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1 Location

It is important to consider that delegates in most cases get short of breathe walking very short distances. Venues must be chosen that are accessible by public transport and/or short taxi journey and also have good car parking facilities as many people will choose to travel by car. 

· Venue should be easily accessible by public transport and car.

· Venue should be well signed both on approach and within the grounds
· Directions provided should be clear and easy to comprehend

· There should be plenty of disabled parking near the entrance.

· There should be a “first aider” at the hotel that you should make yourself and your participants needs known too on your initial investigative visit to the venue.

· On the day all staff should be easy to identify with BLF name badges

2 Venue

It is important to check walking distances and consider if people with wheelchairs and oxygen can cope these distances.

· Approach should be suitable for wheelchair and oxygen users.
· All doorways should have enough room to allow for the width of a wheelchair

· Door should be easy to manage and open/close

· The space between rooms should be under cover to protect from the elements of weather

· Ideally there should be no steps. If the meeting room is not on ground floor, it should be accessible with an elevator or ramps.
· Toilet facilities should be on the same level.

· There should not be long walks between entrance and meeting room and toilets.

· Rooms in use should be well signed

· Ideally there should be a volunteer on hand to welcome participants and direct to the meeting from reception area

· There should be a “quite area/room” apart form the meeting room for people to sit if they need a break or need to take medication via nebulisers. (Power sockets should be available in this area.)

· Ensure you discuss housekeeping arrangement for the day with the manager and convey this information to the delegates first thing.  Pay particular attention to any traffic/travel information which may affect your delegates.

3 Meeting room

The meeting room should be characterised by functionality and electronic equipment.

· This room should be set out cabaret style with tables and cushioned chairs. 

· Smoking should not be permitted in the main meeting room.

· Wherever possible ensure that there are no “smoking areas” adjacent to our meeting rooms.
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Allow more space for wheelchairs and oxygen cylinders.

· There should be good audio visual facilities provided such as a projector and PA system if the meeting is for large numbers.

· The temperature of the room should be kept cool ideally by air conditioning or windows which can be opened.

· Air fresheners should not be in use

· All wires exposed should be covered with cable guard

· The conference manager should be aware of number of participants, how many are using oxygen and how many need a wheelchair, to enable sufficient space to be allocated

· Blinds should be provided at the windows to prevent glare when using OHP

· There should be sufficient electric sockets to meet the purpose

· Ensure all rooms in use are well labeled and easy to find, where ever possible all on the same level

4 Baby Breath Easy 

· Clean floor
· No hot pipes or radiators
· No open sockets in reach

· Room for buggies to park

· Toys provided are clean, safe and appropriate for the ages of children

· Baby changing facilities

5 Lunch and Refreshments

· Water should be provided all times in the meeting room ideally on every table or within a short walking distance.

· Ensure refreshment areas are easily accessible and not too far from the meeting rooms.

· At a large full day conference a hot or substantial lunch should be provided ideally on tables in main meeting room.

· Delegates should have pre ordered any special dietary requirement before arrival.  It should be made clear before lunch how these can be obtained.

· Allow sufficient time at lunch time for eating, discussion, medication, personnel needs etc. (at least 1hour 15 mins)
5 Timeframe
· Meeting times should be between 10am and 4pm as mornings are not generally a good time for people with lung conditions.

· For half day meetings, afternoons are preferable.

· Try to avoid peak rush hours for travel.

· Allow enough time for lunch
· There should be breaks morning and afternoon to allow people to stretch break 
· Consider more breaks within conference times for refreshments whenever possible.

· Allow 5 minutes if you ask participants to move to different rooms for workshops and another 5 minutes to move back to the main room for feedback etc
6 Residentials

· They should be easily accessible by public transport and car (enough parking spaces). 
· Ensure room keys/access is manageable and easy to use 

· There may be required some fully disabled rooms, ensure you specifically ask your delegates for any special needs/requirements they may have and pass these onto staff as appropriate.
· Ask your delegates to bring a list of their own medication with them to the venue.

· Within the bathroom, walk-in showers are preferred.

· The width of doors should be large enough for wheelchairs.

· Be aware of occurring problems with people relying on oxygen.

? Do residential guest require oxygen?

? Can this be arranged with one of the oxygen companies? 
7. Event speakers/guests

· Give plenty of notice for the event (ask them to provisionally book to ensure you get the best speakers, 

· Aim high, only the very best!

· Ensure they receive invitation and needs form for diets/accommodation/ and equipment required
· Check the time they need for their talk, including set up, and if they will provide a summary or copies of the talk for delegates

· Offer to reimburse travel costs

· Ensure there is a claim form attached and where to return too.

· Ensure each speaker is fully briefed and this is in writing
· Check in with the speaker 4 weeks/2weeks and 1 week prior to event

· Ensure speaker has emergency contact number

· Ensure you have your mobile phone on!

· Ensure name spelling and titles are correct

· Ensure recognition and thanks beginning and end

· Ensure you (or whoever is introducing) have accurate details to welcome/introduce the speaker

· When speaker has finished summarize/pick a “memorable moment” from his/her talk to thank

· Ensure copies of their talk (or summaries) are available for delegates to take away

· Ensure there is water available and to hand
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8 After the event
Encourage delegates to complete the evaluation form

Share the outcomes with staff and delegates

Discuss with the team/event organizers

Ensure the event is fully costed on a spreadsheet to include staff time in preparation and follow up
Summerise the event and recommend any improvements.

Feedback to delegates/members etc.

Thanks you letters to any sponsors

Thank you letters to speakers/volunteers/helpers etc
Steffanie Fessel/ Jenifer Ainsworth
August 2006
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