
 

INDIAN ASSOCIATION OF PALLIATIVE CARE 

 

ANNUAL CONFERENCE OF IAPC 

 

STANADRD OPRERATING PROCEDURE: VII 

 

“Growth is never by mere chance; it is the result of forces working together.” 

– James Cash Penney (American Businessman) 

 

INTRODUCTION 

 

1. This is essentially one of the most important event of the Association. It is here that 

hundreds of delegates get together and discuss about the several aspects of Palliative Care. It is 

not only an academic feast but has a different charm of various competitions like quiz etc. and 

of course a fantastic cultural programme. You meet many important National & International 

stalwarts of Palliative Care; have a great exposure and learn a lot! 

  

2. An annual conference of the Association shall be held on the second weekend of February 

every year. This shall be preceded by a Pre-conference Workshops (CME) programme for at 

least one day to be followed by the main conference over the next two & half days. The word 

“Association” will mean IAPC in this SOP. 

 

THE CORE PURPOSE OF AN ANNUAL CONFERENCE 

3. If you ask about the best way to promote the IAPC, there is no better way than conducting or 

participating in a conference. A conference is not merely a gathering of people; rather it’s a 

place where intellectuals from the same field attend for networking, sharing insights, ideas, and 

collaborations. 

4. With the expansion of the professional circle, chances get high for organizational growth and 

collaborations. Meeting new people, Palliative Care leaders, and reputed doctors from other 

specialties can open up the way for future partnerships.  

WHAT ARE THE BENEFITS OF CONFERENCES FOR THE IAPC? 

5. Attending conferences is more than just a chance to hear from palliative Care experts; it’s a 
strategic step for organization (IAPC) looking to grow. These events bring professionals together 
to exchange ideas, discuss medical industry trends, and find solutions to challenges. Medical 
Associations use this platform to gain insights and improve their decision-making for long-term 
success. Conferences stand as a cornerstone in organizational development, offering 



multifaceted benefits that extend far beyond mere networking. They act as catalysts for 
innovation, collaboration, and growth, essential in today’s rapidly evolving medical 
environment. Now, let’s go through the benefits of conferences for the IAPC as well as the 
participants:  

a. Networking Opportunities 
b. Knowledge Sharing and Learning 
c. Brand Visibility and Promotion 
d. Access to the Latest Medical Industry Insights 
e. Members’ Development and Motivation 
f. Partnerships and Collaboration 

SELECTION OF VENUE 

 

6. An Annual Conference the Association shall be organized every year or as the General Body 
of the Association decides. Institution based members, organizations with facilities for Palliative 
Care and chapters of the association shall have the privilege of inviting the Annual Conference. 
The place and time of the Annual Conference including the Conference Theme shall be decided 
at the Annual General Body Meeting two years in advance.  
 

7. Venue for the conference shall be decided two years in advance, by the General Body out of 

the offers available from various members/host institutions. Attempt shall be made to move 

across in different regions of the country over subsequent years. Preference shall be given to 

those areas where an IAPC conference has not been held before, subject to other criteria as 

mentioned below. 

 

8. As far as possible, conference during the year of important milestones associated with 

development of Palliative Care and/ or that of the Association itself should be held in the Delhi 

or at other major cities. If an important International Scientific meet or event in Palliative Care 

is being organized in the country in a given year, attempt shall be made to hold the annual IAPC 

Conference also either just before or just after the international event at the same place for the 

convenience of the members. 

 

9. An Institution or Organisation or Person offering to host an annual conference of the 

Association should have: 

 

a. Adequate infrastructure and manpower available in his/her department and 

institution at the time of making the offer.  



b. He/she would normally be the Chief Organizing Secretary or the Chairman for that 

Conference. He/she should be an active member of the Association for over 5 years 

and must have attended at least five annual conferences of IAPC. 

 

ORGANIZATION OF THE CONFERENCE 

 

10. Local Organizing Committee: A local organizing committee for the Conference shall be 

constituted by the host institution which shall also have adequate representative of members 

from other institutions in the city/region.  

 

a. Chairman, Organizing Committee: Should be the Head of the Institution who has 

the position and power to become the main driving force. 

 

b. Organizing Secretary:  Arrangement for the Conference and functioning of the 

organizing committee shall be coordinated by the Organizing Secretary who would 

also constitute other subcommittees and their conveners to organize the scientific 

programme, trade/ scientific exhibition, financial, souvenir, cultural event, 

accommodation, transport and other related arrangement as necessary for the 

Conference.  

 

c. Treasurer: A Treasurer shall be selected who will work in collaboration with the 

Organizing Secretary and the Chairman to manage the financial matters. 

 

d. The Organizing Secretary with assistance from conveners/members of other 

subcommittees shall be responsible for all the arrangement for convening and 

holding of the Conference and shall be bound and guided by the directions that may 

be issued in this connection by the President of the Association.  

 

e. An initial seed money of Rs. 50,000/- may be loaned, if required, by the Association 

to the Organizing Secretary of the Conference to enable the organizing team starts 

its activities early. If IAPC has sufficient find and the Host needs more money; more 

loan can be given. This money must be returned to the Association after the 

Conference is over. 

 

11. Office of the Association: The Organizing Committee shall provide facilities (with 

arrangements for computer, printer and papers etc.) for maintaining an office of the 

Association and a Hall for the purposes of  meetings of Executive Committee and General Body 

meeting, holding selection interviews for various grants, awards and fellowship and or 



receiving/entertaining various important guests and dignitaries etc. The office of the 

Association shall be manned by any other person as deputed by the Hon. Secretary. He/she will 

note down all the requests/suggestions/comments made by the members and provide 

information, whatever available with him/her, to the members as desired. 

 

FEE STRUCTURE OF THE DELEGATES 

 

12. The Organizing Committee shall try to raise enough funds, through other sources and keep 

the registration fee for the delegates as low as possible, especially for those who are members 

of the Association. As a general guideline, the different delegation fee may be kept under the 

following categories: 

 

a. Delegates (Doctor, Nurse, Social Worker, Students and Volunteers who are 

members of the Association) 

b. Delegates (Doctor, Nurse, Social Worker and Volunteers who are not members of 

the Association) 

c. Overseas Delegate 

d. Spouse / Accompanying person 

e. Overseas Delegate accompanying person to be charged separately 

 

13. In order to encourage IAPC membership; fees for non-members should be higher than that 

for members. Except for Honorary members all the Delegates must pay registration fees for the 

Conference. 

 

ANNOUNCEMENT OF THE CONFERENCE 

 

14. First Announcement: First circular about the Conference announcing the dates, the 

Conference Theme and other salient features etc. shall be circulated by the Organizing 

Secretary at least one year in advance i.e. during the preceding year’s Annual Conference to all 

the participants. For information of all other members not attending the Annual Conference, 

information can be forwarded by emails, social media, post etc. immediately after the 

conclusion of the preceding years’ Annual Conference. An appeal with an open invitation for 

participation shall also be made during the valedictory function of the preceding years’ 

conference.  

 

15. Second Announcement: Second circular for registration, along with details of fee, 

accommodation, tentative scientific programme and call for abstract etc. shall be circulated by 



August. Local Subcommittees for various functions, along with their contact numbers to be 

announced for the benefits of delegates. 

 

16. The organizers shall inform the delegates about their registration and accommodation 

status soon on receiving the registration form along with the fee. Invited speakers and guests 

shall be communicated well in advance about their accommodation arrangements and about 

the tentative date and time of their presentation. 

 

17. Prior to the start of the Annual Conference, may be around one week before, or during the 

Annual Conference, some awareness activities like Walkathon, Art/Meme Competition etc can 

be planned to gather momentum for the upcoming event and to create awareness of specialty. 

On the Spot Registration of the delegates to the Conference shall start a day before the main 

Conference and shall continue up to the second day of the Conference  

 

SCIENTIFIC SESSIONS 

 

18. This is the essence of Annual Conference and therefore, the real success of the Conference 

depends upon the excellent layout of the scientific sessions. The Chair Person of the Scientific 

Sessions is to be whole-soul committed for the task and of course, he will be ably guided by 

the President of the Association. There is always a Theme for the Conference and the subjects 

of the complete Scientific Sessions will revolve around it. 

 

19. The Pre-conference Workshops (CME) programme shall be jointly coordinated by the local 

scientific programme committee and the Secretariat of the IAPC. The number of pre-conference 

workshops can be planned as per the availability of easily reachable halls/locations, and of 

course, the number of registrations of delegates. 

 

20. The teaching programme will be in the form of plenary sessions, symposia, panel 

discussions, lectures etc. and will be presented by various Indian and overseas experts. 

 

a. Pre-conference Workshops and Scientific Sessions will be planned from 9 AM to 5 

PM. 

 

b. The subjects for Plenary Sessions should be interesting and must appeal to all the 

delegates. The renowned and expert faculty should be chosen for these lectures.  

 

c. The first lecture in Plenary Session, on Day 1 of the conference, is reserved for the 

“IAPC Oration Award”. The topic for the same will be selected by the Awardee 



him/herself. Maximum 30 minutes for the Awardees’ Oration and 10 minutes for 

Award Presentation and questions/answers session. 

 

d. There should be some sessions for Nurses, Volunteers, and Social Workers etc. The 

faculty should be selected from those specialties. Therefore, the experts from the 

same specialties to be included for the preparation of Scientific Sessions. 

 

e. The process of identification of various sessions, relevant faculties, invitation and its 

acceptance etc. to be strictly followed.  

 

f. Only IAPC Life Members will be allowed to participated for Paper (Podium & Poster) 

presentation during the conference.  

 

g. Session on IJPC will be kept and the Editor in Chief of IJPC will be responsible for its 

planning. 

 

21.  Major Events: The following major events need to be planned in the  Auditorium with 

maximum seating capacity (Hall A): 

 

a. Inauguration: The first day of the Annual Conference. 

b. IAPC Executive Committee Meeting: The first day 

c. Annual General Body Meeting (AGBM): Second day. If any Entertainment 

Programme is planned, the same should be after the AGBM. 

d. IAPC Executive Committee Executive Meeting: Immediately after the AGBM. 

e. Valedictory Function: Before the lunch on the third day. 

 

HALL MANAGEMENT 

 

22. The Organizing Committee will be fully responsible for the Hall Management during the 

Conference. However, they will be assisted by Executive Committee members. The Executive 

Members will be requested to man the Halls and ensure that proper presence of delegates in all 

the sessions is maintained. The responsible persons for each Hall will be detailed and 

announced before the start of the Conference. 

 

MEETINGS OF THE ASSOCIATION 

 

23. An Executive Committee meeting shall be held on the first day before the inaugural 

ceremony of the Conference. The Chair Person of the Scientific Committee should ensure that 



all the EC Members are available for both the meetings; before and after the Annual General 

Body Meeting. Accordingly, EC Members should be allotted various lectures, if any, during the 

scientific sessions to keep them free to attend the meetings. 

 

24. A General Body Meeting of the Association shall be held on the second day of the main 

conference.  The election formalities will be completed in the previous EC meeting and the 

results will be announced in the GB meeting. 

 

25. The new Executive Committee shall formally take over the full charge at the end of the 

Annual General Body Meeting. Therefore, the second Executive Committee meeting shall be 

held after the Annual GBM and before the valedictory function of the Conference. 

 

INAUGURATION CEREMONY 

 

26. The Conference will begin with an inaugural ceremony. Formal Inauguration Ceremony shall 

generally be held on the first day of the main Conference in the morning or on the evening of 

the day before (after the CME programme). Only in some rare unavoidable situations, shall the 

formal inaugural ceremony be held after the beginning of the main Conference e.g. in the 

evening of the first day of the Conference.  

 

27. It should be ensured by the Organizing Committee that the Inauguration Ceremony starts at 

the exact time and no delay to be accepted because of the late arrival of the main 

Dignitary/Chief Guest. 

 

28. The Inaugural Ceremony shall generally have the following Programme: 

 

a. Vande Matram 

b. Welcome address by the Chairman, Organizing Committee 

c. Annual Report by the Hon Secretary IAPC 

d. Presidential Address 

e. Address by the Head of the Institution 

f. Any special invitee, representative, if present 

g. Lighting of Lamp 

h. Address by the Chief Guest 

i. Vote of thanks by the Organizing Secretary 

j. National Anthem 

 

29.  Seating arrangement on the dais shall be below: 



 

a. Chairman, Organizing Committee 

b. President – IAPC 

c. Chief Guest 

d. President Elect, IAPC 

e. Hon Secretary - IAPC 

f. Dean/Head of Institution 

g. Representative/Office Bearer of Overseas group if any 

h. International Society/Association, if present 

i. Organizing Secretary of the Conference 

j. If the stage permits, The Scientific Chair can be accommodated. 

 

LOCAL HOSPITALITY 

 

30. All the Honorary Members of the Association and Awardees of “IAPC Oration Award” shall 

be extended free local hospitality (Accommodation & Local transport) by the organizers of the 

Conference. They will also not be charged the registration fee for the Conference. 

 

31. All the past Presidents of IAPC and the current President of IAPC  shall also be extended free 

local hospitality (Accommodation and Local Transport) by the organizers of the Conference. 

 

VALEDICTORY FUNCTION 

 

32. Closing Ceremony/Valedictory Function – shall be held on the evening of the last day i.e. the 

third day after the end of scientific programme. It may include some local cultural programme. 

 

CLOSING OF THE ACCOUNTS 

 

33. At the end of the Conference, all the accounts pertaining to the Annual Conference shall be 

audited by the local auditors and copy of the audited accounts shall be sent to the Hon. 

Secretary of IAPC. If arrangements have been made for Combo Registration (IAPC Life Member 

fee plus Conference Registration Fee); the IAPC membership fees should be transferred along 

with the Conference Registration Forms. 

 

34. The Host Organization will contribute approx Rs 3 lakhs for the publication of research 

papers and posters read/presented during the Annual Conference in IJPC 

 



35. The Host Organisation will return the seed money (loan) to the IAPC account after the end 

of the Annual Conference. 

 

36. If the organizers have saved some fund after deducting all the expenses incurred during the 

Conference, the Treasurer of the Conference should remit 50% of the net savings to the 

Association. 

 

REVIEW AND AMENDMENTS 

 

37. The SOP will be reviewed by the Executive Committee of the IAPC every 3 years or earlier if 

so required, to ensure relevance and effectiveness; proposed changes may be initiated and 

amended by the Executive Committee of the IAPC. 

 

CONCLUSION 

 

38. This is the most prestigious event of the Association and therefore, everyone from the 

Association and the Organizing Team should go all out to make it a grand success. It requires 

thorough planning and efficient execution. This SOP serves as guidelines; however, nitty-gritty 

of practical details should be handled by the office bearers with zeal and enthusiasm. And at 

the end, that will make the Conference a great success; for years to remember! 

 

“Coming together is a beginning; keeping together is progress; working together is success.” 

– Edward Everett Hale 


