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Minutes of SMHF Core Group Meeting        Date/ Venue: Queen Margaret University 28 February 2019
Present: Fraser Kinsella (FK), Emma Collins (EC), Jim Forrest (JF), Aimee Gilhooley (AG) Catherine Mclintick (CM), Brenda Sellar (BS), Clair Alsop (CA)
Apologies: Lisa Olsson (LO)
Minutes Prepared by:  JF
	Item
	Main Points of Discussion
	Action by 
	Action Date

	1.
	Previous minutes


	Matters arising: Adverts have been placed in Physio and Occupational Therapy publications

Approved

	
	

	2.
	Web Update


	Discussed recent activity on the site:

New banner photos to be uploaded seasonally

No update to the SMHpassport area

The study day travel and accommodation link will be updated

	FK will contact Joe Porter for a Scottish spring like photo or free from the internet for the website.

CM will pass the University’s travel and accommodation link to FK, JF to be added to website and future email shot


	

	3.
	Financial Report

Study Day
	SMHF finances remain buoyant. There have been some issues with payments being made into the old bank account. This will remain open at the moment. Virtually all conference 2018 fees have been collected, vast improvement from previous years.

	SMHF network members should ensure payments are made using the bank details available on the study day booking form.
	

	4.
	Study day May 2019
	Study day is now accepting delegates, with 45 spaces taken already. All speakers and workshops confirmed.


	Program - AG CA to add the NBE logo without dates.

Agreed the smaller booklet format with added abstracts. 

A Scottish spring photo to be used for the front cover, mirror website if possible. Abstracts will be added for each speaker / workshop. 

Link to the evaluation to be added, CM to supply link to AG, CA for inclusion.

Once program finalised AG CA will forward to CM for printing.

Refreshments - Food chosen and to be served on the ground floor, number attending, dietary requirements to be confirmed with catering by 17th May, CM will confirm with catering.

Evaluation – Using the Polleverywhere.com app. CM will liase with AG CA to agree question set. CM will share with core group who can try and agreed content. There will still be some paper evaluations available on the day.

Speakers – AG CA have created the database with presenters and workshop leads information. Closing date for abstracts, multimedia presentations, resources, etc is 15th March. AG will be sending out a reminder email before then.

Pre-booking Workshops – Delegates will be able to book workshops once they have booked a place and received email confirmation. FK will collate numbers for workshops.

BS will work with EC on invoices, BS will also collate a list of delegate’s names and email addresses sharing with CM to have delegate list and badges printed.

JF will ensure there are sufficient lanyards, Polo shirts (to include dark blue without the writing on the back), mugs and boxes for gifts.

EC will get the thankyou cards for the speakers & gift & card for photographer.
Chaperoning of workshops and tasks agreed for the day.

	

	4.
	Passport Review Group


	No further updates to the register which is to be hosted on the SMHF Website. EC will be joining the group.
	
	

	5.
	Admin


	Meetings have been taking place with Dot-the-i consultants to discuss and develop a more streamline method of managing admin. Meeting agreed to take forward changes to network member’s sign-up, managing mail and event management, with ongoing support when necessary. 

	Changes will be shared with network members as and when they happen.


	

	6.
	Next Meeting
	Thursday 16th May 2019 Queen Margaret University
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