ROOM SET-UP

General Description
As the team member responsible for setting up the room, it will be your job to ensure that the Seminar and team rooms are ready with the appropriate number and arrangement of chairs, tables, and all other equipment. This job requires preparation as well as the ability to work quickly and efficiently with others. Like every other member of the team, you exemplify the Seminar itself by being its principles. Beyond the arena of character and prior involvement with GAP, you will be asked to commit to:
Commitments
Beyond the arena of character, you will be asked to commit to the following:
1. Attend all team meetings and the Intro to Transformation Workshop and Info Call(s).
2. Be prepared for all meetings and the Training, including any homework and paperwork.
3. Participate in weekly team coaching calls.
4. Enroll other individuals to the team.
5. Enroll and register participants to the Reveal Seminar.
6. Make confirmation calls.
7. Pray regularly for the team, the Trainers, the participants, and the Training.
8. Be a witness.
9. Create value for the team.
10. Do what it takes to accomplish the vision.
Consider Reveal like a “part-time” job, in a sense, knowing that you will need to set aside other priorities in this season to make Reveal an important part of your daily life.
Mechanics
Before the Training:
1. Coordinate with the Sponsor, Charts, Supplies, and Sound team members regarding the layout of the site and all the equipment needed 
2. Help transport equipment to the site 
3. Coordinate with the Supplies team member regarding easels, easel pads, and magnum pens 
4. Coordinate with the Team Captain regarding having sufficient help to set-up and take-down 
5. Construct or rent a 6” riser area, if necessary 
During the Training: 
1. Make sure the room is set up correctly in theater style with a 6 inch riser/stage for the Trainer plus 2 easels (or 1 depending on number of participants… ask the Sponsor what the Trainer decides), a podium, and a stool 
2. Work with the Chairs team member to mark the correct positioning of chairs with blue painter‘s tape 
3. Re-set the chairs after Small Group sessions, if needed 
4. Make sure all the signs are hung up appropriately 
5. Ensure the appropriate clean up and close-out of all rooms, including returning equipment, pulling up painter‘s tape, and taking care of trash 
ADDITIONAL DETAILS:

Please confirm that the available training room has all of the following:

· Carpet
· At least a 15 foot tall ceiling
· Level floor with no slope
· At least 1800 square feet for a minimum of 50 participants and room for the team tables and exercise
· A podium up front
· At least 10 feet of walking room upfront for the trainer 
· A sound system along with the following:
· Easy access for the Trainer to be able to run music and a mic from their table when sitting in the back of the room.
· Three microphones total.  A hand-held for the trainer at their table in the back of the room.  A hand-held for participants for a mic runner as needed.  And a third for the trainer to use as they move about the room (either hand-held or a head-set works).
· Music will be played from the trainer’s laptop at the table in the back, or possibly from an iPhone or iPad.
· If there are cords for the speakers running across any part of the room, they must be taped down neatly and professionally with electrical tape or another tape equivalent that is strong but does not leave residue on the cords or carpet.
· Seats in theater-style seating
· Chairs for every participant, as well as for the team members, trainer, and guests who will be attending the training and seated in the back of the room at tables.
· Tables in the back of the room for the team and trainers, as well as a table for the music person. The Trainer(s) and Music Person share a table.  Make sure team members have spaces to get out easily.
· Additional chairs will need to be accessible and brought in by team members on the afternoon break on Sunday afternoon to set-up ahead of time for the graduation and celebration on Sunday at 6:30pm.  There needs to be at least an additional 50 chairs for that time.
· Nice tablecloths on all of the tables (not plastic) that go to the floor (at least on the side that is visible to participants… it doesn’t have to be the kind that go to go to the floor on the side that the team is sitting).
· Painters tape that outlines each and every row of chairs, making sure that the rows on the left align exactly with the rows on the right side, leaving no extra painters tape on the back row if there is less participants than a full row.  For example, with exactly 50 participants, we could have 5 rows of 5 in two sections with a few feet of aisle space in between the two sections, and the rows and painters time would be exactly the same/equal all around.  However, if we ended up with 48, for example, using that same configuration stated above, one of the back rows on one section would only have three chairs and therefore, the painters tape for that row would cut off exactly with that third chair (rather than leaving an empty space for two chairs that we won’t have).  
· Ideally, an exit door for participants closer to the middle or front of the room, and another door towards the back of the room for team members, but everyone can use the same doors if needed.
· The room has the ability to go COMPLETELY dark (with the exception of Exit signs that might give off some light).  In other words, all windows in the room are neatly and professionally covered with black paper or black cloth so as not to allow any light in the room.
· Does the room have various light setting available?  I.e. Dimmer switches and various settings?  If not, torché lamps will be needed to offer varying degrees of dim and brighter lighting options for the exercises.
· Plenty of extension cords and strip cords available so that the trainer table, and front and back row of team tables have access to an outlet to charge computers, and the cords must be taped down to the specifications listed above regarding the sound system cords.
· Signs will be against the wall in the front of the room
· Directly OUTSIDE the door to the training room, there also needs to be two tables with nice tablecloths set-up which will be used for check-in on the first morning, as well as to display the nametags during break and for there to be a consistently refilled water station with cups, or enough water bottles to replenish throughout each day.
An example of what set-up could look like for a room of 50.  Keep in mind that details might be different if the numbers are different, room width varies, and depending on whether or not the Trainer wants a second easel or not.
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