Agenda

Diabetic Foot Study day Meeting
Date: 19/01/2021 Time: 1pm
Location: Virtual Teams
Attendees: Louise Fearnside, Mel Williams, Antonio Sassano
Apologies: 
	Action  
	Discussion/ Conclusion/Action
	

	1. Progress 
	Confirmed Speakers, provisional timetable
LF to confirm radiology and vascular nurse speakers 

AS wondered about tissue viability involvement – LF to ask ARW
	L.F

	2. Virtual platform & Format
	Format/ structure
Live vs pre-recorded – mixture? 

Inbuilt video demonstrations

Decided to opt for live presentations in first instance. Will accommodate speakers if they have to pre-record. 

Discussed video demonstrations – LF to facilitate initial recordings in the department to see how these look. AS suggested creating story boards to aid recordings. We discussed a dedicated room at the hospital for speakers on the day – possible problems with COVID compliance but LF will look into this. Discussion highlighted the importance of speakers having a good internet connection – best achieved in the hospital and LF will highlight this to the speakers. 
MW informed us that PowerPoint slides work best on collaborate if kept simple and videos are embedded. We would prefer for speakers to send their slides prior to the day to speed up transition between speakers.  LF will make these suggestions to the speakers in due course. LF will clarify this again with MW. 
MW discussed practice sessions for speakers on the platform prior to the day by dialing into a test. 
LF to obtain consent from each individual speaker for the recording of talks.  

Agreed delegate number of 40 max. 


	All

	3. Finance
	Delegate charge
Expenses
£25 per delegate agreed.  50:50 split of expenses agreed


	All

	4. Sponsorship
 
	Companies suggested – Huntleigh, Perimed, GE. LF will email companies once we have a flyer
	

	5. Advertisement 
	Global email to GP surgeries?
Update in March once we have a flyer and necessary UWE forms have been filled out.
	All

	6. AOB
	LF to email provisional timetable to MW 
LF to produce programme/Flyer by next meeting

LF to confirm all speakers and prior to study day discuss with them what kind of content they will be using – i.e. still images or videos (important for technical support)

	All

	7. Date of next meeting
	16th February @ 12:30
	All

	
	
	

	
	
	


