Attachment C
LABOR LAW CLINIC GUIDELINES & BEST PRACTICES

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 with a minimum of 6” between chairs, no one seated at a break between tables, and sufficient space between rows to allow movement behind chairs and in front of next table when seats are filled


	     

	CLASSROOM seating (tables with chairs all facing speaker) if other than a theater or seating pattern that places the greatest number of people closest to the speaker (“horizontal,” not “vertical,” arrangement)


	     

	No. of seats in meeting room should be 10% larger than actual total registrations (to allow seating for those reserving at the door and for Clinic speakers)


	     

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


	     

	Lectern (table top or floor model)


	     

	Extra tables -- at least one 12’ total length, for literature display (literature to be provided by DWD) and one 8’ length for speaker seating


	     

	Napkins, creamer/cream, sugar  and sugar substitute, and stirrers or spoons at break table


	     

	Registration table for 2 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 handicapped parking

	     

	Handicapped access to meeting location

	     

	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)

	     

	For table service meals, please have the salad and bread (if these items have been ordered) already on the table when people arrive.  Begin serving the main course as people BEGIN sitting (once aisles are free) and without waiting for people to finish their salads (some people will arrive 5-10 minutes late for lunch and, because of tight schedules, we can’t wait for them).  Begin serving dessert (if any) as soon as the main course and beverages have been served.  Do not clear tables until the luncheon speaker begins (if a speaker is scheduled in the same meal area/room)
	     


DESIRABLE FEATURES

	Free parking
	     

	Conference/meeting room setting, rather than a theater


	     

	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


	     

	Continental breakfast items beginning at 8:00 a.m. (coffee, tea, rolls, bagels, juice); tea and soda available for ALL breaks


	     

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


	     

	Cleanup of meeting room during lunch break


	     

	Handout prepared by local co-sponsor of the names and affiliations of all registrants, with sufficient copies for distribution to registrants
	     


SPECIFIC ADDITIONAL LOCAL CO-SPONSOR RESPONSIBILITIES
In submitting its application for a Clinic, the local co-sponsor agrees to:

1. Select a facility acceptable to the Department that is accessible by the physically handicapped, that can accommodate up to 140 persons and, where possible, has a separate seating area for meals.

a. The co-sponsor must ensure that the facility has a diagram of how the seating is to be configured.  The diagram is included with this packet of information.  The co-sponsor should meet with the facility coordinator of the clinic event and make sure the coordinator understands exactly what the seating configuration needs to be.  Seating should be comfortable and roomy with no more than three chairs per 8-foot-long table and two chairs per 6-foot-long table.  Seating should be configured so that there is walking room around the entire periphery of the room.  The co-sponsor shall verify to the Department that this has been accomplished.
b. Before committing to holding a clinic at a facility, the co-sponsor must determine if there are other, high-energy, loud activities occurring in rooms adjacent to or across the hall from the clinic.  If so, it must be determined, to the extent possible, if the activities will create a significant distraction to the clinic making it difficult for clinic registrants to hear, understand, and appreciate the presentations of the clinic.  If it is apparent that there would be a problem in this area, efforts should be made to move the clinic to another, quieter room.  If none is available, a different facility should be sought.

c. The co-sponsor must discuss and establish with the facility coordinator for the clinic the capability of having the clinic room temperature adjusted when needed.

d. The co-sponsor must establish with the facility the exact time lunch is to be served.  This is a critical detail since lunch is only 45 minutes to one-hour in length. 

e. Unless impractical due to room, equipment, personnel, or other unmanageable constraints, a buffet lunch should be provided as opposed to a sit-down lunch.  Economic or financial considerations are not considered unmanageable. 

2.
Act as treasurer for the event, using the checking account of an established organization.

3.   Handle all reservations and refunds.

4.   Accept reservations from other than its own membership on a first-come, first-served basis, regardless of geographic location or organizational affiliation.

5.   Limit Clinic to 110 paid registrations.

6.   Staff the registration table at the Clinic site for at least one half-hour before, and one
half-hour after, the official Clinic starting time and distribute Department handout 
materials to each registrant.

9.   Pay all facility room rental, food and beverage, and related charges.

10.  Optionally supply copies of any Clinic handouts to those registered who do not attend and who


subsequently request all printed materials from the Clinic.

11.  Not use the term "Labor Law Clinic" to describe any other programming that it produces, sponsors, or co-sponsors.

MINIMUM FACILITY REQUIREMENTS
A facility should have significant conference or meeting capacity; for example, a room or rooms customarily used for large meeting, conference, or social events.  The room used for the clinic should have a public address system available to be used in the production of the clinic.  

There should be ample restroom facilities a short distance from the presentation room.  Particularly in the fall, winter, and spring, there should be a coat rack available either in the presentation room or immediately outside the room. 

The facility should have the capability of providing the food and at least three beverage options required for the clinic, which includes continental-type breakfast items as well as items for persons with diabetic concerns beginning at 7:45 a.m., mid-morning break refreshments, lunch, and afternoon break refreshments.  If the facility cannot provide this service, another facility that can provide it should be sought.  If such a facility isn’t available, the facility chosen must be able to accommodate catered food and beverages.  The arrival, mid-morning, and afternoon refreshments may be located either in the presentation room or immediately outside the room.  Lunch should be served in an area separate from the presentation room.  If such an area is not available and the attendees must serve themselves from a buffet and return to the presentation room, arrangements must be made to have the tables cleared and refreshed prior to resuming the afternoon clinic presentations. 

The presentation room should be arranged in a classroom configuration.  Either six-foot long or eight-foot long tables may be used.  Six-foot tables may have a maximum of two chairs per table.  Eight-foot tables may have a maximum of three chairs per table.  There must be ample room to walk between the tables without having to have persons seated move.  There must be ample room to walk around the entire periphery of the room.  There must be a center aisle having ample room for walking.

The first row of tables in the front of the room must be at least 15 feet from the front wall, thus allowing room for a projector table, lectern, projection screen, etc. 

As a general rule, the space needed for all functions of a labor law clinic is 25 to 30 square feet per seat. The amount of seating should exceed the number of registrations by 10 percent.  
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