Steward Checklist for Events
	DATE
	

	TITLE
	

	SPEAKERS
	

	CHAIR
	

	VENUE
	

	LECTURE START TIME
	

	ROOM BOOKING START TIME
	

	DEPARTMENTAL CONTACT NUMBER
	

	STEWARDS START TIME
	


· Admission policy: 
· Number of Reserved Seats: 

· Number of Press Seats: 

· Speaker Arrival Info: 
· Podcast:
 YES/NO 

Video: 
YES/NO
 
THINGS TO PREPARE PRIOR TO THE EVENT AND INFORM THE STEWARDS ABOUT:
AV set-up (PLEASE ARRANGE THIS WITH AV DIRECTLY)

Water & glasses (PLEASE ARRANGE THIS WITH CATERING DIRECTLY)

Notepad and pens (IF SUPPLIED BY THE DEPARTMENT)



Tablecloth (CAN BE HIRED FROM CONFERENCES IN ADVANCE)


Posters & blue tack (IF SUPPLIED BY THE DEPARTMENT)


Reserved signs, press signs (IF SUPPLIED BY THE DEPARTMENT)

Set up: 
	Table and Chairs:
	

	Tablecloth:
	

	Bottles of water and glasses:
	

	Green Room:
	

	Catering and time:
	

	AV Equipment (to be booked/sorted by AV)
	

	Book Stall/Signing
	

	Reception/Dinner
	


At the start you need to set up any slides/power point presentations- ideally save everything to the desktop and remove the USB stick.  CTRL, ALT and DEL at log in screen. User Name is .\GUESTLEC. Password: HELLO

Fire Assembly Points
	Old Theatre 
	Sheffield Street (outside the Saw Swee Hock Student Centre)

	Sheikh Zayed Theatre 
	Lincoln’s Inn Fields – SW corner opposite NAB and Coopers

	Hong Kong Theatre 
	Outside Tower 1&2

	Wolfson Theatre 
	Lincoln’s Inn Fields – SW corner opposite NAB and Coopers


Contact Numbers:



	Name
	Office 
	Office - external
	Mobile

	AV unit
	5400/5300
	
	5400

	Emergency
	Dial 999 from a mobile phone, or 666 from an internal phone

	Security + Estates
	6200
	020 7955 2000
	

	Clement House catering: Lesley /Karen
	7813
	020 7955 7813
	

	Old Building catering: Jo Borg
	7821
	020 7955 7821
	

	NAB catering: Mark/Eva
	3020
	
	


Message to use when the venue is becoming full, to be announced using a radio mic: Ladies and Gentlemen, welcome to LSE for this evening’s event which will start shortly.  As you can see, it looks as though the theatre will be full this evening.  We are keen to ensure all seats are filled and would appreciate it if you could move along the rows, freeing up any available seats.  We have a queue of people waiting to get in and we want to be able to accommodate as many of them as possible; your help in achieving this would be most appreciated.  Thank You.
LIST OF RESERVED SEATS (alphabetical by surname) 

LIST OF PRESS SEATS (alphabetical by surname)
1
2

