STUDENT ASSEMBLY

SET UPO®
TECH GUIDE

Our needs for a successful assembly!

AIAKING PEACE POSSTELE

JEFF'S ARRIVAL & PARKING

Jeff will arrive 30 minutes before your scheduled presentation to check-in and set-up. He will be transporting a large case.

Please print and post this parking_sign so that he can easily find the best entrance. Escort him to the performance space. This
helps him stay on time for all presentations.

ON THE STAGE OR GYM FLOOR

Provide a clear (empty) performing area. Plug in a 3-pronged extension cord and stretch it to the center, where Jeff will stand.

SOUND & VIDEO

Video is preferred for all student assemblies, but is only required for elementary and SQUABBLES LIVE! (year 2 assembly).
Please provide aa projector and screen OR large smart board. An HDMI cable (1.4 or newer) is preferred. Jeff will bring a

wireless HDMI system, but it takes a bit longer to set up. Jeff will bring his own portable sound system, microphone, mic
stand, and table.

COURTESY TO TEACHERS

Please inform teachers who may usually meet in the assembly space that Jeff will be using the room 30 minutes before/after
each presentation. Make alternate arrangements for students, so that Jeff doesn't disturb their class. He will be testing loud
music and the microphone, prior to the presentation.

WATER & RESTROOM

Please provide 2 bottles of room temperature water on the stage. This greatly helps Jeff's voice with speaking/singing.
Please direct Jeff to a nearby staff restroom. Please note that a student restroom is not acceptable.

SEATING

Students seated on the short wall (deep, not wide) theater-style, with teachers on sides of each row. Seating should be close
together, so that Jeff can easily make eye contact and interact. Block off seating that will not be used (such as bleachers or
balcony) with ropes or cones. The back row should be reserved for the youngest students and those with sensory issues.

Perfect Seating! Bad Seating!
Audience can easily see and hear Jeff, without Audience cannot see or hear well. Poor sound
distractions, with minimal distractions. coverage. Students distracted by other side.

Questions? Please contact Jeff at jeff@jeffveley.com or 616-805-6816 ext. 700
Please share this with the staff members setting up and running the technology BEFORE event day.



https://www.jeffveley.com/wp-content/uploads/2021/08/Parking-Sign.pdf

