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About this resource
Welcome to Book Week Scotland! At Scottish Book Trust we are excited to share this week-long celebration 
of books and reading with you and your audiences. This handbook is an aid to carrying out your events. 
Whether you’re old hand or brand new, we can help with everything from funding to planning, publicising to 
evaluation. Use this resource for top tips on making your event as successful as it can be! 

Scottish Book Trust is a Scottish charity changing lives through reading and writing. (SC027669) 
 
Photography by Chris Smith, Kat Gollock, Alan Peebles, Stuart Walker, Alasdair Watson, Elaine Livingston and Martin Shields.  
Book Week Scotland artwork by O St. 
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Book Week Scotland 2019  
key contacts
We are always here to advise you on any part of your event and make 
the process as smooth as possible. 

Philippa Cochrane, Head of Reading Communities

philippa.cochrane@scottishbooktrust.com

Nyla Ahmad, Reading Communities Manager

nya.ahmad@scottishbooktrust.com

Gordon Connelly, Reading Communities Co-ordinator

gordon.connelly@scottishbooktrust.com

Sehrish Imlach, Events Listings Copy Editor & Administrator

sehrish.imlach@scottishbooktrust.com

Victoria Sampson, Fundraising Manager

victoria.sampson@scottishbooktrust.com

Danny Scott, Digital Marketing Manager

danny.scott@scottishbooktrust.com

Keara Donnachie, PR & Marketing Manager

keara.donnachie@scottishbooktrust.com 

Daisy Bartlett, Media Officer

daisy.bartlett@scottishbooktrust.com

Sally Lewis, Print & Marketing Co-ordinator

sally.lewis@scottishbooktrust.com 

Or call us on 0131 524 0160.

3

http://scottishbooktrust.com/resources
mailto:philippa.cochrane@scottishbooktrust.com 
mailto:nya.ahmad@ @scottishbooktrust.com
mailto:gordon.connelly@scottishbooktrust.com
mailto:sehrish.imlach@scottishbooktrust.com
mailto:victoria.sampson@scottishbooktrust.com
mailto:danny.scott@scottishbooktrust.com
mailto:keara.donnachie@scottishbooktrust.com 
mailto:daisy.bartlett@scottishbooktrust.com
mailto:sally.lewis@scottishbooktrust.com 


Find other resources at 
scottishbooktrust.com

Welcome

Book Week Scotland is a week-long 
celebration of books and reading that 
takes place every November. This year 
Book Week Scotland runs from Monday 18 
to Sunday 24 November. We cannot 
wait to make this year’s celebration 
of books and reading the best yet,  
but we need your help! 

The theme for this year’s Book Week Scotland is Conversation 
and within that we have five separate strands. Feel free to use 
them for inspiration for your events.

 > Wee Blethers, Big Conversations: small conversations 
between friends, family and community can shape our lives. The 
profound effect of the everyday, mundane, intimate and personal 
conversations help to build connection and tackle loneliness and 
isolation.

 > Reclaiming Gossip: how do conversation and community interact 
and shape each other in the digital landscape? We seek out our tribe 
through conversation, enabling us to define where we belong in a 
global community. What do we want to talk about in our language 
and where do we make the space for that discussion? 

 > Between the Covers: conversations about books, provoked by 
books. How do we encounter and connect with ourselves and 
others through what we read? As readers, what unique collection 
of conversations is happening between books and how does our 
perception of the world evolve through what we read? 

 > Talking Truths, Telling Lies: national conversations with power and 
with media. Who is responsible for arbitrating truth in our political 
conversations and how do we know who to trust; who is hijacking the 
conversation? What happens when we deplatform those we don’t 
want to have a conversation with and change the narrative?

 > Changing the Conversation: challenging the established narratives. 
How do we ensure multiple and diverse voices are valued; claiming 
space, dismantling stereotypes and telling the stories which shift 
perspective? How to shut up and listen.

Important dates:

Deadline for events listings and 
print orders 
Wednesday 11 September

Print materials sent to partners 
End of September

Book Week Scotland programme 
press launch 
Wednesday 23 October

Blether celebration event 
Wednesday 30 October

Big Book Swap 
Friday 22 November

Evaluation deadline 
Friday 17 January
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Planning your event

Whether you’re a practised pro at putting 
on events or holding an event for the first 
time, take a look at these components for 
Book week Scotland.

Venue 

When planning your event it is important to ensure you have 
selected an appropriate venue. Make sure to consider if the 
venue allows everyone who may want to attend to be there. Is 
it wheelchair accessible? Is your venue a suitable size for the 
potential audience? If you are planning to provide catering, will 
the space be able to accommodate this? Venue staff should be 
able to answer these questions for you when you contact them 
about booking.

Staffing

It’s important to ensure there are enough people present at an 
event to look after those attending. Whether you recruit paid 
staff or volunteers, or have venue staff there to support the 
delivery of your event, it’s helpful to get everyone together prior 
to the event to make sure people know what their role will be. 
Having enthusiastic and interested staff can go a long way 
towards making an event successful. 

Book sales

Offering book sales as part of your event can be an exciting 
opportunity for the audience – to meet the author and get books signed 
– and a great opportunity for the author to promote their books.

The easiest way to offer book sales is to partner with a local bookshop; 
approach them well in advance to enable them to order books and 
make staffing arrangements. If this isn’t possible, the author may be 
able to arrange to bring books for sale on the day. 

Things to think about: who will manage the book sales? Is it cash 
only payment? Can a discounted price be arranged with the author/
bookseller for the event? 

Marketing

Make sure you get the word out about your event in advance. You 
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can use our free posters to promote it. Putting up these posters in and 
around your venue, or any other locations which are similar or draw 
individuals who would be interested in your event, is a great way to 
get the word out. Ensure the date, time and venue of your event is 
consistent and visible in all marketing materials.

There are lots of ways to market your event – take a look at the social 
media and PR toolkits (pages 12–15) for ideas. Scottish Book Trust will 
also list your event in the Book Week Scotland online listings.  

You can order free marketing materials from our website (see page 8).

Other events in your area 

With so many great events set to take place across Scotland as 
part of Book Week Scotland, promoting other events alongside 
your own can be a great way to increase the reach and 
success of the whole week. If you know another organisation 
is holding an event in your area that may be similar to yours, or 
of interest to your guests, pass on the details. They might even 
help you promote your event in return!

Ticketed events

If you are going to ticket your event make sure people know 
how to purchase them; mention it in any marketing materials and your 
event listings on the Book Week Scotland website. 

Eventbrite is an easy to use online booking system for free or paid for 
tickets.

Free events

If you are not planning to charge an admission fee to your event, it may 
be a good idea to include tickets anyway; this will allow you to record 
the number of people attending your event, which is very helpful for 
evaluation post-Book Week Scotland.

Insurance 

To hold an event you must have public liability insurance covering the 
venue as well as any relevant licences. Most public venues should have 
this already – but you need to check. If you are unsure about whether 
the venue you are using has it, maybe this isn’t the venue for you. 
Please contact your local authority for more information.  

See our document: more conversations, 
more connections, for inspiration on how 
our theme can foster connections in your 
community.

eventbrite.co.uk
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Funding and FAQs
How will funding be released?

The email confirming that you have been allocated funding included 
a funding release form, with a deadline of Wednesday 31 July. If you 
have yet to return the form to us please do so ASAP!

When you have submitted your listings information to our website (the 
deadline for this is Wednesday 11 September), we will release your 
funding to you, using the details from your funding release form. This will 
be in the form of a BACS payment straight into your bank account.

What can I spend the money on?

The funding can be used to pay for any expenses associated with 
putting on a Book Week Scotland event. These could include an author 
fee and travel/accommodation/subsistence expenses, or you could use 
the funding to pay for catering for your audience, prizes for a giveaway 
or competition, decorations for the venue, venue hire – whatever you 
need to make your Book Week Scotland event possible. If you are 
unsure, please get in touch with us at Scottish Book Trust to discuss.

What should I avoid spending the money on?

You should not use your funding to pay for an existing role or post.

You should not use your funding to pay for anything on which you will 
generate a profit, i.e. to buy books or catering for which you intend to 
charge.

What if I am not going to use all of the funding?

Sometimes you don’t manage to use all of the funding you have been 
awarded for a whole variety of reasons – an event may be cancelled, or 
things may cost less than you originally thought.

If you know that you are not going to use all of your money please:

 > Try to use it in another way during Book Week Scotland – could you 
run a prize draw at the event, or provide catering, offer a free book to 
attendees, or offer a travel fund for participants who wouldn’t be able 
to come to the event otherwise?

 > If an event during Book Week Scotland is cancelled, could you 
rearrange it for some time soon after? (We would be very happy for 
this to happen)

 > Is there some way you could use the money to extend the impact 
of Book Week Scotland – buying library stock from the events for 
example, or running a writing workshop on the same theme?

 > If none of these options work for you and you wish to return your 
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surplus funding, please get in touch with us as soon as possible and 
by Tuesday 3 December 2019 at the latest. We will issue you with a 
letter requesting the return of funding.

What if I overspend?

We can only guarantee to provide you with the funding we originally 
allocated. But if you find you are going to overspend on your allocated 
budget please get in touch with us ASAP. Sometimes funding is returned 
to us and we can use it to provide support elsewhere. This is entirely 
dependent on partners returning unused funding and each 
request for additional money will be considered individually.

Print materials

You can order free print materials 
from us to promote your event.

You can order your marketing materials via our online 
SurveyMonkey form (1). You can choose the items you want, 
including postcards, bookmarks, posters (general information and/or 
empty belly), stickers and badges, as well as the quantity. We will be 
accepting orders up until Wednesday 11 September. 

Orders will be distributed toward the end of September. If you have any 
queries about your order please get in touch with Gordon at gordon.
connelly@scottishbooktrust.com.

Book Week Scotland pop-up banners are also available at a cost of £40 
+ VAT + £15 delivery fee. Discounts are available for larger quantities, 
please get in touch with Sally on 0131 524 0161 or sally.lewis@
scottishbooktrust.com to order these. Your local library should have 
two of these banners already, so they may be willing to lend you one if 
they don’t have an event at the same time. Please contact your library 
directly to ask about this. 

Blether book orders

You can order free copies of our Blether book, written by people across 
Scotland, via our online SurveyMonkey form (2). Help spread a love of 
reading by book gifting – distributing copies to community groups, your 
workplace or to family and friends.

Book Week Scotland logo

To help people to recognise Book Week Scotland it is important that you 
include the logo on all your marketing for the event. The logo comes in 
six different colours and you are free to use whichever colour you think 

1. Order your free print materials.
surveymonkey.co.uk/r/277TGZX

2. Order your free Blether books. 
surveymonkey.co.uk/r/
bletherbooks
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looks best. You can download these from our website. 

Book Week Scotland is run by Scottish Book Trust and funded by 
Creative Scotland. If you have room, we would like you to include both 
of these logos in addition to the Book Week Scotland logo and these are 
also available on our website. However, if you can only fit in one logo, 
please make it the Book Week Scotland one. 

If you have any questions about logos or branding, please contact  
sally.lewis@scottishbooktrust.com. 

Listings
This year we will be asking you to 
complete your event listings via 
our online SurveyMonkey form. 
Our Events Listings Copy Editor will 
receive and process them for our 
website.
We’ve tried to keep the form as simple as possible this year 
but if you do encounter any difficulty please contact Gordon on 
gordon.connelly@scottishbooktrust.com.

The link to complete the listings form will be available on the 
Scottish Book Trust website very soon and we’ll let you know 
when it’s live.

The deadline to complete the listings form is Wednesday 11 
September. 

Below are a few tips which should help you when you come to 
writing your listing: 

 > Keep it simple and snappy: having a concise title will grab 
your audience’s attention. About 70 characters or less would 
be perfect

 > Name your performers: it may sound obvious, but if you are 
collaborating with an author for your event make sure you include 
them in your listing

 > Make it exciting! Try to stand out from the crowd and get your 
audience excited about your event 
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Examples of poor titles

 > Billy Crimerton will come for a chat about his novels and why he likes 
writing about crime.

 > Crime Event with Billy Crimerton.

 > Billy Crimerton’s Blood Bath.

Examples of good titles

 > Dismembering the Facts: A Conversation with Billy Crimerton.

 > Crime Author Billy Crimerton Gets Bloody.

 > Billy Crimerton Writes with Blood! 

Keep your event description clear, interesting and honest

 > Show off your event: think about the kind of event descriptions that 
would appeal to you! Keep it under 200 words and focus on the most 
important details.

 > Be honest: don’t overinflate your event by making unreasonable 
claims about the size/author/content. Stick to the facts, they’ll be 
enough.

 > Include essential information: is the event for adults or children? What 
are the names of your speakers/chair people? Will there be a book 
signing?

 > Highlight the details: if your event has extras (free refreshments, 
surprise guests, prizes) don’t forget to mention them.

 > Break up your text: paragraphs are brilliant for making event listings 
easy to read, so break your description up. Think: intro, main 
description, conclusion.

 > End on a high: leave readers feeling fired up about your event, give 
them a good reason to come along in your final sentence.
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Fundraising
Did you know that 
Scottish Book Trust 
is the charity behind 
Book Week Scotland? 
Scottish Book Trust has been bringing the benefits of reading and 
writing to everyone in Scotland since 1998. Every year, we deliver our 
world-class programmes and annual awards to well over two million 
people. From introducing books and storytelling to pre-school children 
to inspiring and empowering adult readers and writers, we believe it’s 
never too early – or too late – to begin a magical journey with words.  

In addition to the funding we receive from the Scottish Government 
and Creative Scotland, we need the constant support of trusts and 
foundations, corporate organisations, community groups and individual 
donors.

Could you help us change more 
lives through reading and writing by 
fundraising for Scottish Book Trust 
as part of your Book Week Scotland 
programme?
Here are a few simple fundraising ideas:

 > Take part in our Big Book Swap! Sign up to take part at 
scottishbooktrust.com from September

 > Add a voluntary £1 donation on to your ticket fee

 > Ask for a donation for free events

 > Display your Scottish Book Trust donation box during Book Week 
Scotland – we’ll send this to you along with your other campaign 
materials. If you need additional boxes, please contact victoria.
sampson@scottishbooktrust.com

 > Have a fundraising bake sale at your event

 > If you are planning an author event, how about holding a raffle on the 
day for a chance to win the author’s book?

We understand that for some partners, fundraising will not be an option. 
That is perfectly fine – fundraising is entirely voluntary! 

We also appreciate that some of our partners are charities who 
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themselves need to raise funds. Perhaps you could use Book Week 
Scotland as an opportunity to fundraise and split the donations between 
your charity and Scottish Book Trust?

Together, we can turn Scotland into a nation of booklovers and change 
lives through books, reading and writing.

Social media toolkit
Book Week Scotland offers us all an 
opportunity to engage new audiences 
with reading. Our social media 
campaigns will bring a buzz to books, 
spread the word about events and 
keep people up-to-date with all things 
#BookWeekScotland.
Benefits of social media

 > Raise awareness: by engaging with #BookWeekScotland online we 
can build awareness of your events and campaigns.

 > Build new audiences: #BookWeekScotland is a perfect opportunity to 
inspire a love of reading in new audiences online, across the world.

 > Buzz: our combined social media activities will create excitement 
around #BookWeekScotland, books and reading.

 > Networking: social media will help us to build strong relationships with 
other organisations in Scotland and beyond.

 > Legacy: with targeted social media campaigns and digital events we 
can create an online legacy to encourage more and more people to 
make reading for pleasure a part of their lives.

Work with us!

We aim to start a national conversation around reading and books 
before, during and after Book Week Scotland. Part of this conversation 
will be sparked by your events. Working together on social media, we 
can promote Book Week Scotland, libraries, partners and all the events 
that are an integral part of this celebration.

We cannot publicise every single #BookWeekScotland event through 
our own social media channels, but we can help in other ways. For this, 
we need you!

 > Let us know which events you are planning at your earliest 
opportunity. We want to hear how you are celebrating Book Week 

Here are all the different Book 
Week Scotland social media 
platforms.

facebook.com/BookWeekScotland 

twitter.com/BookWeekScot

instagram.com/scottishbooktrust

youtube.com/scottishbooktrust

#BookWeekScotland

Please share Book Week 
Scotland updates on your 
social media platforms, if and 
when possible. Remeber to use 
#BookWeekScotland so we can 
find you!
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Scotland. Share exciting news with us by emailing danny.scott@
scottishbooktrust.com and we will do what we can to share your 
news on our social media channels. If your organisation has a 
Facebook and/or Twitter page, let Danny know too!

 > Tag @BookWeekScot and/or #BookWeekScotland in your Twitter 
updates. On Facebook, mention Book Week Scotland by adding an 
‘@’ symbol before ‘Book Week Scotland’ and selecting us from the 
dropdown.

 > Encourage your audience to engage with Book Week Scotland on 
social media at events.

In order for Book Week Scotland to have the biggest impact possible 
on Twitter, it is best if we all work together to create a bigger noise. 
Therefore, please use #BookWeekScotland rather than creating your 
own Book Week Scotland hashtag, specific to events happening in your 
local area or organisation. 

PR toolkit
PR is a great way to reach large audiences inexpensively. If the 
media are interested in you, they will bring you to the attention 
of their readers or viewers, raising your profile on a local and 
perhaps even a national level. The way to get the media 
interested is to provide them with newsworthy stories or eye-
catching photographs. 

Types of media
 > Broadcast media: TV, radio.

 > Web-based media: blogs, websites.

 > Magazines (trade and consumer – trade magazines are 
generally subscription only and related directly to a specific 
sector/business/organisation, consumer magazines are sold 
to the public).

Press release
Our toolkit includes a press release template (appendix 1). 
If you prefer to write your own, follow these tips:

Writing a press release

 > At the top of the email write ‘PRESS RELEASE’ in block capitals, 
followed by ‘FOR IMMEDIATE RELEASE’ if this is the case, or 
‘EMBARGOED UNTIL’ plus relevant date and time.

 > Write a catchy headline to create interest without exclamation marks 
or exaggerations. Puns work well e.g. Book in for a Great Author 
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Event.

 > The first paragraph should be a short summary of the announcement. 

 > The body of the press release should contain the following 
information: Who, What, When, Where, Why? Give details of any well-
known local names, dignitaries or celebrities who are involved in the 
story or support the project. 

 > You should include one or two quotes from relevant people. Good 
spokespeople include the head of your organisation, someone from a 
partner organisation or local VIPs.

 > Insert notes to editors at the end of the release – this is information 
about your organisation and about Book Week Scotland. (Notes to 
editors text about Book Week Scotland is provided in appendix 
2).

 > Do not forget to include clear contact details and a mobile number at 
the end of the release.

 > Make sure you include your organisation’s website in the body 
of the press release e.g. ‘For additional information, go to www.
bookweekscotland.com.’

Distribution

 > It is best to paste the text of the press release into the body of the 
email rather than sending it as an attachment.

 > Find out the publication day and print deadlines of your local paper, 
and send them the release in plenty of time beforehand. 

Important information to include in all 
press communications
The following paragraphs should be used in all communications 
materials when describing Book Week Scotland: 

Working with a wide range of partners, Scottish Book Trust – the 
national charity changing lives through reading and writing – will 
deliver events and activities across the country during Book Week 
Scotland 2019, which runs from 18 November to 24 November, 
linked to this year’s theme of Conversation. Now in its eighth year, 
Book Week Scotland was initiated by the Scottish Government and 
is funded annually by Creative Scotland.

Hundreds of free events happen during Book Week Scotland 
across every region, including every Scottish Library service with 
the support of Scottish Library and Information Council (SLIC).

www.bookweekscotland.com

If you would like a list of press 
contacts in your local area, 
please email keara.donnachie@
scottishbooktrust.com.
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Photocall
Photos are a good way of securing coverage, so try to invite 
photographers to your events. Feel free to use our photocall template 
(appendix 3). 

Tips for a successful photocall

The angle: as with the news release, you must have an angle before you 
start. Keep clear in your mind what the story is and work out ways of 
showing it in an image. 

Favourite ingredients for a successful photo include: 

 > Fancy dress or costumes

 > Celebrities: is there a well-known local figure who would be happy 
to help publicise your event – a local MP, band or sports person 
perhaps? 

 > Local children*

 > People from a local organisation

 > Fun: silly poses or evoking a laugh works well

 > Keep it simple: don’t overcrowd the picture with too many elements

 > Branding: do not have excessive branding in the picture. Your photo 
should not look like an advertisement, as your publicity will come from 
the accompanying caption

Distribution

 > Do not send anything larger than 4MB (ideally 2MB as they will ask if 
they need a larger file). 

 > Include a photo caption in the email, e.g. Left to right: Melissa (5) 
from Lenzie and Rebecca (10) from Govan help celebrate Book Week 
Scotland at The Mitchell Library’s Big Book Bash. 

*Photo permissions: make sure 
the parents/carers children sign 
photo permission forms if you 
are allowing photographers/news 
cameras or taking photos yourself 
to use in publicity. See appendix 4 
for a sample form.
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Evaluation
The events which are taking place all over 
the country are at the heart of Book Week 
Scotland. Your help with evaluation is 
invaluable!

2019 evaluation timeline 
Evaluation tools sent to you

Pre-Book Week Scotland

Individual evaluation survey live

Monday 18 November

Partner evaluation survey live

Monday 25 November

Deadline 

Friday 17 January

Evaluation methodology 
There are several strands to our evaluation methodology for partners this 
year:

Individuals

 > We are returning to the individual survey 
on SurveyMonkey – but with a new method 
of encouraging people to take part. We will 
send you Evaluation Calling Cards which 
will be printed with a QR code, so that people 
can complete the survey from their phone and a 
web link for those who wish to complete it later. All 
you will have to do is hand out the cards at events 
to anyone who wants one. You will not have to collect any contact 
details from your event audience, so this will remove GDPR issues.

 > We will also provide a pair of quick evaluation posters for people 
exiting your event. These will be downloadable from our website and 
we may also be able to send you hard copies too. We would very much 
appreciate it if you could put them out for people to fill in as they leave 
your events – either by making a mark to represent their answer or, if you 
have them, using stickers.

You can either send us the posters at the end of Book Week Scotland and 
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we will add up the responses, or there will be a section where you can fill in 
the information in your partner survey (see below).

Partner survey

We would like one representative from your organisation to complete 
the survey. This will be administered online through SurveyMonkey, as in 
previous years. Please note that this survey will ask you for information 
about audience numbers from each of your events and as such you may 
require members of staff running each event to collate this information and 
report back to you. This information is incredibly useful to us, so please 
keep a note of this!

The online partner survey is in two sections:

Audience data 

We would like you to gather information about the audience for every Book 
Week Scotland event you run.

Please keep a note of the following:

 > How many events you are running using Book Week Scotland funding

 > Audience numbers for each event

 > Audience capacity for each event

 > If you are in receipt of Live Literature Funding and are using it for 
Book Week Scotland – how many events you are running in this 
manner

 > How many events you are running in addition to those counted above

 > For Library Services only – how many events you are running with 
SLIC funding and how many Bookbug Sessions you are putting on as 
part of Book Week Scotland

We have provided an event log sheet (appendix 5) to help you to keep 
track of this information as the week goes on. We’ll also send you a 
Google Docs copy in the run up to Book Week Scotland.

You can use this in a number of ways:

 > Give it directly to event staff and gather together your numbers at the 
end of the week. You can report all this information back to us in the 
online survey, in the appropriate sections

 > Ask event staff to fill in the Google Docs version of the Event Log Sheet 
immediately following the event. We will then have the record – and will 
not need to gather the information from you. But we will send you a note 
of all the events we have a record of and ask you to check that we have 
everything 

If you have any questions about 
completing any of the Book 
Week Scotland evaluation please 
email philippa.cochrane@
scottishbooktrust.com. 
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Find other resources at 
scottishbooktrust.com

Organisational feedback 

In a change from previous years we will be asking for less information in 
terms of general feedback. This will look similar to last year and will be a 
series of questions about your experience of Book Week Scotland.

Deadline for completion of this survey and return of the audience 
evaluation posters will be Friday 17 January 2020.

Conversations and case studies

Scottish Book Trust staff will follow up in more detail with a number of 
our partners to develop a richer picture of your experience of Book Week 
Scotland and to build brief case studies.

These will definitely include:

 > Emerging Programmers

 > Blether Together Partnerships

 > Pitch It

As well as a few examples from library services and individual partners. 
These will take the form of conversations, either by phone or in person and 
will be an informal, partnership-focussed process.

We have provided an evaluation checklist (appendix 6) for you to print 
out and give to anyone running a Book Week Scotland event in your 
organisation.

This is all we are asking of partners – we will also be gathering data 
through our website, through a YouGov survey and through exit vox pops, 
focus groups and case studies with five sample partners. All of this data 
will inform the final Book Week Scotland evaluation and hopefully give 
some detailed insight about the project.

Your time on this is much apprecitated!

Address for returns: 

Gordon Connelly, Scottish Book 
Trust, Sandeman House, Trunk’s 
Close, 55 High Street, Edinburgh, 
EH1 1SR
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