
Protocol for Inviting Scottish Government Ministers/Senior Officials/UK Government Ministers and MSPs/MPs to speak at an Event
Introduction
The attendance of a Government Minister or MSP at an event can bring added value to the occasion and can also entice a larger audience than the topics alone may sometimes attract. 

This Protocol gives advice on the issues to be considered if an invitation to a Government Minister or MSP is considered appropriate, sets out the actions to be taken to issue the invitation, and then covers any follow up actions.

The Protocol for inviting UK Government Ministers is different and is given at the end of this document.
Issues to be considered before issuing an invitation

1. Is it close to the General Election?  If yes, then pre-election period rules operate which forbid us from inviting any Government Minister to take part in an event.  We can invite MSPs to attend the event but not as active participants (e.g. speakers) and cross party invitations must be issued to avoid any bias.
2. Are there any sensitivities associated with the event topic or any related contextual matters?  This does not prevent an invitation being issued but careful consideration of the pros and cons of having a high profile speaker attend should be considered.

3. Who are the other speakers at the event?  Is there a risk of embarrassing or compromising the Minister?

4. Who is chairing the event?  When a Minister is to be invited, the invitation must come from the Chair.  Where a senior government official is to be invited, e.g. Director General), this invitation must come from the Chief Executive.
Inviting a Scottish Minister/Senior Government Official
If you wish to invite a Minister to your event, the steps below must

 be followed:
1. Contact the Head of Corporate Communications who will then liaise with the Chair/Chief Executive’s office who will approve the invitation and check their own diary availability to attend.  You should provide the following information:

· Name of Minister/Senior Official to be invited and reason for invitation

· Full details on the event, including title, date, venue, purpose and intended outcomes, numbers of delegates and other speakers

2. The Head of Corporate Communications will draft a formal invitation to the Minister from the Chair/Chief Executive.

3. The Corporate Communications Department Conference Management may be able to l lend event management support and an early meeting should be arranged to discuss requirements
4. The Head of Corporate Communications will liaise with the Event Lead and the Scottish Government Press Office on an appropriate press release should the Minister be able to attend (or provide a statement of support) 
5. The Event Lead will work with the Head of Corporate Communications on briefing notes for the Minister, Senior Official,Chair and Chief Executive as required.  These notes will be shared with the appropriate Scottish Government official who will coordinate the Minister/Senior Officials official event briefing pack.
Post Event Activities

A thank you letter to the Minister/Senior Official would be issued by the Chair/Chief Executive as appropriate, drafted by the Head of Corporate Communications.  A copy would be sent to the Event Lead for their files.
Inviting an MSP to have a role at an event

Under normal circumstances, invitations to have a role at a NES event would only be issued to a Government Minister.  However, there may be occasions when an MSP is particularly supportive of an area which is relevant to a NES event, e.g. support for a particular medical condition.

Before inviting any MSP to take an active part in a NES event, the event Lead should first discuss the opportunity with the Head of Corporate Communications who will then seek additional advice as appropriate.  This will include a discussion with the Scottish Government NES Sponsorship Team.  Contacts are:

Dave.McLeod@scotland.gsi.gov.uk and Val.Millie@scotland.gsi.gov.uk
Inviting a UK Government Minister

Inviting a UK Minister to a NES event is unlikely to be frequent event given that healthcare is a devolved matter.  However, in the event that such an invitation is considered appropriate, the following steps should be taken.
1 Contact the Head of Corporate Communications who will then liaise with the Chair and Chief Executive’s office who will approve the invitation and check heir own diary availability to attend.  You should provide the following information:

· name of UK Minister to be invited and reason for invitation

· full details on the event, including title, date, venue, purpose and intended outcomes, numbers of delegates and other speakers

2 The Head of Corporate Communications will draft a formal letter to the equivalent Scottish Minster to make them aware of the wish to invite the UK Minister and to invite comment.  The Head of Corporate Communications should also consider informing the Scottish Government NES Sponsorship team   (Dave.McLeod@scotland.gsi.gov.uk and Val.Millie@scotland.gsi.gov.uk)
3.  The Head of Corporate Communications will then work with the Event lead to draft an invitation to the UK Minister from the Chair.  The letter will be copied to the relevant Scottish Minister for information.

4
The Corporate Communications Department Conference Management team will lend event management support and an early meeting should be arranged to discuss requirements

5 
The Head of Corporate Communications will liaise with the Event Lead and the UK Government Department Press Office on an appropriate press release – the SGHSCD Press Office will be copied for their information
6
The Event Lead will work with the Head of Corporate Communications on briefing notes for the Minister, Chair and Chief Executive as required. The notes will be shared with the Scottish Minister’s Private Office and NES Sponsorship team, contacts as above.
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