

    
      
          
            
  
PyCon India Handbook

There have been five editions of PyCon India already, this handbook aims to capture all crucial activites that are requried for planning / organizing / executing the conference.

Broadly this handbook will categorized in three sections :


	Pre-conference : Will list all tasks that need be taken care of before the confernece.


	Conference-Day : Will list all tasks that need to be done on the conference days.


	Post Conference: WIll list all tasks that needs to be taken care at the end of the conf.




There are some sections which will cut across all three types:


	Volunteers


	Templates for various communication mails


	Important Dates







Things to Do


T= Day the Event starts

CFP Should start T - 90 days
Sponsorship
Media Management
Feedback
Schedule
Internet : T-2 days : Testing the link
Banners
Stationery
Volunteers
Website
Registration Desk
Chairs for the Talks
Booking the Venue T - 240 days
Managing Accounts

Bookig of the Venue: Venues for events of this magnitude has to be big , the big venues tend to get occupied early on , so the sooner the venue ids booked the better for the organizers. Pay an advance and block the three calendar days required once done announce it on the mailing list so that everyone is aware of what is happening.

Website : Adding content and development of the website is a constant work , this can be done by volunteers from remote locations too , ask for Volunteers on the mailing list and start giving responsibilities to what they would like to do .




Contents:
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	Index
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	Search Page
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  This directory consists list of guidelines.



          

      

      

    

  

    
      
          
            
  Blog post is one of the official way to make announcement about PyCon India. Starting from Call For Proposals till end of conference all the announcements are written as blog posts. 15 - 20 blog posts are written every year.


Guidelines


	Blog post should be clear. Double verify data, important dates, discount codes and links.


	Team of three is advised for blog posts. One volunteer for purely reviewing the content and two volunteers for writing blog post.


	Blog post should be proof read by reviewer. Blog posts are shared in social media, any smallest mistake will be widley criticized and spoils the brand.


	There is no limit on number of words in a blog post.








          

      

      

    

  

    
      
          
            
  This document provides set of guidelines for conducting open space.


Initial planning for open space


	Call for volunteers and max of 10 volunteers should be sufficient.


	Open CFP for open space 3 weeks before conference and close CFP previous day.


	During conference day, place the registration whiteboard to collect talks. Don’t use permanent markers.


	Open space slot  can be 15 - 30 minutes.


	Open space lead should have frequent discussion with volunteer team about progress and responsibilities.


	Come up with promotional email and send to relevant mailing list. Mailing list can be obtained from PyCon Core Team.


	Design poster and share the poster in social media, highly recommended. Update social media periodically.


	Publish blog post about open space about what is open space, when CFP opens and closes, why speak at open space.







Stationaries for open space


	One or more rooms with 30-40 people capacity to conduct multiple open space session in parallel.


	Chairs should be sufficient.


	Drinking water in open space area.


	Wifi connectivity.







One week before conf


	Have frequent meetings with volunteers to check on CFP, promotional activity, and cross check if something left.


	Volunteers should meet in the venue before the conference day and check the plan.







Note for future coordinators


	Use monitor/computer to show the open space schedule.


	Allow participants to register for open space via mobile app.







Volunteers Responsibilities


	CFP promotion via social media.


	Poster design


	CFP blog post


	Coordinate CFP slots during conference day








          

      

      

    

  

    
      
          
            
  This document provides set of guidelines for reviewing the proposals.


Role of Reviewers


	Reviewers are pillars for selecting quality talks. As a reviewer you
will be interacting with proposers through [Junction instance of PyCon India](http://in.pycon.org/cfp/).


	Reviewers will be judging the proposal purely based on content.


	Reviewers should not give too much weightage to the past speaking experience
of the speaker as PyCon India would like to encourage first time speakers.
However, make sure the speaker is well qualified to give a talk on that topic.


	Reviewers are recommended to provide feedback from the early stage of
submission to help improve the quality of talks and ease the
selection of final list of talks.


	The final schedule of talks would be prepared by the organizing team.
Reviewers are encouraged to provide suggestions based on the proposal
content.







Expectations from Proposals


	Proposal should mention clearly on the topics covered. If any
proposal lack enough information, reviewers should comment on the
proposal.


	Proposers should give ample details about their work on the topic,
for eg., blog posts or open source contributions if any.


	If a proposal is too broad and 40 minutes is too less to cover,
reviewers should give feedback about it.


	Plagiarised proposals shouldn’t be encouraged.


	Repeated proposals from last year is discouraged. Exceptions are fine
in case the coverage depth is more compared to last year.


	Good to have : Single proposer per proposal is encouraged.







Mode of Communication


	Reviewers should use junction to communicate with proposers
(instructions on how to use it will be shared soon) .


	Using different mediums like Phone/Email/Skype aren’t encouraged.


	If proposers aren’t communicating back after repeated follow ups,
Reviewers team with organizing team will make a final call.


	It would be good if reviewer can provide sample presentation template
which proposer can use if they wish to.


	Reviewers are expected to update status with organizing team so that
the organizing team would be able to update the progress to public.







Criteria to Accept/Reject proposals


	Talk without presentation shouldn’t be selected under any
circumstances.


	Talk should only be selected based on content not on Employer
request/popularity of the speaker.


	Previous year’s feedback on talks or speakers should be considered
before selecting a talk.


	Presentation shouldn’t be using employer’s template and also it
should not advertise about the employer.


	Feedback on why a proposal is accepted/rejected should be updated in
junction.







Workshops


	Workshops are for 2 hours and 30 minutes. This requires hands on
experience. Scope of the workshop and the take away from attending
the workshop need to be carefully crafted.


	It is highly recommended for proposers to upload the workshop
content.








          

      

      

    

  

    
      
          
            
  This document provides set of guidelines for coordinating Speakers for Workshop and Talks.


Email guideline


	When contacting the Speaker or the participants, the Subject should be “[PYCON-INDIA-{enter year}][WORKSHOP]{reason of the email}”.







Todo before contacting the Speakers


	Call for volunteers, at least 4 volunteers per audi should be sufficient. This excludes the Lead Speaker Coordinator as (s)he will have to run between different audi.


	Gather contact details of all the volunteers.


	Do ask the volunteers if there is any specific Workshop/Talk they would like to attend, so that there won’t be any missing volunteers at the last minute.







Three weeks before the conference


	Divide the volunteers into different audis and make a list of all speakers in the respective audis.


	Inform the volunteers to contact the respective Workshop Speakers requesting if there is any addition to the requisite already mentioned in the Proposal.


	Inform speaker to get flash drive with necessary materials (installer, dependencies) for the talk.


	Request the Workshop Speakers for contact details, so that the workshop participants can contact them if there are any doubts.







Two week before conf


	Volunteers can go ahead and introduce the speaker to it’s participants with the list of all requisites mentioned by the speaker, and also to bring Data Cards as WiFi connectivity can be intermittent.







One week before conf


	The coordinator should make sure that the volunteers get to attend talks that they prefer and adjust the work force accordingly so that there are enough volunteers in an audi.


	The speaker coordinator should contact the Volunteer coordinator and get the feedback form, if it is in paper.


	Make Time card of 15 Minutes, 10 Minutes, 5 Minutes & Time is Up.







One day before workshop


	Make sure Projectors are set up.


	Make sure there are at least three wireless mics for questionnaire and two portable mics for the speaker(s).







Note for future coordinators


	Contact all the speakers for the day and run them through the drill.


	Volunteers may step out for other sessions/meetup discussion. So make sure that there are enough volunteers in audis.


	Direct interested participants to open space coordinator.


	Keep a mini-display port to HDMI/VGA handy. If possible one for each audi.


	Do NOT forget to collect all the Feedback Forms.







The Drill


	Speaker has to be present at the audi at least 10 minutes before the scheduled start time.


	Time cards, 15 minutes, 10 minutes, 5 minutes, and Time is Up card are to be adhered.


	If the speaker is unable to find/locate the Lead Speaker coordinator, (s)he can always locate the audi volunteers in the front row of the audi.







Volunteers Responsibilities


	Make contact with the Speaker at least 10 minutes before the start time.


	Inform the Speaker that time sheet will be shown and that they have to adhere to it.


	If there is any specific Talk/Workshop they would like to be in, they should inform the Speaker Coordinator in advance so that volunteers can be arranged for that duration.







Post Conference Duties


	If feedback forms are in papers, then it needs to be processed and then shared with the Volunteer Coordinator.








          

      

      

    

  

    
      
          
            
  
Guidelines for a great talk

It is a joint responsibility of organisers, and speakers to make the presentations at Pycon India, 2016 the best that they can be. A great talk requires not only a firm grasp of the content that is being presented, but an ability to connect to the audience, and bring across the material in the talk




Basic courtesies:

The presentation should not be a marketing talk. Ideally, there should be no mention of technologies, programming platforms, products, or services that the speaker or their current employees are involved in. At best, they can be mentioned in passing, but the emphasis of the presentation should be the aspects related to Python.

No official marketing of the speaker of his own material, such as books/software CDs, etc., should be avoided at the venue. However it is acceptable if the speaker carries a few copies (<10) of his book/CD in order to give away to friends / acquaintances in an informal manner.
Employer logos should not be on every slide: an unobstrusive logo on the title slide is fine

All proceedings of the conference will be in the public domain, so do not share information that might be confidential in nature

Even if you think that you are an experienced public speaker, please take some time time to search the Internet, and read up on public speaking tips. One article that we particularly liked is http://hintjens.com/blog:107 . Briefly:
Do not just read off of the slides. The audience is perfectly capable of doing that, and will be bored.
Engage with the audience. Make eye contact with several people across the room. Rather than lecturing to the audience build a conversation.

Keep things simple: especially with technical talks, a natural urge is to go into too much detail.
Challenge the audience. For this, you have to first be confident in your understanding of the material that you are presenting. However, your audience might well have equally-experienced folk: seek to benefit from their insights





          

      

      

    

  

    
      
          
            
  
Selection Panel:


	Selection panel consist of practitioners from various sections. It is suggested to reach out to previous years reviewers, call out for practitioners in mailing list and other social media via nomination process.


	Make sure minimum 2 to 3 reviewers are available for each section. The more reviewers in each section is better for selection process.


	In 2015, selection panel consisted of 12 members and no single reviewer is assigned to more than 2 or 3 sections.







Review Process:


	Review process is to screen all the submitted proposals and find best suited for PyCon India crowd.


	Process mainly focusses on helping proposer to fine tune the proposal to the theme of the conference.


	Review process takes long time, opening CFP early gives sufficient time for review and selection.


	Reviewer guidelines can be found in handbook https://github.com/pythonindia/pyconindia-handbook/blob/master/guidelines/reviewer-guidelines.rst.


	Review process is split into three phases. First phase is to provide feedback to proposer and provide time to align the content with feedback. Second phase is to upload draft of the presentation. Third phase is to vote on the proposals and come up with list of selected proposals with backup.


	Final Proposal review went for a month to help proposers fine tune the idea behind each proposal.


	Review coordinator sends review statistics every alternate week to all reviewers.


	Review process should be complete 45 - 60 days before the conference.


	Selected proposers should be informed 40 days before the conference to plan the travel.


	Review process needs 4 - 6 months.







Presentation Review


	Each proposer is expected to share the outline of the presentation in the form of ppt or pdf and code snippets for workshops. This is to understand what exactly the proposer is going to present and how good is presentation approach so that reviewers can help fine tune the proposal.


	The presentation review started post the proposal description review. Review coordinator sends multiple reminders to the proposers requesting them to share their presentation but few proposers may not be fine sharing their ppt unless their proposal is selected.


	Reviewers spends a month time to review the presentations.







Workshop Review


	PyCon India schedules workshops for a day.


	Workshop are hands for 2 - 3 hours. Each workshop is charged independently and has limited seats.


	Workshop selection should be closed 45 - 60 days before the conference since significant amount of time is required to spread the word.







Reviewer Voting process


	Final talk voting happens for 1 to 2 weeks. Reviewers vote for every proposal they reviewed under the sections assigned to them.


	Reviewers are expected to share their reasoning of vote.







Proposal Selection

After the reviewers voting, votes are consolidated for every proposal.

Below are the options to vote.
Must have (2)
Good (1)
Not bad (0)
Shouldn’t be allowed (-1)

The selection criteria is as below.
- Proposals with negative votes are not considered at all.
- Proposals with 2 or more Must have votes were selected by default.
- 1 Must have and 2 or more Good votes were considered next.
- 1 Must have and 1 Good votes were considered next.
- 2 or more Good votes were the next in line.
- 1 Good and 2 or more Not bad votes were considered next.

Once the proposals are selected, proposers are supposed to upload the final presentation.




Review coordinator


	Review coordination is one of the important task. Quality of session largely important for good conference experience.


	Review coordinators acts as moderator between organizing team, reviewers and proposers.


	Coordinator sole responsibility is to get proposals selected on time.


	Coordinator spends most of the time writing reminder emails to reviewers and proposers.


	Coordinator needs to spend significant time every week to track the review process and push reviewers.


	Coordinator works closely with organising team.








          

      

      

    

  

    
      
          
            
  This document provides set of guidelines for selecting venue.


Basic Infra Requirement


	Must have minimum 3 Auditoriums and 1 store room.


	Atleast one Audi should have minimum seating capacity of 1000 people.


	Should have AC in all Auditorium and good ventilated corridor (exception for Food hall)


	Cafetria should be roofed and must have space to setup 4-6 food stalls.


	Corridor should have space for 4-5 sponsor booths and 4-5 sponsored table setup.


	Space for Child care with good ventilation having required amenities close by.


	Should have space for Dev sprints which is easy to collaborate. Dev sprints in auditorium should be avoided.


	Internet with fibre lines from any provider.







Good to have


	One room which can be used for multipe purpose like t-shirt distribution, clock room for particpants on the last day, etc..


	Dev sprint place can be setup with few matress and round tables so participants can hangout there throughout the conference.


	Facilitated with drinking water every 200/300 mts throughout the venue.


	Live kitchen to prepare fresh food at the venue.







Venue Booking


	Venue payment must be done with cheque/DD only.


	Must have booked 9-10 months before the conference date. This is to provide enough time to organize the conference in other cities in case venue is not available in the planned city.








          

      

      

    

  

    
      
          
            
  Hello,

PyCon India { year } is the premier conference in India on using and developing the
Python programming language is conducted annually by the Python developer
community. Registration is an important task for the better engagement of
attendees and successful execution of the event.

We need { x } volunteers for the Registration Team.

Below is the responsibilities:

Pre conference:
1. Get the participant badges printed.
2. Get the plastic pouches.
3. Get the lanyards.
4. Pack the registration kits.
5. Plan on how to setup the registration desks.

On conference:
1. Be the ones to reach the venue at least 1.30 hours before registration time.
2. Setup the registration desk along with required stationery.
3. Man the desk! Do not let anyone get in without your permission.
4. Tick off the participant’s name and hand them their badges and kits.
5. On the conference days, we’ll need everyone at the desk. Towards afternoon, we


just need two people at the desk. The volunteers can work in shifts and enjoy
the conference the rest of the time.




Note: for pre-conference tasks, we need volunteers who are in Bangalore.

If interested, Please fill the form: { form-link }



          

      

      

    

  

    
      
          
            
  Dear { name },

Many of us, including both participants & volunteers, had a memorable time at
PyCon India this year. From learning new things to making new friends and
connections, there were times at which we wished those 3 days would never come
to an end. Well, maybe you didn’t wish as much, but definitely the kids at the
Child Care did. ;)

In any case, here are a few things to remember those days by, to catch up on the
moments you missed out on and to keep in touch. We should definitely have
healthy discussions over the coming year to see how we can further improve the
conference, both in terms of sessions & in terms of being inclusive.



	A few photos streams - { stream-links }


	The session videos are up! We’re quite pleased to see that the recordings
have come out with decent quality this year. Checkout the { YouTube playlist }.








	If you would like to be notified of important updates and dates regarding the
conference, please sign up on our { announcement mailing list }.






	If you want to be a part of all the discussions and volunteer to take up
responsibilities, sign up on our { Inpycon discussion mailing list }.


	Here is our { Facebook } page as well as our { Twitter } feed. Like, follow.


	Just in case some of you missed out on filling up the feedback forms, here is
an { online Feedback form } to let us know what you felt about the sessions.







I guess that would be all for the time being. If you have any feedback that you
would like to share, even if it is just to say that you had a great time (yep,
we love those kind of comments!), please send them over on the Inpycon
discussion mailing list, Twitter or Facebook, all of which I have linked to
above. It’ll either help us to improve ourselves or will help to keep us
motivated.

Until next time then.

Warmly,

The PyCon India Team.



          

      

      

    

  

    
      
          
            
  Hello,

We are delighted to announce our third keynote speaker for PyCon India {year}: {name}

Van Lindberg is an American attorney, software developer, and author.
He currently works as Vice President and Associate General Counsel at Rackspace.
Since 2012, Lindberg has been a director and Chairman of the Board of the Python Software Foundation,
and since 2013, a director of the OpenStack Foundation.
In 2014, Lindberg was the first chair of the Docker Governance Advisory Board.
Before his current position, Lindberg worked for the international corporate law firm Haynes and Boone and as an engineer for the web hosting company Verio.
Lindberg has been recognized by the American Bar Association Journal as “One of the Nation’s 12 Techiest Attorneys”. [1]

We are lucky to have him as a keynote speaker for this year

Links:
[1.] https://en.wikipedia.org/wiki/Van_Lindberg
[2.] https://twitter.com/VanL

Thanks,



          

      

      

    

  

    
      
          
            
  Hello Everyone,

We are delighted to announce our latest gold sponsor, { sponsor-name } ({ sponsor-link })
Their support makes PyCon India more affordable and helps PyCon India
reach a larger audience.

Thanks to { sponsor-name } for coming onboard and supporting PyCon India.
There are excellent technical workshops and talks planned at the
conference. Do buy your ticket now from { conf-ticket-link }

Thanks & Regards,
Team PyCon India { year }



          

      

      

    

  

    
      
          
            
  Hi

First of all big Thank You for making PyCon India a great event. Success of the
event solely due to volunteers like you. Hope you got the most required break.

In order to make the event better next year, we would like to hear from you and
your team about the volunteer experience and possible improvements. It can be
about your team task or/and other tasks you observed before and during the
event. If you haven’t filled the volunteer feedback form [0], please spend a
minute. As you may know it is anonymous form, please be open to express your
views. Also, pass on the form to other volunteers in your team.

This will help next year PyCon India Team to improve. Once again, Thank you for
your efforts!

[0]: { form-link }



          

      

      

    

  

    
      
          
            
  Greeting Pythonistas,

Many of you have been asking for details of workshops this year.

The CFP team has been tirelessly working on choosing best possible
workshops out there, focusing more on quality than on quantity,ensuring
more advance tracks.

We will be having just { x } workshops at each track this year.
With a total of { y } workshops on the workshop day of { date }.
Each workshop will be hands-on sessions of 3 hours.

This year, CFP committee had a tough job, selecting the workshops that hopefully would
appeal to everyone while trying to maintain quality.

We would like to thank everyone who took time off from their busy schedules and
helped review the talks and interact with the proposers. You are a tough little group;
we appreciate all the hard work you folks have put in. Thanks a ton, PyCon India
would not be the same was it not for all of you. A big shout out to the community for
being such a great support.


We would also like to congratulate all those who made it through the selection process.

Best of luck!




There will be three halls for the workshops; held in two sessions of morning
and afternoon.

While planning to buy tickets for workshops do make sure you do not buy tickets
in the same time slots in different halls.

The Selected workshops are as follows

{ workshop-list }

Tickets to Workshops are available at { workshop-ticket-link }


	Note:

	
	Separate tickets to be bought for each workshop


	The workshop seats are limited to 25 seats.


	If you are planning to attend PyCon India Conference, Feel free to buy your
tickets from here { conf-ticket-link }








Hurry Up and book your tickets now!

Thanks & Regards,
Team PyCon India { year }
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