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Minutes of SMHF Core Group Meeting        Date/ Venue: Beefeater, Livingston.  3rd December 2019
Present: Emma Collins (EC), Jim Forrest (JF), Fraser Kinsella (FK), Lisa Olsson (LO), Claire Alsop (CA), Ciara Aitken(CA2)
Apologies: Brenda Sellar (BS), Lucy Mitchell (LM)
Minutes Prepared by:  CA2
	Item
	Main Points of Discussion
	Action by 
	Action Date

	1.
	Previous minutes


	Matters arising: Nil
Minutes approved

	
	

	2.
	Job specifications 

	Discussed specifications for each role within the Core group. Some amendments required. 

· Shared role details to be added in 

· Role specific information to be amended
· Social media role spec to be added


	JF to amend and send round for comments
	

	3.
	Social Media presence
	SMHF presence on social media is increasing. 
LO to devise action plan for the development of this regarding the different platforms available.

	LO to follow up and let the group know if she needs further assistance.
	

	4.
	Finance Update

	EC had a meeting with BS and LO to discuss and clarify Treasury roles.
	
	

	5.
	Core group changes
	LO and CA to step down from Core group in May. 
EC, JF and FK to remain. 
LM and CA2 new to Core group.

	
	

	6.
	Up-coming Conference
27th & 28th May 2020
	50% of Exhibitors spaces for the conference now filled.

Discussed ways to encourage engagement with Reps during the conference
· Questionnaire / stamps when visited?
JF suggested having an area that reps could use to demo equipment. This is something that could be looked at for future conferences.
Feedback to continue on line. EC to check with hotel regarding internet access.

EC / JF will organise printing of any paperwork required for the conference.
Delegate event now open for bookings. There are 2 bookings so far.

Discussion regarding creating a Facebook event to enable group to alert members regarding conference
Still looking for company sponsors for badges and bags for the conference

Discussion regarding ‘20 years’ badge to recognise members active in SMHF since its beginning

Workshops:

· will need to be booked when booking onto conference. 
· will be smaller (max. 25 for most sessions). This should make them more interactive.

Abstracts for workshops to go on line at the end of January to enable members to get more content information when booking. 

Discussion regarding use of QR code to confirm attendance at session. Will potentially trial for one workshop only at this conference to assess suitability.

If requiring a hotel room for the conference this will need to be done via phone to the hotel as not able to book it via the site.


	EC to follow up with Golden Jubilee Hotel.

EC / JF to follow up
EC to follow up

EC to follow up

EC to follow up
	

	7.
	Excess Equipment – Bring and Share
	EC previously suggested conference delegates could bring excess equipment to the forum where it could be left for other staff to take.
EC and JF to add information to Mailchimp to highlight it to members


	CA2 to follow up with GJH regarding extra room for storage during conference.

EC / JF to follow up
	

	8.
	Finances 
	Finances healthy. Payments are coming in from the Exhibitors

Bank details still to be changed to allow LM access

	EC to follow up
	

	9.
	Website
	Website has now been up and running for 3 years. FK and LO have had a meeting regarding a review of the site.

Discussion regarding addition of educational clips / vidoes to website and other social media sites.

FK and LO raised the issue of the importance of ensuring we remain impartial and are not seen to be favouring a particular company or brand
	FK to review

LO / FK / EC regarding Facebook

LO / EC regarding Twitter
	

	10.
	Study day May 2018


	BS to follow up regarding payments still outstanding from last conference
	BS to follow up
	

	11.
	Scottish Manual Handling Passport review group
	EC attended last meeting and updated group.

Scottish wide registration in development. EC asked group to promote this with any organisations we are in contact with.
Process being looked into regarding potential to add additional modules 


	All
	

	12.
	Year planner
	No further along with development of planner


	
	

	15.
	SMHF Expenses Reimbursement Scheme


	This will require to be reviewed and can then be uploaded to the website.
JF to speak to admin to review / archive old records.


	JF to follow up
	

	16.
	Any other business
	Photos of LM and CA2 to be taken on day of Conference to be added to website

JF organising polo shirts for LM and CA2.
JF in contact with the company regarding SMHF branded items to be available to buy and as freebies on study day.


	JF, LM and CA2 to follow up
JF to follow up
	

	17.
	Next Meeting
	10am Tuesday 25th February
Golden Jubilee Hotel
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