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1.
Welcome and apologies

SM welcomed the group and conveyed the apology.
2.
Matters Arising from the Previous Minutes

· There were no matters arsing and the minutes were agreed as a true record.  

3. 
Main Sponsor Update
· SM fed back correspondences between Adrian Wright (AW), Enact, and himself. Enact are keen to sponsor the event for a second time, however, subject to the following alterations:

· Restricted advertising by other companies - outside their allotted exhibition areas - i.e. no vans outside, ladies giving out freebies and sweets on tables. 




· Enact to have more time to comment and review promotional literature.

· No literature on top of Enact folders on delegate chairs.

· Electronic database of delegates (who have opted in) to be provided after the event.

· Extra 5 min presentation on second day. 

· Enact would, again, like to hold a pre-conference drinks reception on the first night and present HEAT project awards to ‘proactive local authority officers’. 

· The group agreed that the sponsorship would be accepted at £25k with 10 free spaces.  However, not all of the points raised by AW were agreed. 

· Last year Enact put forward two members of staff to assist with the day-to-day running of the conference. This will be asked for again, but it was noted that the staff should be more pro-active in assisting the steering group. It will be up to these staff to monitor and restrict advertising of other companies. However, this will be included in the exhibitor terms and conditions of the exhibitor contract (booking form).

· The Secretariat has a specific schedule to adhere to for developing and distributing promotional literature. It must remain that the literature is design by the Secretariat, Enact can make suggestions on overall design, which will be taken into consideration, but literature is sent for logo approval. One contact at Enact to be identified for HA and RL to discuss literature. 











Action: HA & RL

· The pre-conference drinks evening was agreed, however the suggestion of an awards ceremony was rejected as this would take away the emphasis of the HECA awards at the gala dinner. It was agreed that the 5 minutes slot requested could be given at the gala diner where Enact open the evening with a short speech. 







· SC has written to the Information Commissioner to request information on data protection of delegate names. The outcome of this will decide whether a copy of delegate contact details can be given and if so, in what format and how much information. SM to inform group of the outcome and SM to feedback to Enact.  





Action: SC & SM
· SM to write an official letter of acceptance with the points raised by the steering group.  











Action: SM

· British Gas expressed an interest in sponsoring the event did not respond in the specified time.  
4.
Delegates

· Delegate rates: Marriott has issued the delegate rates for 24hr and day delegate, therefore it was agreed that in keeping with inflation the rates were to go up slightly. It was also agreed that a separate rate be charged for public and private sectors, private sector being more. 

· The Public sector is defined as being: Local Authority/Government, non-profit organisations, charities, EST funded projects (EEAC & LASP) and Housing Associations. These can be identified in a drop down menu on the (on-line) booking form.





· The Public Sector delegate rates are as follows:

· Package A
£220

· Package B
£165

· Package C
£110

· The Private Sector delegate rates are as follows:

· Package A
£320

· Package B
£265

· Package C
£210

· Delegate packs: It was agreed that there be two delegate packs; one booking pack, which will include joining instructions, booking confirmation and maps and one delegate pack, which will consist of a delegate box containing conference brochure, free gifts, dinner invitation and name tags.

· Delegate accommodation: There is limited accommodation available at the Marriott Hotel; therefore three additional hotels have been booked. All are within 5 minutes walk from the hotel and each is rated three stars. The online booking form will include the option for delegates to choose which hotel they want, with full details about the accommodation including maps. Once a hotel is full it will appear on the website.    

5.
Exhibitors

· The exhibitor rates have also been amended and will increase from last year’s prices.  The price however will include two free day-delegates spaces, instead of one. Due to exhibitor complaints about accommodation, the secretariat will not be sourcing accommodation. This will have to be done independently. Any additional delegates from companies will have to book as a private sector delegate, where accommodation is included in the package (see point 4 for prices).   

· Prices for exhibitor spaces are as follows (inclusive of the two free day delegate spaces):

· 2x1 metre exhibition stand



£950

· 3x1 metre exhibition stand



£1,375

· Exhibition space will be on a first come first served basis and exhibitors will be able to choose a stand space from the online floor plan, which will be updated daily. 

· Exhibitor packs: Like the delegate packs there will be two packs, one for booking and one for the conference. These are the same as the delegate packs but will include terms and conditions and a floor plan with chosen stand space. 

6.
Speakers

· EP and the HECA officer from Bournemouth Borough Council have written to the Mayor of Bournemouth. SM needs to write a formal letter of invitation to speak and also include an invite to the gala dinner. The Mayor is a lady but must be formally referred to in the letter as Mr Mayor. The schedule was amended during the meeting and the Mayor is now speaking 10 a.m. on the second day and will therefore be required from 9.45 to 10:30 a.m. The HECA officer from Bournemouth will write the Mayor’s speech with assistance from the steering group. The theme will be on a local activity towards HECA. 




Action: SM & EP
· The schedule was amended and is now confirmed as follows (those in red have confirmed):

Day 1:






Day 2:

09:30
Coffee & registration



09:30
Coffee & Exhibition viewing

10:00
Chair Address




10:00
Key Note: Prof John Chesshire
10:10
Sponsor




10:20    Mayor of Bournemouth

10:25
Key note: Peter Brunt, DTI


10:35
Aubrey Meyer, GCI: C&C

10:45
Colin Green, Severn Trent


10:50
LAOG, Building regulations

11:00
Prof Jim Skea, UK Energy Research Centre
11:05
Q&A

11:15
Q&A





11:20
Break & Exhibition viewing
11:30
Break & Exhibition viewing


11:45
Workshop
11:55
Workshop




12:45
Lunch & Exhibition viewing
13:00
Lunch & Exhibition viewing 


14:00
Dr Bird, Health Forecasting

14:15    Workshop




14:15
Nick Cage, United Utilities

15:15
Richard Powell, RSPB



14:30
Q&A


15:30
Break & Exhibition viewing


14:45
Chairs view & close


16:00
Brenda Boardman, Oxford University

16:15
Q&A

16:30
Close





19:00
Drinks reception

19:30
Conference dinner & awards

22:00
Evening entertainment



· SM to contact Brenda Boardman, via Enact if need be, and Nick Cage from United Utilities for a presentation on district heating schemes in Southampton. AMc to contact Colin Green from Severn Trent. BP to find speaker from LAOG group, Dr Bird has expressed an interest but hasn’t confirmed just yet.










Action: SM, BP & AMc

· BP suggested that a professional speaker could chair the conference instead of him. It was thought that Prof. John Chesshire would be best, as he would keep to the tight schedule. BP to contact and ask.   







Action: BP
· A confirmation pack will be sent to speakers, as they are booked. This will include a final copy of the schedule, along with details of accommodation and travel arrangements. 











Action: HA

7.
Workshops


· Free spaces (one nights accommodation and two day delegate pass) will be given to workshops speakers from organisations.  HECA officers will receive a £35 discount on their booking (which ever package) as a good will gesture as there are insufficient funds to provide accommodation for 26 workshops presenters and main room speakers.  

· BS requested that a reminder be sent to the HECA Chairs to find two examples of good practice by HECA officers that could be used as presentations in the workshops. One will be used from each region. Chairs that are not attending the December meeting will be asked to submit their examples electronically to HA. 




 
Action: HA
· David Weatherall and Amanda Pearson have agreed to speak pending funding for next year. Colin Timmins was suggested for the SEC workshop, SM to contact, and BS & AH to source speaker for EEC2 workshop. A speaker from Scotland was agreed for the Warmfront workshop to compare schemes, BP to discuss with Stephen Cunningham.
Action: BP, SM, BS & AH
· Workshop rooms will be allocated once figures are clearer, although it is anticipated that the largest rooms be allocated to the HECA officer presentations. 

8. Promotional Literature

· In keeping with the changes to HECA, it was agreed that the name of the conference be changed to ‘The National Home Energy Conference 2005’. The HECA logo will still be used on promotional literature and HECA Awards. 

· RL showed two examples of postcards, which have been developed in line with the ‘All Change for Climate Change’ theme. It was agreed that both the chameleon designs were to be used and will be the theme for the website design and other promotional literature. The website will be up and running before Christmas when bookings can be taken.


Action: RL
· The welcome board to be in the shape of the chameleon with details of the conference. The size will be determined by the resolution of the photograph.


Action: RL 
· The following deadlines were agreed for marketing strategy:

· Website (Online booking)




December

· Postcard (It’s coming – no booking, ref online booking)
Mid January

· Exhibition flyer (Booking form)



Mid January

· Email to HECA Forum (Online booking now open)

December – Mid Jan

· Invitations (Newsletter and flyer, with booking forms) 
Mid March

· Final Brochure (Delegate packs)



End April

· Enact will be issued with a 7 day deadline for all comments/ logo approval, if nothing is received by this date it will be deemed approved. SM to feedback to AW, Enact. 
Action: SM
· The conference delegate box will contain a water-powered calculator, pen or pencil and possibly a note pad. AMc to get prices for water-powered calculator, with and without printing costs.  











Action: AMc & HA

9. Evening Entertainment
· The gala dinner entertainment has been booked, HA to book after dinner entertainment: horse racing (1hr), giant board games and disco. AMc has contact for disc DJ who is recommended.  











Action: HA & AMc

· £100 discount on booking costs (any package) will be given to all award winners. Chairs will need to notify HA of award winners prior to the event. 



Action: Chairs

· RL showed a mocked version of an award in the shape of the HECA logo house, which will be made from (sustainable) wood, based on a plinth with a brass plaque on the roof.  This was approved by the group. HA to order 12 awards as per agreed design.

Action: HA
· BP to confirm sponsorship amount with Jo Lacey, EST.


Action: BP
· A drinks reception will be held before the gala dinner in the Dorchester suite bar area. The Dorchester suite will be opened at 7:30 p.m. There will be a cash bar available until 2 a.m. for all guests. HA to speak with Marriott about an extended licence for first night. 
Action: HA
10. 
Any Other Business

· EP to source a photographer through local council, with a budget of £500.
Action: EP
· SM to look into CPD certificates.





Action: SM
· HA to send out press releases to Practical Help and magazines. 

Action: HA
· RL to design and produce a display stand for conference entrance, which will be in the shape of the HECA House (3x1m). This can then be used at regional and national events. The HECA forum will also be commissioning an exhibition stand for future events.  
Action: RL
· Exhibition floor plan (3x1m) was agreed. RL to develop scaled version for website











Action: RL

11.
Date of Next Meeting
·  3rd February 2005 @ EST, London





Action: BP
· Mid April, Marriott Hotel, Bournemouth (Exact date TBC).  


Action: HA
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