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The Role of the Administrator on a Houseparty

Obviously you can decide how to allocate responsibilities among your Host Team but this document will help you understand the sort of things an ‘Administrator’ might take on when agreeing to fulfil that role.

First point of contact
The administrator is likely to be the first point of contact for guests applying to come on the event.  They will answer queries from interested parties and need to be available to check in on a houseparty email regularly, especially as events are launched and in the few months leading up to the summer.
Reduced rates/free places may be also arranged for administrator, worship band members, etc, if felt appropriate.  Each houseparty is likely to have its own bursary ‘pot’ to share out amongst those who can’t afford the normal fees.  Decisions regarding how this pot is allocated will be owned by the Chief Hosts and taken in discussion with the treasurer.

Key responsibilities 
Prior to the event
• initial contact with guests
• fielding guest queries about the event, before and after they have booked
• communicating guest data to the host team
• keeping an eye on numbers and knowing when the event is full (even if that is before it is numerically full)
• participating within the host team
• ensuring balance payments have been collected prior to the beginning of the event 
• taking minutes at host team meetings and communicating decisions and actions
• arranging accommodation of guests on event

On the event
• dealing with administrative queries 

After the event
• ensuring guest list data is complete and accurate and confirm with the ST office
• ensuring payment of the admin fee to the ST 
• in conjunction with the treasurer, ensuring any monies donated to the ST are properly transferred, including a note of who has donated what and final accounts are shared with the Head of Adults’ Events.

How the system works
1) A potential guest identifies your event via the brochure or website 
2) They contact the administrator via their specified email address given there.  
3) The administrator responds and establishes how many they are bringing, and any particular needs and whether there is space for them on the event. 
4) If happy to proceed, the administrator sends a private link to the event booking form. 
5) Set out in your reply the process to set up their own ST account on the website so that then they can apply for the event.
6) If the guest is not going to be able to pay the £100 deposit per person, they can use the code ‘FREE26’ when prompted.  This is to be given out at your discretion.
7) The potential guest completes the form online for each person registering to come. NB remind them to ensure they have added all potential guests to their account first before applying for the event or they will not be able to proceed through the form.
8)  Once all the data is inputted, they pay £100 deposit per person on the booking.  This money is paid through the booking system directly into the houseparty account. 
9) When this is complete, the guest and administrator will receive an email confirming the places. 
10) The data is held securely on the Stewards’ Trust database and is downloadable to be sorted and used for the purposes of running the event.  A Google Sheets template is available to manage and manipulate the data into a useful order.

Exporting data to the spreadsheet
1) You’ll be given a specific login connected with your event
2) Go to www.stewardstrust.org.uk and scroll down to the bottom.  Click on ‘Event Organiser Login’ and complete your details
3) The screen should show you ‘Events I am the Administrator for’
4) Click on ‘see all event bookings’
5) Click on csv download link
6) Make your own copy of the google sheets spreadsheet that has been shared with you (File/Make a Copy)
7) Rename. This should now be in your own google drive and you can share it with others if it is helpful for them to have access.  Think carefully about who has access in order to protect the data stored there
8) Open the Google sheets template.  The Import tab should be at the front.
9) Click on File/Import/Upload/Browse
10) Select the export (.csv file) from your downloads folder
11) Instead of ‘Create new spreasheet’, select ‘Replace current sheet’
12) Click on Import Data

See below for more detail about the spreadsheet.

Making use of the spreadsheet
There is lots of functionality here but it is basically a tool which you can use to help streamline your booking data.  Green squares are the places to add edits – other boxes are influenced by what you put in here.

To set it up for maximum impact, you will need to enter some values on the settings tab.  The left hand side refers to your pricing bands to help calculate total cost for each booking.  The right hand side is a tool which will help you manipulate the age bands of children’s groups to achieve an even spread.  You can play with these as you go along and it will impact the way data is presented on other sheets.
You can re-name your children’s groups

Dashboard
This gives you key stats at a glance – how many people altogether, how many in different age groups as well as girl/boy split in the different age groups.
It is also linked to the ‘Attendance’ sheet and will count up how many people will be on site each night

Attendance
If you have guests or helpers who are arriving late or leaving early, this will allow you to calculate accurate numbers to inform your venue and hopefully not pay for people who aren’t there.

Guest list – names only
A list of names of everyone booked on to the houseparty.  You could use for checking in arrivals

Accommodation
On this tab, you can enter a label for accommodation for each guest – a house name and room number. You can then order the data by House name and copy and paste the data to create lists for each house.  This might be useful for labelling doors on day 1, or for producing Fire Safety (who should be here) information.

Individuals
These tabs are for calculating balance owed for individuals.  The ‘amount outstanding’ should be an accurate calculation of their total once you’ve filled in any payments already made. It is divided this way depending on whether people booked on as individuals, or as part of a larger booking.  

Offers of help
When applying, guests have the option to add their offers of help which will show up here

Volunteers
Those who tick ‘approved volunteer’ in their registration process will appear in this list.  This means you should have your list of helpers in one place should you need it.

Email addresses
Self-explanatory

Extra information
This covers the ‘anything else you should know’ question from the registration.

Dietary requirements
This should pull out a list of attendees with any dietary requirements for communication with the venue

Envelope mail merge
Self-explanatory – please copy and paste and delete empty space as necessary to facilitate a mail merge for posting letters etc.

Sticker mail merge
Can be used for producing name labels

Computed variables
Attendees’ info at a glance
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