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National NHS Workforce Conference – 8th March 2018 
Exhibitor Manual and Stand Holder Information 

 
Exhibition Space & Furniture 
 
The exhibition will be held in the ground floor exhibition hall at the Millennium Grandstand, Rowley 
Mile Racecourse and Conference Centre, Newmarket, Suffolk, CB11 0TF. 
 
All stand holders will get a 6ft table and 2 chairs. The table will have a white cloth provided. The stand 
space is informal, not a rigid shell scheme. 
 
You are welcome to bring a small pop up stand (no wider than around 6ft) or a couple of upright 
banner stands to put behind your table. All stands need to be able to be erected in the hour or so 
before guest registration opens at 9am. 
 
You are welcome to include whatever marketing literature, samples or freebies on your stand as you 
see fit, including edible items such as cupcakes, chocolate or sweets etc. 
 
If you want to hire a TV monitor or other AV equipment, the venue can provide contact details of a 
local company which offers this service. Please contact Hannah Forbester, Event Manager at 
Newmarket Racecourse to request this if required. (Tel: 01638 675304) 
 
Stand Information 
 
Your table will be clearly marked with your company name and you will be shown to your stand 
location on the day. Your named delegate badges and packs will be available on your table on arrival. 
Your stand will be listed in the delegate pack under whatever name you put on the form at the time 
of booking. If your parent company name for invoice purposes is different to the name you want on 
the stand plan, please ensure we are supplied with this information in advance.  
 
Sponsorships 
 
If you have booked a sponsorship package, please remember it is your responsibility to get the 
sponsored items to us by the cut-off date of 22nd February 2018.  
 
Delegate Information 
 
You are welcome to change the name of company attendees if the original delegate(s) named on the 
booking form is unable to attend. Please email any name changes to communications@eoecph.nhs.uk 
Please note, we prepare the badges about a week in advance, so please inform us of any changes by 
February 22nd to ensure all delegates are provided with the correct name badge. You do not need to 
bring your paper tickets on the day as all delegates will be registered on our system.  
 
 
Getting There 
 
By Road: The A11 and A14 provide easy access to Newmarket from the larger cities in East Anglia and 
from the M11 and A1 / M1 respectively. Once you get to Newmarket, the Rowley Mile racecourse is 
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clearly signposted from all directions. (Ignore any signs for the ‘July Racecourse’ which is only used in 
the summer.) For Sat Nav systems, the postcode for The Newmarket Racecourse Rowley Mile 
Conference Centre is CB8 0TF. 
 
By Rail: Regular commuter services run from London Kings Cross and Liverpool Street to Cambridge, 
Stansted Airport and Ipswich where onward connections by rail or road can be made to Newmarket. 
Newmarket Rail Station is a five-minute taxi ride from the Rowley Mile Racecourse Conference Centre 
 
Hotels 
 
If coming from afar, the nearest hotels are the Premier Inn and the Best Western in the centre of 
Newmarket, which is five minutes away by car. Unfortunately, we do not have any special conference 
booking deals with any hotels in the area. There are only a handful of hotels/B&Bs in Newmarket town 
centre itself, so early booking is advised if you want to stay locally.  
 
Power and Wifi 
 
Power cables will be laid in the exhibition area and power points will be available, although we cannot 
guarantee exactly how close your stand will be to the nearest available power socket, so please bring 
a PAT tested extension cable if you are likely to need power. 
 
Free wifi is available on site and the codes change regularly. At the time of writing, the codes have not 
yet been allocated for this event, so we will provide wifi codes on the day. 
 
Setting Up 
 
Unfortunately, there is no possibility of setting up the day before as there is likely to be another 
function booked into the venue. Stands need to be erected the morning of Wednesday 8th March 2018, 
before the first guests start arriving at 9am onwards. However, please arrive no earlier than 7.30am 
on the day.  This should provide ample time for setting up pop up stands and roller banners and laying 
out brochures on tables by 8.30am or 9am at the latest. The venue is unlikely to let you onto the site 
before 7.30am on the day, so be prepared for a chilly wait outside if you do arrive before 7.30am! 
 
There is ample free parking at Newmarket Racecourse. When setting up, you can drop off materials 
at the Millennium Grandstand itself. You can drive round and enter the site via the commercial office 
gate, then unload right outside the Grandstand. You will then need to drive back round to the main 
car park afterwards as there is only loading space outside the Grandstand itself.  
 
Breaking Down 
 
The last refreshment break will finish around 3pm on the day and this will be the final opportunity for 
NHS guests to browse the stands. Once the last guests have gone back into the seminars, you are 
welcome to start breaking down your stand. 
 
 
Deliveries/Collections to and from the Venue 
 
You may send materials to the racecourse by courier a day or two before the event. If you would like 
to send materials to the venue in advance, please clearly mark them with your company name on 
the outside and a contact person, plus the name and date of the event – NHS Workforce Conference, 
8th March 2018. Mark them for the attention of Hannah Forbester, Event Manager, Millennium 



 

3 
 

Grandstand, Newmarket Racecourse & Conference Centre, Rowley Mile, Newmarket, CB8 0TF. If you 
have any queries about deliveries, contact Hannah on 01638 675304. 
 
Every year unmarked boxes and stand cases turn up at venues where we host events, which always 
creates a last-minute panic for the stand holder(s) as the venue tries to locate the correct materials 
on the day. Please remember to mark your company details clearly on the outside as neither we nor 
the venue can be held responsible if things go astray.  
 
If you are arranging for a courier to collect materials at the end of the day (from 4.30pm onwards) 
these can be left at the venue as long as they are clearly marked, again with your company name and 
address and a contact person’s details in case of queries. Neither we nor the venue can be held 
responsible for items left for collection which are at the company’s own risk.  
 
NHS Guests & Delegate List 
 
A delegate list of attendees to the event will be circulated by email within a day or two after the 
conference. For data protection purposes, this will exclude any attendees who opted out of inclusion 
on such a list at the time of booking and any no-shows. We expect around 220 NHS guests plus 80 
supplier delegates, so are expecting 300 people in total on the day. 
 
Questions 
 
If you have any questions about the event, please email communicatons@eoecph.nhs.uk. 
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