Standard Room Setup

Responsibility of for extraordinary setup and resetup falls to the ministries.

Assembly Room

No tables or chairs. Will need setup and take down for all events. Round tables and chairs available in the storage room. Mics available.  All need to be requested through facilities coordinator.

Reception Room

No tables or chairs. Will need setup and take down for all events. Round tables and chairs available in the assembly room. No sound system available. Large wooden table must have a cover for use. Hook up for laptop and external projector available.
All classrooms either in the building or off of the courtyard have standard setup which needs to be maintained. 

Rm 110 (Courtyard Nursery) 

Must have SE cleared volunteers to use this room for nursery. Must be coordinated with SE coordinator.
St. Ann Center

There are fire doors in some of the rooms. They are alarmed and an alarm will sound loudly if the door is opened and it takes the head of maintenance or the facilities coordinator to turn them off . Please make sure all leads are aware of this when they use the room. 

Room 306 (SAC Nursery)
Must have SE cleared volunteers to use this room for nursery. Must be coordinated with SE coordinator. Access from outside nursery door. North West end of St. Ann Center
Room 305

If you need this with the Nursery for bigger kids we need to make arrangements to shut the wall so we need to know this. It has no tables and chairs set up. Access from nursery if that is how it is requested or from North West  or Southwest outside doors if it is requested with 304, which is standard set up for this room.
Room 304 (The Edge)

This room can only be used by adults at this time. It has no tables and chairs set up. Can be used in conjunction with 305. This is standard setup for this room. Access from northwest or southwest outside doors.

Room 311

Room 312

Either 1 long room or can be walled off into 2 separate rooms. No food allowed in this room. Standard setup is 1 long room with 8 round tables with 8 chairs each. Capacity 64. When you use as 2 rooms each holds 4 tables with 8 chairs each. Capacity 32. Making it 2 separate rooms is a special request. 2 long tables Access from northwest or southwest outside doors. Electronics include overhead projector and drop down screen. Computer access (need vga cable). Microphones both hand held and lapel wireless. DVD player. All need to be requested through facilities coordinator.
If you need 311-314 together that can be arranged pending availability. This is a special request. The wall can be put away and you will have a large room which holds 130. Access from northwest and southwest outside doors as well as north central and southcentral outside doors.
Room 313 

Room 314

Either 1 long room or can be walled off into 2 separate rooms. No food allowed in this room. Standard setup is 1 long room with 35 chairs along the walls and 5 long tables along the walls. Access from north central or south central outside doors. Electronics include overhead projector and drop down screen. Computer access (need vga cable). Microphones both hand held and lapel wireless. DVD player. All need to be requested through facilities coordinator.

Room 315

Standard setup 6 tables with 8 chairs each. Capacity 48. No food allowed in this room. No electronic capabilities. Access from north central and south central outside doors.

Room 323

Standard setup 8 round tables with 8 chairs each. 1 long table. Capacity 64. Electronics include overhead projector and drop down screen. Computer access .Microphones both hand held and lapel wireless. DVD player. All need to be requested through facilities coordinator. Access from north central, north east, and south central outside doors.

Room 331

Standard setup 12 round tables with 8 chairs each. 2 long tables. Capacity 96. Electronics include overhead projector and drop down screen. Computer access .Microphones both hand held and lapel wireless. DVD player. All need to be requested through facilities coordinator. Access from north central, north east, and south central outside doors.

Room 330

Standard setup 12 round tables with 8 chairs each. 2 long tables. Capacity 96. Electronics include overhead projector and drop down screen. Computer access .Microphones both hand held and lapel wireless. DVD player. All need to be requested through facilities coordinator. Access from north east, north central, and south central outside doors. 
St. Ann Center Serving Kitchen 

Available upon request. No icemaker in this kitchen. Also there is a maintenance closet in the hall by the bathrooms which has cleaning supplies as well. The chair and table storage closet by 323 is available by request.
Cenacle
Standard setup 20 tables with 8 chairs each. Capacity 160. Electronics include overhead projector and drop down screen. Computer access .Microphones both hand held and lapel wireless. DVD player, Full sound board. (need approved volunteer to use sound board)  All need to be requested through facilities coordinator. Access North and South Cenacle outside doors.

Cenacle kitchen

Available upon request.

Room 341

St. Martha’s Room

Small meeting room off of the cenacle hallway. 3 tables with 8 chairs ea. Capacity 24. No electronics available. No food allowed in this room.

