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IMPORTANT: 

 

1. THE VENUE SHOULD BE SET UP THE DAY PRIOR TO THE EVENT, IF 

POSSIBLE, TO AVOID DELAYS ON THE DAY OF THE EVENT.  

2. 5 OR 6 CHAIRS AROUND EACH TABLE 

3. AT LEAST ONE STAFF MEMBER MUST BE PRESENT AT ALL TIMES TO HELP 

WITH ‘CROWD CONTROL’ 

4. THE PRESENTER WILL NEED A MICROPHONE OR LAPEL MIC.  

5. AN EXTENSION CORD MAY BE REQUIRED FOR THE LAPTOP. 

6. LEARNERS MUST BRING CALCULATORS AND COLOUR PENS 

OR PENCILS 
7. THE DURATION WILL BE PLUS MINUS 6 HOURS 

STAGE & SCREEN 

MICROPHONE 
&  DESK 

Must have access to a power 
point here, perhaps with an 

extension cord, to plug in laptop 
& printer 
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