RMA Liverpool 2005


How to organize a NEDS Meeting – R Azurdia 2005 revised 2007 C Wilson
Planning

· Plan in advance – this should be possible as you are given plenty of warning about a future meeting.

· Create a NEDS team which may require:
· Consultant
· SpR

· Secretary

· Nursing staff

· Pathologist

· Medical illustration

Locations: Clinic & lecture theatre

· Book the OPD clinic space early and arrange for approx 20 rooms

· Cancel OPD and theatre activity on the afternoon of the meeting (from noon to allow time for setting up if using OP area)
· For the discussion you require a lecture theatre to comfortably sit 100-130 (varies- more at Tuesday meetings and with geographically more central departments).  Lecture theatre needs PowerPoint presentation and full A-V facilities and support especially if there are technical problems

· If the lecture theatre is not on site, consider the various options available to you for transfer of delegates 

· Book an area for afternoon tea and approx 10 trade stands

Directions

· Need to be drawn up early and e-mailed to the Secretary for circulation to NEDS members and posting on the NEDS website

Parking

· Often difficult in hospital locations

· Inform delegates of the options if there is little on-site parking

Catering

· Coffee / tea /juice /water for delegates and patients in the clinic area (consider sandwiches / biscuits for patients and relatives)
· Afternoon tea / sandwiches etc before case discussion (include refreshments for drug reps)
Patients & cases

· Seek out cases well in advance and identify a doctor and secretary to  keep lists as time can approach fast leading to a panic towards the time of the meeting
· Try and have a good range and mix of cases – adult and paediatric, cases for diagnosis, cases of special interest etc  
· Aim for 20 cases.
· When identifying cases produce a proforma which can be completed with all the essential details of case eg name, address, dob, daytime phone and mobile phone nos, diagnosis, consultants name, whether requires couch/seat/microscope/Xrays
· Write to patients giving a reply slip to confirm attendance, and giving secretary phone no in case of problems with meeting.  
· Reconfirm with patients close to meeting date with specific details of when, where and how long
· Consider having a sample summary sheet for consistent case reports
· Patients will need travel expenses and the organizing of this and how to arrange it on the day will depend on the local arrangement – we opted for a fixed amount for each patient
· Consider some kind of thank you gesture to patients eg small gift voucher
CME recognition

· This is submitted in advance to RCP by the NEDS secretary
· Usually meetings are credited with 3 external CME points
· Include a page in your booklet which states that the meeting is approved for CPD xxxxx (RCP code number) and leave a space for the person to fill in their name for their personal records.
Sponsorship

· Decide how many Pharmaceutical companies to contact and give them both verbal and written advance warning

· Confirm in writing to companies who agree to attend

· Book trestle tables for each stand

· Set a price for a stand at the meeting approx £350

Presentations

· Identify early those cases to be presented often by SHO, SpR and Consultants

· Presentations often require clinical photos and pathology images and these take time to gather and prepare

· Keep presentations concise – aim for 5min each with time for questions and discussion

Booklet

· The booklet format is to have an A4 summary of the case with investigations and the other side should be an A4 summary of the condition with relevant references

· Check printing costs

· If an SpR or SHO is presenting the case, they should have the responsibility of writing their own case summary and email it to designated secretary.  One person needs to co-ordinate the booklet and set a pre-arranged submission deadline for all the case summaries

· When numbering the cases 1-20, for example, consider your clinic space and where patients would be best seen – egs children will have parents/siblings and may need a larger room, leg ulceration (dressing room), photosensitive patients (window blinds) etc etc

· Identify in the booklet those cases for formal discussion at the meeting – these will need to be pre-prepared PowerPoint presentations – there will be approx 90 minutes discussion time so approx half the cases could be discussed

· Include page for CPD approval.

· The booklet can be heat or ring bound (eg Liverpool : medical illustration department, Leeds : University Printing dept) – usually they need about 7 days notice but obviously check with your local set-up

· Order approx 150 copies but obviously this may vary

· Please e-mail or send a hard copy in advance to the President of the NEDS in the week before the meeting. Please note that e-mail should ONLY be used if you are sending the document between 2 NHS email addresses. A document such as this should not be transmitted over the general internet.
One week to go…

· Remind patients of attendance

· Send copy of case summaries to NEDS President

· Make sure you know which patients need couches/ chairs etc and decide on room locations

· Confirm OPD clinic and Education Centre / Lecture theatre availability

· Practice case presentations which should all be stored on CD/memory stick.
· Confirm catering arrangements

· Prepare case number signs for doors and arrow signs to guide delegates around site and cases. 

· Draw up signing in sheet

· Identify a cloakroom for cases/ coats/ umbrellas

Things to do on the day…
· Telephone as many patients as possible to remind them about meeting

· Collect microscopes, trestle tables etc

· Put up signs round the hospital to direct patients and delegates to meeting

· Greet patients and offer drinks and travelling expenses

· Reception desk – delegates must sign in on NEDS attendance sheet and state if NEDS member; NEDS members must sign in non-members which may include SHOs, GpwSIs, LAS, LAT, Clinical assistant, Staff Grade, Specialist nurses, medical students 
· Booklet issued once signed in

· Issue stick on name badge but encourage to wear hospital ID

· Coffee and tea for delegates on arrival in the clinic – 

approx 100 for 2pm; coffee / tea / juice for patients

· Number rooms / cases with clear laminated numbers and organize a logical flow for the delegates to see the patients

· Identify which cases need microscopes and pathology slides and set up appropriately

· Trade stands make sure they are all appropriately located and remind: will need their own register as the NEDS list is confidential

Example Programme:

1.30 pm
Patients arrive in department

2.00 p.m.
Registration Coffee and Tea
OPD waiting room

2.30 – 3.30 p.m.
Clinical cases


Dermatology OPD clinic

3.30 – 4.30 p.m.
Afternoon Tea and


Education Centre

Pharmaceutical exhibition



4.30 – 6.00 p.m.
Case Discussion  


Lecture Theatre, 

Education Centre
What to do after the NEDS…
· Chase up Pharmaceutical sponsorship

· Thank you / feedback letters to patients

· Payment of £350 to the NEDS send to secretary
· Pay outstanding bills – catering, minibus etc

