SmartLoving Seminar
Venue Management

	Time
	TASKS

	3-6 months pre seminar

Stocktake - review the resources of the venue 


	Check parking arrangements (pp’s don’t like us taking up valuable parishioner parking space). 

Notify SL office for instructions in the Registration Letter:

· Venue name and address including parking

· Your mobile phone number for emergency contact during the seminar
· 3 x local accommodation options for guests traveling.

	
	Presentation room: sufficient space, adult sized chairs (30-50), moderate temperature (if too cold consider hiring heaters), ventilation.  If large numbers (50), a PA system may be required (portable or venue)

Take note of cleanliness – allow extra time for cleaning and tidying up if required

	
	Break out space: make note of options for couple time – school gardens, classrooms etc

	
	Toilets: within good distance, preferably adult sized.  Can make toilets unisex if required.

Take note of cleanliness – allow extra time for cleaning and tidying up if required

Note supplies – is toilet paper, soap and hand towels/drier provided

	
	Dining room: sufficient space, trestle tables (seat 6-8), chairs.  Access to kitchen/tuckshop.  Power points for urn.

Note cutlery, crockery, glassware, accessories (sugar bowls, milk jugs, water carafes, table cloths etc).  Consider borrowing or buying cheap (eg IKEA wine glasses from $1.20 each)

	
	Kitchen: note heating options (eg ovens, microwaves), - adjust menu to suit (eg avoid quiche if insufficient ovens).

Refrigeration (will tuckshop drinks need to be removed and restocked?).  Freezer for icecream.

Note Cooking and serving utensils (eg tongs, salad servers, spoons, sharp knives, chopping boards, platters, etc) Bring from home what is missing.

	1-2 days pre seminar 
	Contact all relevant parties and remind them that you are coming – ie parish, the school (principal and secretary), canteen manager 

Arrange for keys and alarm codes etc

Check if there will be other users – eg teachers coming in to work on the w/e, school sports groups training, P&F using the hall or library etc.  Make sure they know that you will be using the larger part of the school facility


	Friday
	TASKS

	1 day pre seminar

Set Up
	Presentation room: 
Clear desks etc. to make large space
Choose a presenting point – preferably remote from the door, without glare behind.  Set up lectern or music stand

Arrange chairs in pairs in semicircular pattern.  Set up enough for participants only and stack excess

Set up feature (bible, candle, flowers, crucifix)

Set up CD player and PA (if needed)

	
	Toilets: clean and put out supplies (paper, tissues, soap, towels, headache tablets etc)

	
	Dining: Set up tables with chairs (6-8) 

Set up beverage table: cloth, urn (full but not on), tea, coffee, sugar, cups and spoons

Set up food table: cloth, plates and serviettes

	
	Kitchen: clean (if necessary) and clear a work space, refrigerator space etc.  Unpack supplies and store at points of use (eg put cups under beverage table).  Take note of what goes where so it can be returned.  Get everything ready for early start

	Evening

Team prayer
	Gather with Team for prayer and final preparations


	Sunday Afternoon
	tasks

	From 2pm

Post lunch
	Clean up
	Clean up kitchen and dining and restore to normal. Sweep and mop floors. (Take care with noise to avoid disturbing couples)

Return kitchen/tuckshop stock and utensils to normal. Leave thank you card and donation (optional $10-20) for canteen manager

	
	
	Clean bathrooms and return to normal

	Post participants departure
	
	Presentation room: vacuum and restore to normal

Secure (windows, doors, lights, alarm etc). Leave thank you note and donation ($50 if funds allow) with keys
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