
 

GUIDELINES FOR AUDITORIUM “EVENT COORDINATORS”  
 

 An “Event Coordinator” is the person in charge of presenting an event in the 
auditorium.  The Event Coordinator oversees prior arrangements for the event and is 
present at the event to oversee its smooth presentation.  Most (though not all) Event 
Coordinators are residents.  A few examples of residents who are Event Coordinators  
include the resident in charge of a Pre-Kendal Memories evening, a resident who has 
arranged for a film presentation, a resident in charge of arranging for a Monday Topics 
presentation and an artist who gives a talk in the auditorium about an exhibit currently 
on view in the dining room.   

 The responsibilities of an Event Coordinator include the following: 

 RESERVE THE AUDITORIUM.  The auditorium is reserved for specific dates 
and times through the Kendal receptionist, who maintains the auditorium 
schedule.  The Kendal receptionist also maintains information about a committee 
or any other person or group sponsoring the event and the name and phone 
number of the Event Coordinator. 
 

 COMPLETE TWO ESSENTIAL FORMS:  THE “RESERVATION REQUEST 
FORM” AND THE “HOUSKEEPING DEPARTMENT SETUP REQUEST FORM.”  
Once the auditorium is reserved, the Event Coordinator must fill out these two 
forms that provide information necessary to carry out the event.  The forms are 
available at the receptionist’s desk.  Distribute the appropriate form to all Kendal 
staff and relevant committee heads whose services will be required to carry out 
the event – typically, Housekeeping, Sound and Light, Ushers and, if necessary, 
Food Service.  The completed Housekeeping form requires the Event 
Coordinator to specify the seating layout desired. 
 

 CONFIRM THE AUDITORIUM CONFIGURATION.   Kendal’s Housekeeping 
staff will place chairs in the manner indicated on the Reservation Form.  (For 
example, the side-facing configuration fora Pre-Kendal Memories event is 
different from the front-facing configuration for Monday Topics.)  The staff will 
ordinarily set up at least a few rows of extra seating in the lounge so that extra 
seating will be available in the event crowd size requires that the folding doors to 
the lounge be open.  It is important, however, that the Event Coordinator carefully 
consider the size of the expected audience and tell Housekeeping on the setup 
request form whether or not the doors should be opened at the time of setup and  
whether more than a few rows of lounge seating will be required.  If the screen in 
the lounge is to be used, the Event Coordinator should direct that the first row of 
chairs be placed far enough back to permit those sitting there to view the screen 
comfortably.   

 The staff will place chairs in a way that observes capacity limits and no chairs 
 should be added to or removed from the setup once it is done.  Remember that 



 most staff days end at 4:30 p.m., which means that any further work sought   
 by the Event Coordinator should, if at all possible, be arranged in advance of that 
 time. There is, however, one housekeeping staff person on duty until 7:30 p.m.
 every day, generally in the auditorium.  If that person is needed for last minute 
 changes and is not in the auditorium, the Event Coordinator should call 
 Westmoreland from the red phone outside the library and ask that the 
 housekeeping person be contacted and directed to the auditorium.   

 On the stage, the screens at the rear of the stage should not be moved by one 
 person.  The piano should not be moved except for concert setup. 

 

 COORDINATE WITH SOUND AND LIGHT.  Sound and Light is the Kendal 
volunteer group that arranges microphones, sets up computers, plays movies, 
plays music, records proceedings, operates broadcast TV and operates house 
and stage lights.  The Event Coordinator is responsible for communicating to the  
Sound and Light technician assigned to the event the event’s needs, including 
the date and time of the event’s rehearsal if any is scheduled.   
 

 COORDINATE WITH THE USHERS.   The Event Coordinator must inform the 
head of the Ushers committee about the need for Ushers to be assigned to an 
event and whether the event will require more than the customary two Ushers.  
At least twenty minutes before the event, the Event Coordinator should meet with 
the Ushers on duty to relate information about the length of the program, 
distribution of any programs, whether roving microphones will be used and 
whether performers or speakers will meet residents in the library or lounge after 
the event.   Ushers should tell the Event Coordinator if a safety announcement is 
to be made before the performance begins. 
 

 PUBLICIZE THE EVENT.  Many types of events need publicizing and promotion.  
The Event Coordinator or someone with whom the Event Coordinator works should 
decide whether there is a need for promotion on the KRA website and Channel 9, 
for bulletin board posters and for notices in the Reporter.  If there is such a need, 
the Event Coordinator should see that it is met.  The Event Coordinator is also 
responsible for the preparation of any programs that are to be distributed by the 
Ushers.    
 

 DEAL WITH AN EVENT CANCELATION OR WITH OTHER UNFORESEEN 
PROBLEMS.  If an event is canceled for any reason, the Event Coordinator is 
responsible for canceling the auditorium reservation and promptly notifying 
Housekeeping, Sound and Light, the Ushers and Food Service if food has been 
requested.  A “Canceled” sign should be placed on any posters that have been put 
up throughout the Center and, if time permits, a notice should also be posted on 
the website and Channel 9.  The Event Coordinator is also responsible, in 
coordination with Sound and Light and the Ushers, for dealing with any unforeseen 
problems at the time of the performance, such as a medical emergency or an 
equipment failure. 



 

          Here is a CHECKLIST of things an Event Coordinator should do or confirm at 
least 20 minutes before a performance is to begin: 

          -- Is the assigned S&L prepared to do its tasks and is its assigned technician    
aware of how the lights should be set? 

 -- Have the ushers been provided with programs (if used) and informed of 
performance details such as running time, whether the performers will meet residents in 
the library after the event and if DVDs or other items will be available for purchase. 

 -- Is the flower room door shut? 

 -- Are the storage-area doors properly closed? 

 -- Is the stage curtain properly open or closed? 

 -- Is the movie screen properly set? 

 -- Is the piano properly placed? 

 -- Is the stage backdrop suitably arranged? 

  -- Are the performers ready? Have they been instructed to move to the    
library or lounge at the end of the performance to meet with residents (and to remove 
their materials from the auditorium). 

 -- Is the emcee prepared for a brilliant opening?  

 -- Is a safety announcement to be made? 

During the Performance: 

 -- Are the lounge sound and lights set properly? 

 -- Has someone been designated to be sure the food service is ready? 

 -- Is the emcee prepared to close with an announcement about the availability of 
performers or speakers after the event and the availability of refreshments? 

 
 

  

 

      

 
 

 

   



 


