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2006


GROUP FACILITATORS INFORMATION SHEET (please read carefully)


Planning Procedure for Groups


Manager or Co-ordinator to confirm details verbally, for Groups, before production of brochure (timeslot, room allocation).


Rental Groups to arrange timeslots with Manager.


Facilitator to provide short overview to describe the activity for promotional purposes.


Confirmation, for Groups, given before each semester.


Facilitator’s Responsibilities:


To ensure each participant has paid annual participant fee (unless group covered by own insurance).


To keep an up to date list of group members in their folder.


To adhere to security procedures.


To ensure participants leave facilities clean and tidy after use – this includes tables and floors.


To supply own whiteboard markers if needed and clean off white boards after use.


To record any photocopying done for group.


To have the appropriate training and experience for successful group facilitation.


Telephone Numbers/Office House


The number for Longbeach PLACE is 9776 1386.  Office hours are Monday to Wednesday 9.30 am to 3 pm, Thursday and Friday 9.30 am – 12 noon.  Or you may leave a message on the office answering machine and we will get back to you.


Art & Craft activities.


Please ensure “Health & Safety” Guidelines are followed and all work areas are left clean.


Housekeeping


Please ensure that you start and end your sessions at the stipulated time.  Turn off heaters, coolers etc. after your session unless advised otherwise.  Blinds to be closed after dark.  It is a condition of use that areas are left clean and tidy.  Everything must be put away - no responsibility will be taken for items left out.  


Tea/Coffee Facilities


Tea and coffee is available for all participants and facilitators (for a small charge).  At the conclusion of each session it is the facilitators responsibility to ensure that the kitchen is left clean and everything put away.


Security


Authorised facilitators/tutors, to be issued with instructions for after-hours key pickup and drop off instructions.  The security alarm is to be armed and disarmed by authorised persons only, who have received instructions for the security system use.  Security codes are to be kept confidential.


When leaving, please check toilets and that all doors and windows are secure and turn alarm on.


EMERGENCY EVACUATION PROCEDURE


Please read the Longbeach PLACE EVACUATION PROCEDURES.  These are situated in each room.
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