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1.
Welcome and apologies

BP welcomed the group. As there were many attendees each member of the steering group and staff from the Marriott introduced themselves.
2.
Matters arising from the previous minutes

The group agreed that the previous minutes were a true record and were signed off by BP.  

3. 
Programme 

The final programme to contain: Schedule for the two days, including times and speaker names and presentation slots. Floor plan of hotel including workshop rooms on first floor. Introduction, which will be written by Vice Chair BS, to be translated by Welsh Assembly Government. Workshop overviews, workshop coordinator’s biographies and main room speaker biographies. 

4.
Speakers

Each speaker was assigned to a steering group member, they are as follows: SM – Edwina Hart, BP – Diana Maddock, AMc – Steve Fuller, AH – Stephen Cunningham, SK – Walter French, BS – Austin Baggett, SM – Phil Jones, SK – Mike Lock, AH – Wayne Smith, SC – Jo Hefford and SM – Mike Newell.  
The press might be at the conference, as Edwina Hart will be launching the Welsh Energy Policy. Therefore one of the workshop rooms will need to be made available after her presentation for questions and photographs. Conference photographer also to take pictures for press releases. CG, BP AND SM will arrange press releases and possibly TV coverage. 

HA to copy in CG and SJ to all email correspondences.   
SM to provide HA with welsh press contact details.

A car park space will need to be reserved for Edwina Hart’s driver.  




5.
Workshops

The workshop audio equipment is not included in the original quote, will need to request a further quote to include workshop equipment.  There will be only be the coordinators and no facilitators in the workshops. Workshops to be laid out theatre style. 

CG suggested that Tyrone Homes made clear that his workshop is only relevant to English Officers. 

6.
Exhibitors 

SC was assigned exhibition manager and will coordinate setting up of stands and also be the first point of contact for exhibitors. HA to send on email to exhibitors with final details and setting up procedures. 

There will be a floor plan of the exhibition area on a few walls in addition to the organisation name attached to the floor. Each area will be clearly marked out with masking tape to avoid confusion. 



 

7.
Delegates
Registration: There will be additional staff available for the registration desk, either Enact staff, Karen from Fenland or Janice and Sue from Manchester.

CPD certificates still to be sough. AMC to contact Leicester City Council and SM to contact Enact Energy. 

8.
Evening Entertainment

SK will be MC for the after dinner awards. HA to provide SK with a synopsis of the award winners - to include name, council and reason for their award. 

Awards inscriptions to be: Region HECA award winner 2004 and Don Lack HECA Life Time Achievement Award. 

Choir to be confirmed as there might be a problem with the number of choir members - A maximum of 20-25 people only. SM to investigate further and inform Hotel of outcome. 

BP raised an issue with the slow waitress service in the hotel restaurant. Marriott staff reassured the group that for large functions more staff are employed. Gala dinner is expected to be approx 90mins, with evening entertainment carrying on afterwards. Chatts bar has a 2am licence, but can stay open until the last person leaves. 

HA to provide contact details for the casino/scalextrics and disco companies so staff are aware when they arrive. 

Casino and scalextrics will be set up in the bar area whilst delegates are eating. After the awards delegates can move to the bar area whilst the disco is being set up in the main room. 

9.
Venue

There are 48 free car park spaces available for delegates and will be on a first come first served basis. Hotel to arrange how free spaces are dealt with from normal customers. 

Welcome sign to be translated into Welsh, RL to give SM wording for translation.  Tables to be placed in front of bar area for lunch and tea/coffee breaks. Both days to be finger buffet with plates. Fruit tea to be made available as well as tea and coffee. A separate area for steering group to eat their breakfast and hold a breakfast meeting is required. Suggested area at back of Chatts bar away from the dining room. 

There will be 250 delegates dining, 2-3 top tables are required with reserved tickets in place. RL to design and print these. Wine labels fro welcome reception and dinner to be printed and brought with group, hotel staff with label bottles. Water and orange juice to be made available at the drinks reception.

10.
Sponsors arrangements
Enact to liaise with the hotel to organise gifts for the bedrooms. Gifts to be with SJ by Friday 7th May. Invitations to the free drinks party, courtesy of Enact, will be posted out prior to the event. All delegates are welcome that have booked onto package A (two nights accommodation at any of the hotels).

There won’t be any access to the conference facilities until after 2pm on 10th May as there is another function on before and staff will need time to clear up afterwards. 

CG requested that biographies of the speakers who are presenting before Edwina Hart and a delegates list be sent to her attention two weeks prior to the event. Although it is thought that Edwina Hart is busy, HA to write and invite her to the gala dinner. ACTION: HA

11.
AOB

The steering group provided HA with mobile phone numbers. 

12.
Points raised from look around the hotel

It was raised that there were not enough power points around the exhibitor areas; extention leads to be paced around the areas and HA to inform exhibitors to bring spare extention cables.
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