[image: image1.jpg]SHINE

Scottish Health
Information Network




SHINE CPD Group Guide

Event Management  -      Guidelines and Contacts for Exhibitions at SHINE Events

· Please check if the stall holders are charging a fee for their attendance as this can affect the cost of a venue to the SHINE committee

· Please check with the venue where an exhibition/ stall will be situated and inform the exhibition/ stall holder
· Please ensure that the event details are available:

· Venue details

· Date and Time

· Parking availability and delivery details

· Subject matter of the event so that relevant materials can be on display

· Whether a list of materials for display will be available prior to the event 

· For book stalls a bibliography of materials to be available may be of interest

· Please check how many exhibition staff will be attending and if lunch is required and if they have booked a place for the event. This is important when considering the allocation of places and the number of meals to order. 
· Confirm with the exhibition/ stall holders what equipment will be required and confirm with the venue if this will be available

· Confirm with committee and exhibition/ stall holder which SHINE Committee member will be available to meet and greet.

Obtain any further local contact details e.g. mobile number in case of any changes at short notice.

Contacts- Geographic 

	Health Board Area
	Contact details

	Ayrshire and Arran
	

	Borders
	

	Dumfries and Galloway
	

	Fife
	

	Forth Valley
	

	Grampian 
	Bookshop contact:

Margaret Bain, 

Blackwells Aberdeen. 

Email : sop.Aberdeen@Blackwell.co.uk

	Greater Glasgow and Clyde
	

	Highland 
	

	Lothian
	

	Lanarkshire
	

	Orkney
	

	Shetland
	

	Tayside
	

	Western Isles
	

	NHS 24
	

	NES
	

	NHS Health Scotland
	

	NHS QIS
	

	NHS Services Scotland (Health Management Library) 
	Bookshop Contact: 

Keith Mears
Corporate and Educational Sales, Blackwells  Bookshop
South Bridge, Edinburgh
T: 0131 622 8203
E: keith.mears@blackwell.co.uk

	State Hospital Board for Scotland
	


Contacts- Non-Geographic 

	Subject area
	Contact details

	Sponsorship- Proquest
	Iain Green

Iain.Green@proquest.co.uk

	Sponsorship- OVID
	Anne O’Riordan

anne.oriordan@wolterskluwer.com

	Sponsorship- OCLC
	Phil Coles

Phil.coles@oclc.org

	
	

	
	

	
	

	
	

	
	

	
	


Donna Watson   June 2011
