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Overview 
The venues that we use are a key part of our events. Places can be spiritually significant and the bricks and mortar that form the backdrop of the transformational encounters we hope, plan and pray for need to be respected and valued. 
The contract 
This is managed centrally by the Head of Adults’ Events who will share it with you as necessary and keep you up to speed with any significant changes. Normally it will include a provision for a minimum number of guests which we are contracting to pay for and, where relevant, price per person per night (pppn). 
Events manager 
This role can have different names – (e.g. commercial manager) but this is the person allocated as your venue’s point of contact in making plans for the event. It is imperative that you establish a positive working relationship with this person as they are key to the success of the whole thing. 
Event proposal/schedule document 
A briefer document (often separate from the contract) outlining the spaces available for your use and specifics of your requirements. This will normally come to the Head of Adults’ Events and will be shared with you. 
Catering 
Eating together is a fabulous part of any residential event, allowing for connection and community, fuelling and feasting. You’ll want to request a proposed menu for the week to ensure it fits with your expectations. Watch out for enough fruit and veg and how they propose to manage dietary preferences. Might you want some meals prepped as a pack-lunch style? Are you having a final night party? When and where do you want tea and coffee to be available or do you want them served throughout the day? Think ahead and communicate well. 
Set up requirements 
Knowing which spaces you’re going to use for who and what, and then working out what you’d like to have in those spaces is really important. Do you need tables and chairs? Would you like access to AV equipment? How would you like the rooms and spaces to be set up? Is there sports’ equipment you’d like access to? Plan in advance, contact any volunteers with leadership roles and then communicate. It is much preferable to make requests and find out what is possible well in advance than working it out when you get there. 

Fire safety 
Every venue will have their own policy around fire safety. Some may require a drill to be carried out. All will require someone to be familiar with expectations and procedures. Please be ready to comply and communicate as necessary. Hosts should have room plans and a sound understanding of any evacuation plan so they can oversee any emergency. 
Risk assessment 
The Head of Adult Events will provide a site risk assessment for your venue, as well as information regarding what activities are covered under the ST insurance policy. Chief Hosts should add specific activities and concerns to the risk assessment document, outlining actions to minimise risks. 
Other residents 
Venues may have staff who live permanently on site and will be in residence during your event or even other guests using part of the venue. Normally staff will have been fully screened and have a DBS etc. but do check. It is important to be informed and aware so that you can ensure courtesy to those individuals as well as understanding who else may be present on site at any time. 
Paying 
Invoices will be sent to the Head of Adults’ Events and payments managed centrally out of the event account. You will normally need to confirm final numbers between 2 and 4 weeks prior to the commencement of the event. If you’re able to account for any individuals who are arriving late and leaving early, often venues will be happy to receive payment for actual numbers so take this into account. Final invoices will be shared with hosts for checking prior to payment. 
Leaving well 
We aim to bring the presence of God with us and leave a fragrant aroma after we have left. This is aided significantly by ensuring agreed departure arrangements are adhered to. Make sure guests have vacated rooms by the stated time and that you have capacity to tidy and clear the spaces you have used as well as returning any keys and/or equipment that you’ve borrowed.  Find out where you can leave rubbish and recycling as well as taking any lost property with you. Taking photos of spaces at the start of the week will help you know how things need to be left at the end. 
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