Attachment C
LABOR LAW CLINIC FACILITY CHECKLIST 
Minimum fACILITY Requirements
	     
	Meeting room open from at least 90 minutes before the scheduled starting time to at least 60 minutes after the scheduled ending time.

	     
	Able to comfortably seat 110 people. Seating should be comfortable and roomy with no more than three chairs per eight-foot-long table and two chairs per six-foot-long table. Seating should be configured so that there is walking room around the entire periphery of the room.

	     
	Conference/meeting room with classroom seating (tables with chairs all facing speaker) that places the greatest number of people closest to the speaker (“horizontal,” not “vertical,” arrangement).

	     
	Working microphone system (one microphone only needed) which allows speakers to be clearly heard from any point in the room.

	     
	Lectern/podium available.

	     
	Extra tables -- at least one twelve-foot-long, for literature display (literature to be provided by DWD) and one-eight-foot long for speaker seating.

	     
	Registration table for two people, preferably outside the meeting room.

	     
	Wastebasket available at registration table for name tag discards.

	     
	No construction, remodeling or major maintenance in immediate area of the meeting during the meeting.

	     
	Adequate sound insulation between the meeting room used for this event and any adjacent meeting rooms, if to be used by others while the clinic is underway.

	     
	Adequate parking adjacent to building, including accessible parking for persons with physical disabilities.

	     
	Access to meeting location for persons with physical disabilities.

	     
	Meal and break set-up ready at scheduled break times (note: detailed times are available at least four weeks in advance of the clinic date). Continental breakfast beginning 30 minutes prior to kick-off and a variety of beverages available for all breaks.


DESIRABLE Facility FEATURES

	     
	Free parking.

	     
	Meal location in different room or area (Note: meal period must be lengthened by 15 minutes if meal is to be consumed at the meeting room tables and more than 50 people are being served).

	     
	Light above or on speaker (regular ceiling or floor light).

	     
	Ice water and glasses on all tables.

	     
	Cloth covering for tables in meeting room where people will be seated.

	     
	Cleanup of meeting room during lunch break.
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