Steward Checklist for Events

	Date
	
	Lecture Start/End Time
	

	Title
	

	Speaker(s)
	

	Chair
	

	Venue
	
	Green Room
	

	Room Booking Start Time
	
	Catering Arrival Time
	

	Departmental Staff
	

	Stewards Start/End Time
	

	Stewards Working
	

	Admission Policy
	 e.g. First-come, first-served



Things to prepare prior to the event and inform the stewards
· AV setup (arrange with AV directly)
· Water & glasses (arrange with catering directly)
· Tablecloth (can be hired from Events Team)
· Notepad & pens (if supplied by department)
· Posters & blue tac (if supplied by department)
· Reserved/press signs (if supplied by department)

Event Information
Summary of event/any other relevant information

Set up: 
	Table and Chairs:
	

	Tablecloth:
	

	Bottles of water and glasses:
	

	AV Equipment (to be booked/sorted by AV)
	

	Book Stall/Signing
	

	Reception/Dinner
	



Fire Assembly Point: 
	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 Pankhurst House/Fawcett House

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



Computer Login:
CTRL, ALT and DEL at login screen. User Name is .\GUESTLEC. Password: HELLO

Contact Numbers:		
	[bookmark: _Hlk121832282]Name
	Office 
	Office - external
	Mobile
	Mobile - external

	DTS (AV)
	5400/5300
	0207 107 5400
	5400
	N/A

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

	Security + Estates
	6200
	020 7955 2000
	
	

	Clement House catering
	7813
	020 7955 7813
	
	

	NAB catering
	3020
	
	
	

	OLD catering
	7821
	020 7955 7821
	
	



Reserved/Press Seats (alphabetical by surname): 
