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Guidelines for Organisers of Side Events During
The Africa Regional High-level Conference on Counter-terrorism
and the Prevention of Violent Extremism Conducive to Terrorism
Nairobi, 10-11 July 2019

Side events will be held during the conference on the margins of the main official meetings.  
Organizers of side events are requested to generate concept notes which are aligned to the main thematic areas of the Conference, which are:
i. Sharing good practices in countering terrorism and preventing and countering violent extremism conducive to terrorism in Africa;

ii. Building a partnership with youth, women and marginalised communities to prevent and counter violent extremism conducive to terrorism;

iii. Countering terrorism as part of nation-building in Africa;

iv. Enhancing cooperation between Member States, the United Nations and the African Union Peace and Security Architecture to strengthen prevention of and resilience to terrorism and violent extremism conducive to terrorism.
The Application Process

Side events are open to UN Member States, international organizations, Nongovernmental - Organizations (notably youth and women), and UN agencies. 

The request to host a side event should be submitted in the form of a concept note (max. 2 pages) containing the following information: 
· The title and aim of the event and its connection to the conference themes;
· The name of the side event principal organizer (institution/individual), and contact information (email, phone); 

· The composition of the panel and expected number of participants;

· The proposed date and time when the side event will take place;

· The expected outcome of the side event;

· Any equipment requirements for the event.

Requests to organise a side event should be addressed to the conference focal point: neil.melvin@un.org.

All proposals will be reviewed against the criteria outlined below and applicants will be informed of the outcome of the selection process by Friday 14th June 2019. 
The concept notes will be assessed on the basis of:

· Whether and how a proposed side event expands upon with the main themes of the Conference, notably building partnerships to counter terrorism and prevent violent extremism conducive to terrorism;
· The degree to which a side event showcases projects/activities that highlight ‘state of the art’ approaches to the emerging CT and PVE agenda in Africa;
· Whether the event resonates with the priorities of stakeholders across the continent;
· The overall quality of the proposal.
Priority will be given to multi-stakeholder events that include African Member States, UN agencies, international organisations and civil society organizations, as well as side events with cross-regional representation.

Side Event Modalities 
All entities proposing a side event must be accredited and registered for the Conference. For more information please click: https://reg.unog.ch/event/29512/
Side events will take place outside of the times of the conference proceedings (i.e. in the morning before the conference begins, during the lunch breaks, and in the afternoons once the conference main meetings have concluded) and may last no longer than 1 hour 30 minutes.  

Side events will be held in UNON conference rooms. Room details will be provided once a side event is accepted for the conference. Each room can be equipped with a laptop, beamer and screen for projection of videos, slides or power-point presentations, as well as microphones upon request. Organizers, who need to use their own laptop with an VGA output are advised to bring adaptors for Apple equipment (if applicable) and to make themselves available shortly before the event for equipment testing. It is not possible to provide any other technical equipment.

Publicizing a side event is the responsibility of its organizers. The Conference Secretariat will not produce fliers, distribute notices, or run other publicity efforts for side events.
Please note that side event organisers will be expected to cater for all costs related to the event and the Conference can take no financial responsibility for costs incurred by side events.  There is no charge for the use of UN conference rooms.  
In case your event needs to be cancelled, the organiser must provide at least 48 hours’ notice via email to neil.melvin@un.org or will be liable for any costs related to the event.
General UN Rules Governing Side Events
· In using United Nations premises, due respect must be maintained for the dignity of the Organization. Proposed meetings and events must be consistent with the purposes and principles of the United Nations and must be non-commercial in nature.

· Side event organizers can request equipment and services needed for their event, specified in the concept note. There may be charges for the related services which the event organizers will be required to cover. 

· Interpretation services will not be available for side events. Where a side event is held in any language other than English, the organizers are requested to make arrangements for interpretation at their cost.  

· The sale of printed materials or any goods on UN grounds during the side events or at any other time is strictly prohibited. Only printed materials that are directly related to the agenda of the Conference can be distributed during a side event. The Conference Secretariat reserves the right to remove materials judged to be inappropriate.
· Side event organizers are advised not to set up displays or put up posters on meeting room walls during a side event or at any other time to avoid removal and eventual loss of their materials.
· Food and beverage are strictly prohibited in the UN meeting rooms.
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