How to plan an event at Muswell Hill Synagogue.

Note this is only a guide, ask the shul administrator for advice for any event.

A typical week of events in the synagogue/community:
These are the events that happen in the community on a regular basis. Take these into account when planning your event/program.

	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Shabbat

	Prayer Service (8am)
	
	Talmud Class (8:30pm)
	
	Bnei Mitzvah Class (5pm to 7pm)
	Toddler Group
(morning)
	Bnei Mitzvot

	Cheder (9am to 1pm)
	
	
	
	Youth Club 
(6:30pm to 10pm)
	
	Shabbat on the Hill

	
	
	
	
	Cooking Club 
(6pm to 7:30pm)
	
	Anniversaries


	
	What To Do


	Contact Info

	0
	Contact our Community Events Director and Community Cohesion rep on the board of the synagogue. 
Eli Gaventa (Community Events Director) will walk you through the process and Melinda Shaw (Community Cohesion) can link you up with other members of the community who might be working on something similar!
	eli@muswellhillsynagogue.org.uk
melindacreme@icloud.com

	1
	Book the event in the shul diary

Book your event in the shul diary with the administrator Jo Cowen.
When thinking about the date for your event please refer to the weekly timetable of events taking place in the community and consider if you’re event will clash with anything.
	office@muswellhillsynagogue.org.uk


	2. 
	Security: Discuss security for any event with the Security rep on the board, Annette Kurer.

You need to consider whether you need security (in general, external doors must not be left open unless someone is there, as security). If you think participants in your program will need to be buzzed in to the building – security is recommended. 
If you need to book security email Jo Cowen to arrange it.
	annette@arkconsultants.net
office@muswellhillsynagogue.org.uk

	3.
	Access

Find out how to get in to the building from the shul administrator
Will anyone else be in the shul then?  If so, agree who is responsible to lock up, turn off lights, & set the alarm etc. 
	office@muswellhillsynagogue.org.uk

	5. 
	Food and Drink

If it is a shul event and you need food and drink, ask Jo for the list of shops we have an account at.

Buy all your food on account but you MUST ask for a receipt and give it to Jo
Tell the Rabbi if kitchen is to be used. 

The equipment in the kitchen at the shul is all dairy. If you need to make a meat meal you must speak to the Rabbi. For any food preparation talk to the Rabbi first. 
	office@muswellhillsynagogue.org.uk
rabbimason@muswellhillsynagogue.org.uk


	6.
	Other Equipment

A/V: 
The synagogue has a set of large speakers (well suited for the large hall).

The synagogue has a large (50inch) screen that can be used for presentations/film screenings etc. 

The synagogue does not have a laptop or computer – you will need to provide one yourself. Discuss with Eli Gaventa.


	
eli@muswellhillsynagogue.org.uk


	7.
	Publicise your event

Get it in Ethos the weekly newsletter. Ethos is sent by Jo Cowen. 
Get it on the shul website calendar – tell Steven Feldman
	office@muswellhillsynagogue.org.uk
shfeldman@gmail.com 

	8.
	Set your space up

If you need chairs or tables set in a particular way – let Jo have clear instructions (how many, how set up etc). She will tell Frankie, the caretaker.
	

	7.
	Expenses and accounts

Keep a spreadsheet of all your income and expenses. Give it to Jo along with your receipts and monies at the end of your event.  Vouchers for items bought on account at a shop must be given to Jo a s a p (not when you complete your accounting).
	


