THE HOSPITAL CATERERS ASSOCIATION     draft 5

NATIONAL CONFERENCE ORGANISATION

GUIDANCE NOTES FOR THE ORGANISATION OF THE ASSOCIATION’S NATIONAL CONFERENCE

The National Conference is organised by a Branch of the Hospital Caterers Association on behalf of the Council of the Association, and as such the Conference Committee are responsible for administering national funds on behalf of Council. All the funds of Conference are part of the Association's funds and are not the property of the Branch organising Conference.

1
SELECTING A CONFERENCE COMMITTEE

1.1
Initially the committee should be kept reasonably small, care being taken to appoint members who are prepared to offer support over the two years of planning. The Committee should consist of the following: -

Conference Secretary

Conference Treasurer

Maximum of two other members

Contracted Conference Organiser

The above HCA Conference committee members are funded from Conference Expenditure. Others may be co-opted but not funded from Conference Expenditure.

1.2
It is not advisable to have a separate Accommodation Officer. All reservations should be made through the Conference Secretary or the subcontracted Administrative Support and Event Organiser. All reservations and changes must be made in writing with a responsible signature.

1.3
The Conference Secretary will be required to attend Council or Executive meetings, or submit a report detailing plans to date and a revised budget statement to the February Council meeting (fourteen months prior to Conference) A schedule of meetings can be obtained from the National Secretary

2
MINUTES & INITIAL PLANNING

2.1
The Conference Secretary will ensure that minutes are taken of every conference meeting and reports made on venue visits.

2.2
Minutes will be used as the authority for expenditure and authority to place orders.

2.3
Minutes will be circulated among all Conference committee members and a copy emailed to all the National officers

2.4
Discuss suggested dates and possible Venues with National Officers taking note of other dates ie Bank Holidays, other conferences and major events.
2.5
Once the dates are set, consider at the earliest the involvement of third party Administrative and Event Support. If required, put out to tender on a value for money basis on behalf of the Hospital Caterers Association. The Council approved tender document for Administrative and Event Support should be used.

2.6
Completed tenders must be sent to the President by the time and date stated. The President will note the costs and forward one copy of each tender to both the National Secretary and Conference Secretary. The Conference Committee will evaluate the tenders and must accept the best value for money tender and appoint the sub contractor, unless there are conditions in the tenders that are unacceptable. Under these circumstances it will be necessary to seek Council's approval to accept a higher priced tender.  The appointed subcontractors must be given a copy of these Notes of Guidance and will be required to follow the principles contained in them.

2.7
Once dates are set,

· Select a venue

· Decide on objectives

· Determine needs for Conference Rooms, Function Rooms, Exhibition Space, Conference Office , Suites and Rooms

· Consider dining requirements

· Estimate the numbers you hope to achieve (irrespective of the initial Budget requirement)*

· Set a reasonable balance between HCA Delegates and Trade Delegates in order to prevent over commercialisation of Conference

· Determine an initial draft budget (as per Standing Orders for Conference Treasurer)

At this stage a National Officer would be allocated to liaise with the conference committee, 

3 
VENUE – RESEARCH AND SELECTION

3.1
Hotel venues have been found to be more acceptable than Universities or Holiday Centres, but this does not preclude Conference Secretaries from investigating such venues.

3.2 
The following points should be taken into account: -

· Determine the location, style and setting of venue, taking account of access to transport facilities.

· Check size and availability of venue.

· Check number and type of bedrooms (N.B. taking note of demand for single rooms).

· Check conference/exhibition area floor plans, capacity, dimensions, sound, lighting, power systems, access, ventilation and blackout.

· Will all rooms be available for the use of the Conference?

· Do all rooms have private facilities?

· Is the dining accommodation separate from seminar rooms?

· What are the charges for bedrooms (single room supplement), suites, exhibition space, etc?

· Enquire about the availability of travel packages.

· Ensure adequate car parking facilities.

· Find out what conferences the Hotel has recently hosted.  Make contact with the organisers of these conferences and take up references.

· Assess menus and type of service for the various meals, e.g. formal dinners.

· Establish whether any refurbishment is taking place and when?

· Are there other venues nearby if required for additional delegates?

· Is a booking fee required and are cancellation fees payable?

· Arrange special rates for bed and breakfast the night before and after Conference.

· Venues for exhibitions should be large enough to accommodate all stands in a maximum of two rooms.

· Are there any limiting factors e.g. comparison of number of beds against banqueting facilities.

3.3
Once the venue has been chosen at least 2 National Officers must visit, irrespective of whether the National Conference has been held there in the past.  The cost of this is covered centrally.

4 DETAILED PROGRAMME PLANNING

4.1
THEME AND FORMAT OF CONFERENCE
Decide on the theme, considering previous topics and avoid repetition. The theme should have a professional impact, be relevant, and be flexible to take account of changes.  Time should be allocated for the Review of the Year and the Association Annual General Meeting (two hours).  Time should also be allowed for delegates to attend company stands and the trade exhibitions.

4.2
DINNERS

During the Conference there will be two dinners.  On the first evening this will be the President’s Formal Dinner and on the last evening the Conference Branch Dinner where it is customary for delegates to be seated in Branches.

Conference Secretaries arrange for:-

· Name places & table plans to be prepared for each night

· Company representative and members to be equally represented on tables, i.e. not a table full of suppliers

· Style of service to be decided

· Types of tables

· Position of top table

4.3
STAGE DESIGN & AUDIO VISUAL EQUIPMENT

a) Stage design and production is very expensive – shop around to find a suitable supplier or sponsor, and consider putting this out to tender It is also possible to hire equipment.  Find the best option to suit your needs.

b) Arrange for adequate audiovisual equipment to be available.  Ensure that if a screen is to be used it is of sufficient size for all delegates to see.  Liaise with speakers regarding their slides, videos, overheads, power point presentations etc.  Ensure that all speakers on the platform have their own microphones, that they work, and that there are adequate roving microphones for delegates.

4.4
PHOTOGRAPHY
It is important that a photographic record of various aspects of Conference is kept.  Discussions should take place with the Editor of the Journal regarding a photographer throughout the Conference.

4.5
SECRETARIAL SERVICES

It is essential that these services are available throughout the Conference. Arrange them with the hotel or make your own provision.

4.6
RECEIVING BOOKING FORMS

The Conference Secretary may instruct the contracted Conference Organiser to set up a system to record applications and payments.  All applications must be made on a booking form as (Attachment 2).  Allocate each delegate a number; bank cheques regularly, send out receipts and booking confirmations.  Use a floor plan of the hotel, allocate rooms to delegates and adopt a “double check” system when filing booking forms.

4.7
TRANSPORT

Dependent on the location of the Conference venue, assistance with transport from the station, airport, etc may be offered.

4.8
GUESTS' OUTING

A guests' outing on the morning of the second day, although very pleasurable and often appreciated by those attending, can be costly. This should be taken into account when budgeting.

5
SPEAKERS

5.1 Select suitable speakers for the topic and contact them well in advance. Ask speakers to provide a budget cost for a presentation.  Once they agree to speak, regular correspondence should take place.

5.2 When contacting speakers, remind them that the press may be in attendance during their session and ensure that they have no objection to this.

5.3 Ensure all speakers receive a full and detailed brief for all sessions well in advance, to allow them time to prepare their paper. They should be given the opportunity to discuss the session with the Conference Secretary.  If possible obtain speakers notes for delegates or the Editor for publication in the Journal.

5.4 Ask for photographs and brief history from speakers and find out their accommodation, transport and visual aid requirements.  Secretaries of invited speakers are often very helpful in providing this information.

5.5 Stewards should be delegated to look after speakers accompany them during their stay.

5.6 If you invite a Government Minister or Senior Civil Servant to speak at (or attend) the Conference the National Secretary should be informed.

6 PRINTING

6.1 Agree a colour scheme and artwork.

6.2 Place orders for headed notepaper as soon as is practical.

6.3 Stationery requirements will fluctuate from one conference to another but as a guide.

3000 sheets of headed notepaper

1000 sheets follow-up notepaper

1750 programmes

  400 President’s Dinner invitations 

  400 Conference Dinner invitations 

  350 name-badges 

1750 A5 envelopes or size to fit official programmes

1750 application forms

1750 President’s letter

  400 menus – President’s Dinner 

  400 menus – Conference Dinner 

  250 compliment slips

7 COMPANY SPONSORSHIP

7.1 Conference Secretary should contact all possible sponsors asking whether they are prepared to offer financial assistance. 

7.2 A suitable balance should be kept between companies and delegates attending.

7.3 The registration fee for companies who wish to attend Conference must be agreed by the Executive Committee.

7.4 All Companies who wish to attend the Conference must pay the company registration fee.  This will entitle them to discuss business freely with delegates and circulate literature, Those individuals from companies who wish to register as an individual may have the company registration fee wavered at the discretion of the Conference Secretary, but no mention will be made in any literature of their company name (Attachment 3).  Delegates from registered companies will receive a form of identification to show they have registered.

7.5 Where a company wishes to offer financial assistance, Conference Committee will discuss suitable modes of sponsorship.

8 ACKNOWLEDGEMENT OF SPONSORS

It is most important that sponsors are acknowledged in an appropriate manner.  The Conference Secretary and the Editor of the Journal should publish a “Thank you” in the Journal after the Conference has taken place.

Any problems should be referred back to the Executive Committee.

9 PRESIDENT AND OFFICIAL GUESTS

9.1 The National Secretary will provide details of the President and National Officers requirements in adequate time for arrangements to be made (by the end of February).

9.2 A private room should be provided for use as the President’s and National Officer’s hospitality room.  As it will be used throughout Conference for entertaining speakers and official guests a National Officer should be in attendance at all times when the room is is use.  The National Secretary will ensure that this is arranged. Careful consideration should be given to the location of this room.

9.3 The Conference Secretary and National Secretary will prepare briefing notes for the President and other National Officers detailing the programme for the Conference, where they are expected to be and when.  This will be discussed in detail at a briefing meeting, usually held on the Wednesday evening before the start of Conference, when the President, National Officers and Conference Committee will be present.

9.4 The Conference Secretary and a National Officer should be present to greet any VIPs and official guests on arrival at the hotel. They will then be taken to the hospitality room where introductions can be made and refreshments offered.

9.5 Official dinner guest lists should be drawn up in consultation with the National Chairman and Secretary.  This will vary dependent upon where the Conference is and funding may be required for local dignitaries.

9.6 Consult with the National Secretary regarding the seating plan for the top table at formal dinners.

9.7 Liaise with the National Secretary regarding guest lists and seating plans for President VIPs, Speakers and National Officers at all lunches.  There should be sufficient tables reserved for VIPs.

10 PUBLICITY

10.1 The official programme and application form should be printed by the end of November and be distributed early in January with the President’s letter to all Trusts, Health Boards and Area Boards and Branch Members and companies.

10.2 It may be helpful to use the services of the Regional Outposts Press Officer or the HCA's Public Relations advisor as a liaison with the local media and to assist in issuing press releases.  Members of the press should be invited to attend Conference in accordance with the Standing Orders. Make contact with the press/PR advisor to arrange pre-publicity.  A table for the press/PR advisor will be required in the main conference room.

10.3 Liaison must be maintained with the Editor, HCA Publications to ensure that full use is made of the Association’s publications.

11 ENTERTAINMENT

11.1 Arrange after dinner entertainment, making use of the Contracted Conference Organisers or the hotels expertise.

11.2  Ensure that the entertainment is suitable before confirming the booking, and agree a booking  fee. 

11.3 You might consider using the services of a Speakers Agency. Try to hear the speaker before booking.

11.4 Arrange a Toastmaster - this can usually be done through the hotel.

11.5 Theme evenings should only be arranged after discussion with the Executive Committee.

11.6 Where possible, after dinner entertainment should continue until at least 2.00 a.m. or after. Seek advice from Hotel - re local authority restrictions.

11.7 Consideration should be given to providing some refreshments and/or entertainment for delegates attending on the night prior to the Conference starting.

12
BRANCH OFFICERS RECEPTION
11.8 A reception for Branch Officers held in the VIP Suite should be arranged for the evening of the Branch dinner.  There will be an allocation from central funds as agreed by the National Treasurer to fund this. A separate room may be necessary


Attachment 1

SCHEDULE OF MEETINGS FOR CONFERENCE SECRETARY

1) August / September
-
2 + years prior to Conference
-
Conference Secretary should meet with 2 National Officers at the proposed venue/s to seek approval.



2) February Council
-
2 years prior to Conference
-
Conference Secretary to present to Council full proposal to include venue and budget.



3) Council / Executive Meetings
-

-
In the 2 years leading up to Conference the Conference Secretary shall attend both Council and Executive Meetings and shall provide a detailed written report including a report from the Conference Treasurer and in accordance with the Conference Guidelines.

The Conference Secretary will be required to attend the Executive and Council Meetings after the Conference until the October Council Meeting whereby the final report and accounts will be submitted.



An example of dates is as follows: -

· Point 1 – Year 2005 August / September for the Conference to be held in April 2008.

The reports at each stage after the initial presentation shall include information as follows: -

· Dates, Title of Conference, Number of Booked Delegates, Number of Trade Stands (if appropriate), Proposed Programme and Speakers.

A detailed Financial / Budget breakdown will also be required as detailed in the Conference Treasurers Guidelines.

It is important to note that any Branch organising Conference is doing so on behalf of the HCA nationally and as such Council has to give its authority on all aspects.



ATTACHMENT 2

HOSPITAL CATERERS ASSOCIATION

NATIONAL CONFERENCE 

REGISTRATION FORM

Please complete in BLOCK CAPITALS

Name: ……………………………………………………………………………………………..

Designation: …………………SPECIMEN FORMAT…………………………
Address for Correspondence: ……………………………………………………………………..

……………………………………………………………………………………………………..

Telephone Daytime: ……………………………  Ext: ……………  Evening: ………………….

Email address………………………………………………………………………………………

Employing Trust or Hospital/Company: ………………………………………………………….

H.C.A. Branch: ……………………………………..  Membership No: …………………………

(If non-member, please state which HCA Branch you wish to sit with at dinner)

……………………………………………………………………………………………………..

Full name of Guest: ……………………………………………………………………………….

Name of person sharing room with: ………………………………………………………………

Employing Trust/Company: ………………………………………………………………………

To assist with allocation of rooms etc., please tick if you are:


Smoker
(


Non-Smoker

(

CONFERENCE DELEGATE RATES







Single


Double/Twin







£


£

Resident Full Member




(


(
Resident Associate Member



(


(
Retired






(


(
Non-Member





(


(
Resident Members Guest



(


(
Wednesday Night Supplement


(


(
Day Delegate Rate – includes Lunch


(  Thursday
   (  Friday
(  Saturday

(Dinners only please contact Conference Secretary)

Please return all completed Registration Forms to the Contacted Conference Organiser or the Conference Secretary

Insert here the address for the return of this form

ATTACHMENT 3

Dear

You have registered to attend the Hospital Caterers Association National Conference at

The Conference is the highlight of the Association’s year, when suppliers and managers can meet in an educational and social setting.  Delegates have the chance to visit our trade exhibition and discuss business opportunities with all Company representatives who attend.  You, I am sure, will avail yourself of this opportunity and I am enclosing an invoice of £       so your Company can register with us.

The registration entitles you to discuss business freely and circulate any literature to delegates as well as receiving a full delegate list.  Any literature will be circulated on your behalf by the Conference Committee as long as it is delivered to the                              by

I look forward to hearing from you in the near future.

Yours sincerely,

ATTACHMENT 4

06/05


