CACEO Quarterly Training

(a handbook for hosts)
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The mission of the Colorado Association of Code Enforcement Officials (CACEO) is to enhance the professionalism and consistency of Colorado’s code enforcement efforts.  We achieve our mission by offering training and certification programs, and by maintaining a communication link between the Association and Colorado governments.
                   Colorado Association of Code Enforcement Officials
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Dear Host,

Thank you for volunteering to host a quarterly training!  We pride ourselves in providing quality education and we greatly appreciate your desire and commitment to participate in the educational component of our organization.

This manual was developed to assist you in planning and implementing a quality training session.  You’ll notice that there are guidelines with regard to the timeliness of particular items such as procuring speakers, reserving rooms, and locating and reserving AV/IT equipment.  Following those timelines will help ensure a successful Quarterly Training session.  Also, in this manual are examples of an agenda, letters for support, driving directions map, and other pertinent information that you will need to host the event.  

In addition to this manual, the CACEO education committee is also available to assist you.  The committee can offer suggestions, provide information for speakers and assist with general troubleshooting. 

We are committed to making your hosting experience a positive one and we are dedicated to supporting your endeavor.  Please don’t hesitate to contact us. 

Thank you once again and Happy Hosting! 

Sincerely,

Lois Engbretson
Education Committee Chair

CACEO
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Hosting A Quarterly Training Timeline
Three Months Prior to the Event

1.  
Select & reserve location, identify costs.

a.  
The meeting room should accommodate a minimum of 75 people.

b.  
Ensure there is ample room outside the training room to set up a registration area.

c.  
Decide where you will set up the continental breakfast and snack area.
2.  
Consider training topics and possible instructors.    To help insure quality and prevent          
duplication, contact the CACEO education committee for assistance and approval.



a.  
Prepare Draft Agenda (see agenda format example).


b.  
Make preliminary contact of potential instructors.  In making your decision regarding 


speakers, consider costs of instructor’s travel, lodging, gratuities, etc.
3.  
Submit request for QT funding assistance to CACEO President by e-mail or fax.


a.  
E-mail to:  juan@fountaincolorado.org


b.  
Fax to: (719) 322-2001 Attn: Juan Flores 
You may request up to $750 in monetary assistance for hosting a Quarterly Training from your CACEO.  These funds may be used to contract professional speakers, provide food and beverages, rent rooms and other similar kinds of expenses that may be incurred.  You must request and obtain approval for any monetary assistance from CACEO before purchasing or contracting for services.  Any financial indebtedness incurred without the prior approval of CACEO may not be reimbursed.  Please budget wisely and spend responsibly.

Two Months Prior to the Event
1.  
Follow-up on room reservation.
2.
Confirm location, time, and date with instructors, speakers, and special guests.
3.
Work with the CACEO Education Chair to finalize the agenda. 
4.
Ensure that funding has been secured with CACEO.

5.
Begin gathering, ordering, or requesting items for door prizes.  These items can be almost 
any fun, useful, or ornamental object.  Your local businesses may donate advertising items 
such as magnets, hats, or key chains. Other items might include books, t-shirts, water bottles, 
coffee mugs, backpacks, or even board games.
One Month Prior to the Event

1. E-mail the finalized agenda and directions to training location to the CACEO Education Chair for distribution to the membership.
2. Confirm room reservation.
3. Make a courtesy call to the speaker to confirm their commitment.  Identify their AV/IT needs and secure needed equipment.  If they are going to have handouts, make sure you get a copy and make sure there are enough copies before the training begins.
4. Start a list of needed supplies.
5. Confirm availability of tables, chairs, etc. needed for training area and registration setup.
6. Locate coolers that you’ll need for drinks the day of the event.
7. Locate serving trays, bowls, etc. needed for refreshments.
8. Reserve coffee pots and containers for hot water.
9. Consider the overall presentation of intended displays and breakfast area.  Consider securing tablecloths or other table coverings (CACEO can provide some large tablecloths upon request).
10. Start a shopping list of refreshments, paper products, plastic ware (calculating needed quantities will make shopping much easier).
Refreshment Considerations
We tend to over-purchase food items. Please be reasonable in your purchases.
a) Provide large containers (pitchers or coolers) of water instead of individual bottles.
b) Limit snacks to one or two items. Something salty and something sweet is usually a


good combination.
c) Quantity considerations: Don’t purchase one of everything (bagels and fruit for example) for each person. Most people consume ½ bagel, or one doughnut, or one small pastry.  If purchasing large items such as muffins from Costco, cut them into thirds (people will usually take one or two “thirds”).

d) When supplying fresh fruit, try to cut it up.  It goes further and people are more likely to eat small pieces than whole pieces.
e) People are more likely to eat fresh cookies (Costco-type) than “packaged” ones.  One (large) cookie per person is usually sufficient, especially if there is still fresh fruit available.

f) Yogurt is a great breakfast treat, if you want to serve yogurt, one large box of granola-type cereal and 3 large containers of yogurt are usually sufficient. Fresh or frozen blueberries and strawberries also make great toppings.  Small cups (6 oz) are just the right size for individual servings.

One to Two Days Prior to the Event
(Depending on your ability to store the items)

1. Go shopping!  Now is the time to get food, drinks, paper products, plastic ware, etc.).
2. Set up tables, chairs and prepare registration area.
3. Collect coolers, bowls, serving trays, coffee pots, etc.
4. Ensure that all AV/IT equipment is ready for use and that you have someone available to troubleshoot if necessary.

Registration
1. [image: image5.wmf]You will need a minimum of two tables:  One table for registration should be placed outside the entrance to the training room 
(Staffing and sign-in materials for the registration table will be provided and coordinated by the CACEO membership committee).  The second table should be inside the training room for display of CACEO handouts, flyers, and sale items (books and clothing).
2. Consider having a third table where you can display your City and Department information and other hand-outs (flyers, brochures, copies of ordinances).
Refreshments

Supplies: cups, napkins, stir sticks, plates, creamer, sugar, spoons, ice.
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Morning suggestions

Coffee, tea

Juice, water

Pastries/bagels

Fruit

Yogurt

Afternoon suggestions
Coffee

Water

Sodas (diet & regular)

Fruit

Cookies

Candy

Pretzels/chips

Welcome and Announcements
· [image: image7.wmf]Invite someone from your host city, such as the mayor, city manager, chief of police, etc. to give a brief (5 minute) welcome.

· As the host, you should introduce this person with proper name and title.

· The announcements will be given by the Association staff.

Lunch

Provide a list and map of nearby restaurants along with the type of food served and price range of menu items.
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Remember:  
A successful Quarterly Training is…

Enjoyable,
Educational and Informative to all (diverse training),
A productive use of the memberships’ valuable time,
Memorable and makes everyone want to attend the next one!
                   Colorado Association of Code Enforcement Officials
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Quarterly Meeting, March 13, 2008
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Agenda

0800 – 0845

Registration and Continental Breakfast

0845 – 0900

Welcome and Introduction

0900 –1130

Training



1130 – 1300

Lunch Break 

1300 – 1330

Host Department Presentation

1330 – 1615

Training

1615 – 1630

Closing Business

*Please let us know as soon as possible if you are planning on attending.

Code Enforcement at (719) 322- 2032 or juan@fountaincolorado.org

      Colorado Association of Code Enforcement Officials
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Quarterly Meeting, March 2, 2008

Hosted by the City of Fountain
City Hall, 116 S. Main Street

Ph:  (719) 322-2000
Agenda

0800 – 0845

Registration and Continental Breakfast

0845 – 0900

Welcome and Introduction




Juan Flores, Fountain Code Enforcement




Rich Kopp, President CACEO
0900 – 0930

Code Enforcement and City Image Enhancement




Greg Nyhoff, City Manager

Honorable Jerri Howells, Mayor

0930 –1130

I don’t want to complain, but my neighbor…. (Preparing a Court Case)





Paul Haller, Esq. (City of Fountain Prosecutor)

1130 – 1300

Lunch Break 

1300 – 1400

Code Enforcement and Community Relations





Donna Jack, Juan Flores 

1400 – 1500

“What about the animals?”  (Disaster Preparedness, Lessons from Katrina)




Pikes Peak Humane Society

1500 – 1615 

AACE Property Maint. & Housing Insp. / Systematic Housing Inspection Program

 
Juan Flores
1615 – 1630

Closing Business




Juan Flores




Rich Kopp
*Please let me know as soon as possible if you are planning on attending.

Code Enforcement at (719) 322- 2032 or juan@fountaincolorado.org

      Colorado Association of Code Enforcement Officials
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Quarterly Meeting, December 5, 2008

Agenda

0800 – 0845

Registration and Continental Breakfast

0845 – 0900

Welcome and Introduction

0900 – 1000

Training



1000 – 1130

CACEO Business Meeting

1130 – 1300 

Lunch Break 

1300 – 1330

Host Department Presentation

1330 – 1615

Training

1615 – 1630

Closing Business

*Please let us know as soon as possible if you are planning on attending.

Code Enforcement at (719) 322- 2032 or juan@fountaincolorado.org

      Colorado Association of Code Enforcement Officials
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Quarterly Meeting, December 2, 2008
Hosted by the City of Fountain

City Hall, 116 S. Main Street

Ph:  (719) 322-2032
Agenda

0800 – 0845

Registration and Continental Breakfast

0845 – 0900

Welcome and Introduction




Juan Flores, Fountain Code Enforcement




Rich Kopp, President CACEO
0900 – 0930

Code Enforcement and City Image Enhancement




Greg Nyhoff, City Manager

Honorable Jerri Howells, Mayor

0930 –1030

I don’t want to complain, but my neighbor…. (Preparing a Court Case)





Paul Haller, Esq. (City of Fountain Prosecutor)

1000 – 1130 

CACEO Annual Business Meeting and Elections



Lois Engbretson, Vice President
1130 – 1300

Lunch Break (ACEO Board members will meet during lunch)

1300 – 1400

Code Enforcement and Community Relations





Donna Jack, Juan Flores 

1400 – 1500

“What about the animals?”  (Disaster Preparedness, Lessons from Katrina)




Pikes Peak Humane Society

1500 – 1615 

AACE Property Maint. & Housing Insp. / Systematic Housing Inspections



 
Juan Flores
1615 – 1630

Closing Business




Juan Flores

*Please let me know as soon as possible if you are planning on attending.

Code Enforcement at (719) 322- 2032 or juan@fountaincolorado.org
Directions to Meeting Place

From Denver take I-25 South (approx 90 minutes, depending on traffic)

· Exit 128, go east, turns into Santa Fe Ave (Hwy 85)

· Turn right on Ohio, two blocks to Main St.


From Pueblo take I-25 North (approx 45 minutes)

· Exit 128, go east, turns into Santa Fe Ave. (Hwy 85)

· Turn right on Ohio Ave, go two blocks to Main St.

Parking along Main St. in front of City Hall and in back parking lot.  Please leave south parking along Missouri Ave. open for Utility Department customers.  Meeting on second floor in City Council Chambers.
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<date>
<BUSINESS>
Attn: <manager/owner>

<address>

<city>, <st>     <zip>
Dear 
On Friday, December 1, 2006, the Colorado Association of Code Enforcement Officials (CACEO) will be holding its Quarterly Training seminar in xxxxxx. This will be a time where code enforcement officers from all over the state will be joining together to discuss ever-growing issues in Code Enforcement. We will take this time to learn about employing group dynamics and how to properly interact with the diverse population of Colorado. 

Over the past 15 years code enforcement has developed into a critical municipal service to provide for the orderly and productive growth of livable communities and vibrant businesses such as yours. For that reason, we will also use this time to show our appreciation to the code enforcement officers of the State of Colorado by providing them with lunch.

The conference starts at 9:00 a.m. and will be running all day. We anticipate approximately ### of participants at this function. We were hoping that you could assist us by helping to provide refreshments and/or food for the participants. Any assistance you can offer will be greatly appreciated.

Thank you for your consideration. CACEO is a non-profit entity with Tax ID #  xx-xxxxx.  Please contact me at (123) 456-7890
On behalf of CACEO, 
(Host)
Code Enforcement Officer

City of xxxxx
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Treasurer
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303-987-7541



juan@fountaincolorado.org

loieng@lakewoodco.org

mcairy@douglas.co.us
     



Association of Code Enforcement Officials
CACEO * P.O. BOX 126 * Fountain, CO  80817
CACEO Contact List:
President

Juan S. Flores


City of Fountain


(719) 322-2032



juan@fountaincolorado.org
Vice-President / Goodwill Ambassador / Education Committee Chair

Lois Engbretson


City of Lakewood


303-987-7553


loieng@lakewood.org
Secretary

Michael Cairy


Douglas County


(303) 987-7541

   mcairy@douglas.co.us

Treasurer
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