 Room layout information for Venues for function room bookings by Walk Tall.

Notice Board in foyer to read:

Walk Tall

Minute Taking & Meetings

We have been running seminars for 20 years and we have learned what works best. Please help us by arranging the room as follows:

No Lectern

No Overhead Projector

No Screen

When determining the front of the room, please make the front the wall which will make a wider, shallower audience, rather than a deep, narrow audience. (see diagram below)

Whiteboard at front centre.  Whiteboard needs to be large – at least 900mm x 1200mm (3ft x 4ft)

Table (skirted) for presenter’s equipment against front wall next to whiteboard. No chairs here. 

Chairs for participants placed in shallow horse-shoe with no centre aisle. 

Please space chairs at least 20cms (6inches) apart from each other with plenty of room between rows.

Please place coffee/tea table at back of room (or outside) whichever you usually do.

Please ensure that there is plenty of glasses and water available inside the room.

Please have a small registration table near the door for people to write their name badge.

If possible, please place a bar stool at the front of the room for the presenter, or if a stool is not available, a chair.

Room layout diagram.

A 

Make this the front
In rooms shaped like this, please make the front at “A”, not the narrow end  as this makes a wider, shallower audience, not a deeper, narrower audience.

A wider shallower audience will always deliver the best group dynamic especially if the chairs are in a shallow horse-shoe, not straight rows.

