them only to get answers.  Remember, without these vendors, there would not be a Technician Fun Fair!

Deadline:  In order to qualify for the prize drawings on Wednesday morning, you must turn in your answers (on the answer sheet) at the CTAD booth no later than 5:00 PM on Tuesday, November 8.  However, if you are unable to complete your exam by this deadline, you may turn it in to the CTAD booth by Wednesday at 10:00. You will not be eligible for the prize drawings, but you can still have your exam graded and be recognized for your score in post-meeting publications!  

Prizes:  There will not be a first, second, third, etc., placement.  Everyone is a winner!

· Everyone participating will receive:

· A special “goodie bag” filled with Tech Fair surprises from AALAS and many of the participating vendors.

· A dated commemorative “Fiona the Fun Fair Ferret” lapel pin

-cont’d-

· Everyone making 80% or higher on their exam will be eligible for drawings for a wide variety of prizes donated by many of the exhibiting companies and AALAS.  A listing of prizes will be available at the CTAD booth.  

· Everyone making 95% and higher on their exam will receive a special ribbon of recognition and become part of the elite “95% Club.”

· Everyone TRULY attempting to complete the Tech Fair exam will receive a Certificate of Completion (suitable for framing.)  This certificate is worth 4 CEUs for technicians participating in the AALAS Certification Registry.

If you have any other questions, please ask someone at the CTAD booth.  Thanks again for your participation.  We hope this will be a fun learning experience for you!

Your CTAD members!  
Technician Fun Fair
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Technicians: You Are Invited!





(Insert Branch/District meeting name)�
Technician Fun Fair





So, what’s in it for me?


Relaxed, “icebreaking” venue to interact with vendors 


Opportunity to expand your animal care knowledge beyond what you are already know


Get to meet and become friends with other technicians from other facilities 


Add spice to your meeting involvement through a fun “scavenger hunt” format 


Opportunity to win prizes and recognition


Receipt of CEUs toward the AALAS Technician Certification Registry





WHEN


(insert day, date, and times)





WHERE


(insert location, including address and room numbers if needed)





Just as the name says…FUN for Technicians!
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