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1.
Welcome and apologies

SM welcomed the group and conveyed the apologies.
2.
Marriott Contacts

· JB introduced herself to the group and conveyed apologies for Barbara Crabb, who will be the main contact for organising the conference. HA holds contact details and will distribute to the group. 









Action: HA

· JB went through the preliminary schedule of the three days conference. The first night is for delegates on package A only. The steering group agreed that the schedule was correct although JB is to check availability for the restaurant for up to 150 delegates on the first night. In addition, the exact amount of bedrooms reserved for both nights to be checked. Additional hotels in the vicinity to be sourced. JB suggested that the Tralee Hotel be used, as it is directly opposite, the Marriott work with them frequently and it is a three star hotel. The Dorchester Hotel, a 2-minute walk, is also an option for overflow hotels. JB to discuss with HA options of combined delegate rate with overflow hotels. Alternatively this can be done via conference care. 

Action: JB
· SM informed JB that the steering group would stay an additional night after the conference. JB to reserve nine bedrooms for 11th May. 





Action: JB
· The group agreed on the dates for the conference – 10-11th May 2005.

· The main room, the Dorchester suite, can hold a maximum of 350 people theatre style and 250-cabaret style. As per last year, the layout will change on second day, from theatre to cabaret style. The maximum amount for the private gala dinner is 250 with round tables of 10. 

· 6 syndicate rooms have been held for the workshops, with a total of 190 people shared between the rooms. Therefore the main room will be used as a workshop room. Smaller syndicate rooms may need to be changed to accommodate more delegates.



Action: HA 

· Costs of the 24hr and day delegate rates TBC. BP to discuss with Anne Price for Government rates. Preliminary contract states £150 for 24hr and £45 for day delegate. 

Action: BP
· A separate area for the steering group to meet and have breakfast in the morning was arranged in the front of the restaurant where there is easy access to the food area. Delegates will be seated in the rear area of the breakfast room. 

3. 
Conference theme

· The theme should reflect current changes within HECA, such as EEC2, Building regulations - Part L, Warmfront, HECA Review and Sustainable Energy Centres (SEC). Some of the suggested comments included: Finding the change; bridging the gap; mind the gap; ringing the tills and all change. The final agreed theme of the conference is: ‘All Change for Climate Change’.

4.
Budget

· SM showed the group the budget for the 2005 conference, which was based on the final figures from 2004. Amendment to steering group accommodation costs and possibly the Audio Visual budget. The general budget was agreed. 

4a.
Agree hotel and accommodation costs

· The cost of the 24hr and day delegate rate in the interim contract was a lot higher than those stated on the 2004 Government rate sheet provided by Marriott central office. BP spoke with Anne Price (AP) who stated that the rates for 2005 had not been set yet. She did agree to honour the Government rate, once it’s set for 2005, which won’t be more than 10% of 2004 prices. AP to confirm.  









Action: BP

· One bill for the whole conference to be sent to HA at the National Secretariat. It is intended that the conference breaks even or has a small profit, which can be brought forward to the next year. 

4b.
Delegate fee (2 nights, 1 night and day delegate)

· The delegate fee was not set at the meeting, as more details figures are needed. HA to develop figures with knowledge of Marriott hotel and accommodation costs, overflow hotels costs (24hr/day delegate rate), amount of exhibition spaces and prices and sponsor deals. Action: HA
· It was anticipated that the delegate cost would be increased in keeping with inflation. Possible figures discussed included: £220 package A, £170 Package B and £110 day delegate.  


5.
Main Sponsor


· There will be only one sole sponsor with a minimum sponsor of £30-35k depending on figures produced by HA. This will cover the subsidised rate for delegates. 

· BS will speak with contact at British Gas who has expressed an interest in sponsoring the event. Enact, sponsors of the last conference have also expressed an interest. The group would welcome Enact back as sponsors however due to Council restrictions a number of companies should be contacted. HA to inform Adrian of the outcome of the meeting. Other companies to contact include Npower, Powergen, Scottish Power, Eaga and other energy suppliers. 










Action: BS,BP&SM

6.
Speakers (Inc. Key Note)

· Day 1, plenary session – possible speakers, names in brackets to contact: 

· Key note speaker – Speaker from House of Lords (BP to work with Diana Maddock)
· Antony Turner, Carbon Sense (Confirmed)
· Jim Skea, UK Energy Research Centre (Confirmed)
· Richard Powell (Confirmed)
· Brenda Boardman; Oxford University (Expressed an interest – SM to contact)
· Speaker from LAOG group (BP)
· Day 2, plenary session – Possible speakers, names in brackets to contact:

· Key Prof John Chesshire (BP)
· Aubrey Meyer, Contraction & Convergence (Confirmed)
· Local speaker such as Major of Bournemouth (HA to give details of local HECA Officer to SM)
· Dr Bird, Health forecasting for the Environment (BP)
· Speaker from united Utilities (SM)
7.
Workshop format/ideas
· Workshop syndicate rooms agreed: Main room – Dorchester suite (90), Corfe 1 (8) & 2 (8), Collingwood 11 (16) & 14 (12) and Purbeck Suite – TBC (60).  Max amount in brackets.

· Workshops to be based around 12 regional HECA officers’ presentations, to share information and schemes that work. These will be rotated to give delegates the chance to see all presentations. This could be arranged by having 3 presentations in one session, running three times a day. Alternatively, two workshops running simultaneously in the two largest rooms. Exact schedule to be confirmed at next meeting. 




    Action: BS&AH 
· The other workshops will be based around Warmfront, SEC, Building regulations, scheme integration and EEC2 (Ofgem). 




   Action:  See task list.
8.
Exhibitors

· More floor space has been allotted for exhibition stands. The size of stands will increase from 2x1m to 3x1m and the price will reflect this. The amount of exhibition floor plan will be produced by BP’s planning division from exact diagrams provided by the hotel. 


Action: BP

· SC will again be the exhibition manager; all queries on the day will be directed to him. 

· HA to calculate the amount of exhibition spaces in all rooms and set costs.

Action: HA 
9.
Travel Plans

· There are 100 free car park spaces to residence only and are offered on a first come first serve basis. Double parking is acceptable, but car owners must notify reception of their number plate. It was noted the car park is used a pay and display for the public. St Michaels’ Road is restrictive free and is also first come first served pay as you go. There is an NCP pay and display car park situated nearby. JB to advise on arrangements like those of last year.  

Action: JB
· The hotel has a mini bus that can be utilised for delegates travelling by train/air. Times of train/aircraft would need to be given to the Marriott. The cost of a taxi from the train/bus station is around £5. Local buses do run from the station to Priory Lane, near the Marriott.  
Action:HA

· Car sharing will be encouraged with councils/companies with more than one delegates attending.

10.
Steering group (individual tasks)

· See notes for speakers and workshops and task breakdown sheet.

11.
Evening Entertainment
· Awards – Regions to decide their winner as per last year. Some rules will be set and distributed with the awards procedure. Both individuals and teams can be nominated, however if a team wins one representative to receive the award on their behalf. A discounted rate will apply to award winners for attending the conference. 





Action: SM
· Evening entertainment for the gala dinner was discussed and mutually agreed, HA to book. For after the dinner either horse racing, live band and/or disco will be provided.

 Action: HA
12.
After dinner speaker

· There will be no after dinner speaker this year, therefore the allocated budget will cover the additional entertainment booked. 

13.
Hotel Viewing

· JB showed the group around the hotel’s conference facilities. The main room Dorchester suite, Dorchester bar, Sherborne and Shaftesbury rooms are situated on the ground floor at the rear of the hotel. The Corfe and Purbeck rooms are on the first and second floors above the main room. The Collingwood rooms are situated in the conferencing rooms in a central block situated in the car park. There a more rooms available either on the first and second floors or in the central block if required. 

13a.
Floor plan of main rooms and amenity areas

· The main Dorchester Suite looked smaller than the previous venue, JB assured the group that it could hold 250 people cabaret style. This however is wall-to-wall tables and would therefore mean that the audiovisuals platform and podium would have to be removed and reinstalled. The stage area would have to be used for presenting the awards. JB to check and advise of costs for stage.

· The (removable) dance floor is situated at the front of the room. The steering group, sponsor’s and guests tables will be at the front so that these can be removed first without too much disruption. 

· The Sherborne and Shaftesbury syndicate rooms, which were previously penned as being for workshops, will be used to hold the exhibition, spilling into the cloakroom/foyer area if necessary. The Sherborne room leads directly off the Dorchester bar area and the Shaftesbury room is situated across the hallway. Mid morning/afternoon tea & coffee will be served in both the Dorchester bar and the Shaftesbury room. This will enable a flow of delegates around both exhibition areas. Lunch will be served on a table across the back wall of the Dorchester bar. There is a folding door between the Dorchester suite and bar. This could be closed during the day and open at night depending on circumstances. 

· Due to the use of the syndicate rooms as exhibition areas another syndicate rooms was required. JB to check availability of the Purbeck Suite, a larger room that will easily hold 60 delegates (£300). The Corfe rooms have been provisionally booked but it was noted that there is no lift access. The rooms are also hard to find and it was requested that all syndicate rooms with corresponding workshops should be well signposted. 



Action: JB
· To avoid confusion the workshop room layout plan to be on website for downloading and also in the delegate packs.     
14.
AOB

· JB agreed that the pre-night drinks reception could be held in the terrace at the front of the hotel, pending good weather.

· JB to inquire about an extension for the first night so that non-resistance can drink at the Marriott. There will be an extension on the gala dinner evening in the Dorchester bar. 

Action: JB
15.
Date of next meeting

Thursday 25th November, Leicester City Council, time to be confirmed 
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