
 

Setting up the Venue 
  

This guide includes suggestions for how to set up the different stations at your roadshow and list of 
equipment you’ll need. It is primarily aimed at those who are planning an event or are involved in 
preparing the venue. Consult this guide when planning the set-up of your venue, after familiarising 
yourself with the Planning and Roadshow workflow guides. Adapt the advice to fit your event and 
venue. Also refer to detailed Station guides describing the work at the interview and digitisation 
stations and the checklists: What to do 2 weeks, 2 days, 2 hours before the event. 
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1 Check the venue 
Well in advance of the event, ideally before selecting the venue, check: 

● that there will be enough tables, chairs, dividers etc at the venue (if not, make arrangements 

to bring in more); 

● that there is access to electricity (enough sockets) in all areas where needed 

● that there are display cases/boards, if needed (if not, make arrangements to bring in more); 

● what venue staff will be available and when (as needed – for example to help with IT set-up, 

janitor duties, moving furniture, etc); 

● arrangements for opening up and closing venue (do you need keys for internal doors?) 

● arrangements for car parking on the day (staff and visitors); 

● if there are restrictions on the use of electrical equipment (for example, does it need a safety 

check certificate); 

● internet connection (is it available, how fast is it, how many connection points (if used), 

restrictions on amount of data transferred, allowed sites, can any computer be connected, 

etc.  Also what do you need to access it (permissions, passwords, cables, software, etc); 

● safety regulations for the venue (is there a limit for how many people can be in one room? 

Do you need first aid staff on hand? Security staff? Etc.) 

1.1 Plan how to use the venue space 
When you know what venue you are using you need to plan how to use the space. You may find it 

useful to work with a plan of the venue as well as visiting it in person. Decide: 

● where to place the different stations: Welcome, Press, Interviews, Subject expert, 

Digitisation (incl. check-in, scanners, cameras, returns), Public  areas, Staff and storage. 

● what tables/chairs/dividers you need (and arrange to get them if not available) 

● how to arrange the furniture 

● if there are enough electrical sockets where you need them (if not, how to arrange that),  

● how to get sufficient and consistent light in the camera area (and make arrangements) 

● what signs you need to prepare (how many, where to place, how to display) 

● where to store equipment bags, staff bags and coats, spare material, etc . (out of the way 

and not visible to the public)  

● refreshments – make arrangements and allocate space for staff lunch and breaks (out of the 

way and not visible to the public)  

Check that any venue equipment/furniture that you are planning to use will be there for the event.  

Check where you can place furniture or items you do not need for the event. 

Make sure you have staff to help if you need to move furniture, bring more tables or similar (venue 

furniture may be in storage and needs bringing out, some objects are heavy, etc).  

If you can trial your set-up before the event that helps identify unforeseen problems which can then 

be resolved. 
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2 Welcome desk 
This is normally the first station your visitors see, and it is important that they get a positive 

impression. You may need staff or signs to inform visitors that they should go to the desk first.  

Make sure the desk is clearly marked, for 

example with the name of the event 

(poster/sign), a sign saying ‘information’ or 

‘registration’ or whatever relevant at your 

event.  

Provide chairs to allow people to sit down 

while waiting or while talking to people at 

the desk. 

Have information material readily available – 

if there is a queue, people can spend time 

reading about the process of submitting, the licence, or other relevant information.  

Make sure visitors know where to go after the Welcome desk.  

Equipment needed at this station:  

● table 
● chairs – for staff and visitors 
● submission/agreement forms (if used) 
● queue numbers (if used) 
● computer w. internet connection (if used) 
● licence agreement and any essential documentation in large font 
● print-outs of the full copyright licence agreement 
● information about the event (if used) 
● information about the project 
● reference material (possibly) 
● stationery 
● phone(s) – to contact floor manager, other staff, call taxis for visitors etc  
● staff guidelines and briefing sheet  

2.1 Press desk 
This may be part of the Welcome desk or separate. Make sure it is 
clearly labelled so visiting press and media know where to go.  

It may be useful to also prepare an area or room where interviews 
can be done (if too noisy/crowded in general areas). 

Equipment needed at this station:  

● table 
● chairs – for staff and visitors  
● documents about project 
● contact details for the project 
● press packs (if using) 
● staff guidelines and briefing sheet  
● phone(s) – to contact floor manager/others if needed 
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3 Interview 
The Interview area should have tables and chairs where interviewers can talk to contributors about 

their objects and enter information on a computer or paper form. The interview stations can be in a 

dedicated area in a big room (for example if your venue is one main room) or in a separate room. 

Make sure it is easy to find, and allocate staff to direct people to it and keep track of whose turn it is. 

If you are recording audio/video, it may be useful to have access to somewhere more quiet as well 

(make test recordings before the event to assess this).  

Each interview station should have room for the interviewer (and note taker, if using) and the 

visitor(s). Plan for two visitor chairs per station but make sure you can add more if an interview 

involves more than two people.  If you are using computers, you need space on each desk for the 

computer and easy access to power sockets and internet connections (if using).  

If you are recording the stories online, you need to set up the computers on the interview tables, 

and make sure they are connected to the Internet. Ensure you can access all relevant pages online. 

Bookmark the contribution pages for the Europeana Migration project and information pages. 

Follow normal procedures to ensure the screen is not affected by glare from windows etc. and that 

the chair and desk are at an appropriate height for the operator.  

If you don’t have Internet connection during 

the event, you can prepare a stand-alone 

template, for example in Word, for 

interviewers to use. Typing the story is 

usually quicker than writing it by hand and 

then typing it up afterwards. By using a 

template, it will be easier for the 

interviewers to make sure all relevant 

information is collected. Alternatively they 

can just type into a blank file following a 

paper template which lists the information to 

record.  

Equipment needed at this station:  

● table 
● chairs – for staff and visitors 
● computer with internet connection (if using)  
● power cable/extension lead (if needed) 
● audio recorder (optional) 
● paper forms for recording story (even if not using have a few for back-up) 
● licence agreement  in large font 
● digitisation form - for recording objects to digitise 
● book of tickets/object numbers 
● trays/boxes and plastic wallets for taking objects to digitisation  
● project leaflet/postcard 
● pens and note paper 
● stapler 
● staff guidelines and briefing sheet  
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3.1 Subject expert 
You may have an area for use of the subject expert(s), either a public desk where interviewers and 

visitors can go with their questions, or a table in a quiet area where the experts can go through large 

collections and identify what to digitise (if it is not possible to do all). Depending on whether the 

expert’s area is public or not, arrange suitable signage and screening.  

You may need: 

● table 
● chairs – for staff and visitors (if applicable) 
● reference material 
● computer with internet connection (for looking things up online) 
● digitisation forms 
● book of tickets/object numbers 
● trays/boxes and plastic wallets for taking objects to digitisation  
● stationery 
● staff guidelines and briefing sheet  

4 Digitisation area 
The Digitisation area is where the cameras and scanners are set up and where objects can be safely 

stored before and after digitisation. This needs to be within easy reach of the interview area so that 

objects can be brought there easily. Access to this area should be restricted to keep the objects safe 

and avoid distraction, but doesn’t have to be completely separate or closed off (many visitors 

appreciate seeing how the digitisation is done, even if at a slight distance).  

This area has three functions:  

● Check-in – where objects are brought after interview, before digitisation.  

● Camera and scanner space – where objects are digitised. 

● Returns – where the owner collects their 

objects after digitsation.  

Depending on your space, the format of your event, available staff, etc. you may opt to combine the 

location of these functions in a particular way (for example combine check-in and returns or place 

returns in the public area). You need to have someone in charge of this area, coordinating the work 

and making sure the material is processed in a timely and organised manner so nothing is lost or 

delayed (this may be the person in charge of check-in and/or bringing material from check-in to 

digitisation, especially at smaller events). If any of the functions is located away from the others, you 

need to make sure you have staff that can carry the objects between the stations.  

You need plenty of storage space in all areas, to make 

sure material awaiting digitisation or collection can be 

stored in a safe way and within easy reach of the staff 

handling it.  

When deciding how many cameras and scanners to 

use, consider that cameras can be used to capture all 

kinds of objects, including papers and photographs. 
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Once the camera is set up for it, it is usually quicker to take a photograph of a postcard than to scan 

it, which is why it may be better to photograph sets of cards, photographs, letters, albums, and 

diaries. Cameras are also needed for digitising objects that for some reason cannot be put flat in a 

scanner (for example books with a hard binding or large objects). Scanners are particularly useful for 

curling paper, like cards and photographs, which is more easily held flat in the scanner (assuming the 

material will not be damaged by being forced flat). Scanners may also be better for certain types of 

paper-based material (such as very faint writing) and for very small objects which are difficult to light 

evenly (buttons, medals).  

Test and time your equipment and set-up in advance to be able to inform the staff and plan the 

work-flow at the event.  

4.1 Check-in 
Objects that are to be scanned or photographed are taken to the digitisation area where the 

digitisation co-ordinator records and monitors what is coming in, when it is taken to digitisation, and 

when the objects are ready to be returned to their owners. It is suitable to have a counter-like desk 

which is accessible for those bringing the objects from the interview and where the co-ordinator can 

record the necessary details on paper.  

The area needs to have storage space where objects can be kept out of reach of the public while 

being easily accessible by the digitisers or those bringing things to the camera or scanner. 

Check-in may be combined with the Returns station. If that is the case, storage space has to be 

arranged so objects awaiting collection are not confused with un-digitised objects (for example use 

two separate tables or shelves clearly labelled).  

 
Digitisation check-in / co-ordination.                                       Lack of storage space can cause problems 

This station needs: 

● a desk/counter & chair(s) 
● storage space 
● list/paper for recording what is coming in, being digitised and returned from digitisation 
● spare digitisation forms 
● spare book of tickets/object numbers 
● some trays/boxes and plastic wallets for taking objects to digitisation  
● stationery 

● staff guidelines and briefing sheet  
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4.2 Scanning 
At the scanning station you need space for the each scanner and computer (if using) and also enough 

room for holding the material before and after scanning. 

 

 

Before the event, you need to set up the scanners so that they use the right settings and work as 

quickly as possible. It is usually a good idea to set the save options to allow the operator to enter the 

object ticket number which will then be included as part of the file name. We recommend capturing 

the images as jpeg at 24-bit colour and at least 300 dpi resolution. Using the preview option, or 

similar, to be able to choose the area to capture is usually a good idea which saves time (as scans to 

not need to be cropped). You should test different approaches (for example what software to use) 

before your event and prepare a guide for the staff operating the scanners where you outline the 

best procedure to use. Suggestions for how to set up and use the scanner and a detailed station 

guide are available as separate documents.  

If you have access to an overhead scanner but it cannot be taken to the digitisation area, allocate 

staff to take material to it and scan in the different location if the need arises. 

This station needs: 

● a desk/counter 
● chair(s) 
● space for holding material being worked on 
● scanner(s) 
● scanning software 
● computer(s)  - with scanning software, connected to the scanner(s) 
● electrical sockets/extension cords to connect electrical equipment 
● cables mats or something to ensure cables are not trip hazards 
● back-up solution where copy of scanned images can be kept safely (for example external 

hard drive) 
● rope weights (or similar) for holding objects flat 
● pens/pencils 
● staff guidelines and briefing sheet  
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4.3 Photography 
Make sure you have enough light and that it is of the right kind. If your photography space has 

natural light (windows) ensure you can shield this off if necessary (if the light outside changes 

frequently – for example on a sunny day with scattered clouds – it may be difficult to get consistent 

lighting). If you do not have access to professional photographic lights, standard desk lamps fitted 

with suitable bulbs can be useful (check that the fittings can take the heat from the bulbs).  

It is useful to set up different types of photography stations to allow the capture of different types of 

objects, for example one for large objects, one for small, one (or several) for flat objects such as card 

and paper. Having multiple cameras set up differently, with one or more photographers, will reduce 

delays when there are a lot of objects to digitise during the event.  

A table (or similar) will be needed for each station. On the tables you set up a backdrop and table 

cover to ensure you get a good background for your pictures (for example black cloth or 

non-reflective paper). You may also use book-props etc. like the foam supports used in archive 

reading rooms to position bound volumes like books or diaries. Some weights can be useful for 

holding objects in place. You also need to have space where objects can be kept just before and after 

photography (for example when capturing several objects from one collection).  

 

 

If you have a copy stand, set that up. If not (or in addition), position one camera on a tall tripod 

(1.5m high) facing vertically downwards above a table to allow you to quickly use it for taking 

pictures of flat objects (such as cards, papers). Alternatively a smaller tripod might be used on the 

table to enable a sort of ‘rostrum camera’ arrangement.  

Some photographers may prefer to work with their camera connected to a computer, and they then 

need additional space for the computer and access to power.  

If you have access to a (pop-up) studio / light-box or similar, make room for that in a suitable place and 

arrange any lamps so you get good, even light. Make sure you have space/an area for photographing large 

objects if necessary (for example on a clean floor).  

Professional lighting or even desk lamps should be used to light the objects. Make sure there are 
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electric sockets for the lights and that you can connect them safely without the cables or cords being 

in the way for staff or visitors.  

 
Using a pop-up studio  

 

More information and suggestions for how to set up and use cameras and lights can be found in the 

guides “Digitisation area”, Using a Camera” and “Camera Settings”.  

Equipment needed:  

● table or similar for each camera 
● chairs (for resting if not used while photographing) 
● space around each camera for holding material just before and after photographing 
● (at least one) camera set up on a copy-stand or similar (for example tripod over table) 
● (at least one) camera for free-hand photography  
● computer(s) with camera connection software installed (if using) 
● tripod(s) 
● lights – if you do not have professional photographic lights, use desk lamps or similar with 

photographic bulbs (check that holders will not melt) 
● electrical sockets and/or extension cords for all electrical equipment 
● cables mats or something to ensure cables are not trip hazards (where appropriate) 
● spare light bulbs 
● flash 
● black back-drop/cover for tables  
● book props and rope weights for holding objects in place 
● photography paraphernalia: reflectors, light umbrellas, white/black balance card, remote 

release, (discuss with your photographers what they have and need) 
● cards for cameras 
● card reader 
● batteries for cameras (including spares) 
● batteries for flash 
● battery charger(s) to fit type(s) of batteries used 
● back-up solution (for example server, computer, and/or external hard drive) 
● pens and paper 
● tape measure (or similar) for showing object size  
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It is usually best to keep all objects that belong to one person in the digitisation area until all have 

been scanned or photographed. This means that you will need storage space where the objects can 

be kept without getting mixed up or lost. This can be the same area as the Returns desk, if this is in 

connection to the digitisation area. 

4.4 Returns 
The Returns desk is where people pick up their objects after they have been digitised. This desk has 

to be easily available to visitors and can be located in the digitisation area, in the public space, or in a 

separate area.  

It is important that objects awaiting collection are kept safe and out of reach for visitors.  

You can use a whiteboard or similar to announce what objects are ready for collection.  

Needed for this area:  

● desk 
● chair(s) 
● storage space 
● board 
● pens to write on board 
● eraser for board 
● thank you postcard or similar (if used) 
● project information 
● pens and paper 
● staff guidelines and briefing sheet  
● phone (if messaging people about collection) 

5 Post-processing and uploading 
The stories and images that you have captured are to be added to 

the Europeana Migration website. Before they can appear there, 

you need to prepare the text, information and images.  

5.1 Image processing 
During a roadshow, you will have taken a large number of images. 

There have to be processed before they can be attached to the 

story and added to the website. Ideally, this work should start as 

soon as possible, preferably during the event, so that the files are available to those editing and 

publishing the stories.  

Needed for post-processing: 

● desk 
● chair 
● computer with image editing software and (ideally) internet connection 
● electrical socket and/or extension cord (+ cable mat where necessary) 
● pens 
● access to stored image files 
● back-up solution (to save final versions too) 
● access to objects lists (and possibly submission forms) 
● staff guidelines and briefing sheet 
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5.2 Adding the stories 
Stories and additional information (metadata) can be added to the website during the interviews. It 

is, however, usually necessary to go back to the text and edit it (at busy events, interviewers may 

only have time to collect and record the information and not be able to write the story in a good 

way). Writing up the story is best done by the interviewer who captured the information in the first 

place, preferably as soon as possible after the actual interview (for example the day after). 

Additional cataloguing metadata can also be added then (see the Cataloguing guidelines for details). 

The images can be attached by the person editing the story or the one post-processing the image 

files. 

Needed for cataloguing/adding stories: 

● desk 
● chair 
● computer with internet connection 
● electrical socket and/or extension cord (+ cable mat where necessary) 
● pens 
● access to processed image files 
● access to objects lists and submission forms  
● staff guidelines and briefing sheet 

6 Public areas 
You need space where visitors can move around 

without being in the way and where they can sit 

while waiting, potentially both before and after 

the interview (while their objects are being 

digitised). In addition to providing chairs or seats, 

you may want to prepare a display, exhibition or 

something else to entertain the visitors. 

Europeana may be able to provide some moving 

images/film from their collections.  

You can also set up a computer where visitors 

can browse the Europeana Migration website or learn how to upload things themselves. This may 

also be of interest to non-contributing visitors who will learn about the project, your activities, and 

whatever you promote.  

If you have the space, you can combine your event with a themed fair or exhibition featuring a series 

of displays or activities. You may want to do this in collaboration with other organisations (for 

example local societies, museums, libraries, experts on conservation, living history societies, etc). 

This may also bring more visitors to your event. 
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Displaying material and a slideshow about the project 

 

You may need:  

● chairs 
● display cases/boards 
● tables (in some cases) 
● computer and projector or other way of showing film (if using)  
● computer and monitor with internet connection (if using) 
● electrical sockets and/or extension cords + cable mats (where necessary) 
● material to display or show 
● project information material 
● other material, brochures, or leaflets 

7 Staff and storage areas 
Set aside space for storing equipment packaging, staff bags and coats, and material that you do not 

need during the event. Make sure it is not in the way and preferably out of sight of visitors. 

Ensure there is space and refreshments for staff breaks and lunch. If the venue does not have a café 

(or similar) arrange refreshments (water, coffee, lunch) in a separate area away from the digitisation 

space. Even if you are not providing refreshments for visitors, make sure there is some bottled water 

available should anyone need it urgently. Food or drink should never be kept or consumed near the 

objects or digitisation equipment! Make sure staff can easily wash their hands (for example provide 

wet wipes).  
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8 General 
Make sure there are signs and posters showing visitors where you are (for those looking for your 

event) and what is happening (to attract visitors who did not know about your event but happen to 

be passing).  

At all times, follow safety and security guidelines for the venue. Keep passages and floors where 

people walk free from cables and clutter. Do not block access to fire escapes or fire extinguishers or 

cover exit signs.  

Access to refreshments will be dictated by the location of your venue in relation to cafés and shops 

on site, as well as the rules of the venue. If food/drink is not available close-by you should provide at 

least some bottles of water etc. 

  
Put up posters and signs around the venue 

8.1 Health and Safety Risk Assessment  
You must comply with the venue’s health and safety guidance and their assessment of risks for 

hosting a day with the general public. The team for the roadshow must also take responsibility to 

protect people as far as ‘reasonably practicable’ and must look out for each other.  

For example:  
● Fire safety - is smoking prohibited in the building?  

● Fire safety - do not interfere with fire extinguishers or any other fire fighting equipment 

except in the case of an emergency;  

● Fire safety - do not interfere with safety posters, evacuation instructions, fire doors and 

doors fitted with automatic closures;  

● Fire safety - keep every corridor, passage and exit of the rooms clear of obstruction and 

ready for use in an emergency;  

● Fire safety / electrical safety - safety-check all electrical apparatus (including mains power 

chargers) brought on to the premises;  

● Fire safety / electrical safety - do not overload mains power sockets etc.;  

● Accessibility for the disabled - take sensible measures and plan the access to the submissions 

day for disabled visitors;  

● Careful handling - follow the procedures of the local venue, and be careful when handling all 

papers, photographs and objects. In particular be prepared to deal with fragile papers, 

fragile ceramics like cups, steins etc. and rusty artefacts. You may ask the owner to handle 
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fragile or valuable objects (carry to digitisation etc);  

● Weaponry - the public may bring along bayonets, knives and other blades as well as spent 

shells and bullets. These require careful handling but should not pose a general risk;  

● Non-inert weaponry or objects - undischarged bullets, loaded firearms, live hand grenades 

or other pieces of live ordnance are a serious risk that may cause injury or harm. In the 

unlikely event of a member of the public bringing one of these objects do not touch it and 

take immediate steps to ensure its safe removal from the venue, (the procedure for this 

should be defined for the venue of each submissions day);  

● Theft - although this material may have very little monetary value do not leave objects 

unsupervised, and advise the public to take care;  

● Overcrowding - prepare sensible precautions to ensure crowd control if more people turn up 

at one time than can be dealt with by the team available, for example contributors will be 

encouraged to return at a less busy time;  

● Trip hazard - arrange cables for electrical equipment so they will not trip up the team or the 

public, and do not leave equipment unsupervised.  Use cable mats or similar where needed. 

Although major problems are not anticipated, this risk analysis should minimize any possible 

concerns. You should discuss this with the team during the briefing before the event. 

8.2 Timings 
In all your press releases and posters you should state clearly the times for the event, for example 

10.00 - 18.00.  

You should prepare the venue and set up the equipment well in advance of the roadshow, 

preferably no later than the day before. It is important that the people setting up scanners, cameras 

and IT equipment have enough time to test everything and ensure it is working as it should. All 

members of the team need to familiarise themselves with the venue and guidelines and procedures 

for the day (including safety procedures, fire exits etc). You will also need to allow time at the end of 

the day to be able to clear up and pack away before the venue closes.  

You should allow your team at least one hour before the start of the roadshow to get ready, test 

everything (again) and receive last-minute information. This is particularly important if you have 

volunteers or staff who are new to the venue and who have not taking part in the setting up the day 

before. Hold a meeting to brief the team together before opening to the public, making sure 

everyone knows what to do, who is working where on the day, and whom to contact with questions 

(floor manager, subject experts, digitisation check-in/out desk etc). Make sure that it is easy to see 

who is a member of the team – for example wearing branded name badges.  

It is not unusual that visitors start arriving before the official opening time, which can disrupt your 

procedures for getting ready.  Be prepared for that and decide in advance what to do (Do you let 

them in? Where can they wait? Is there anything for them to do while waiting? Etc.) You need to 

have staff ready to deal with early visitors, for example by opening the Welcome desk early and have 

one or two interviewers who can start before the others. As a minimum, someone needs to be 

available to tell the visitors what is happening and when they will be allowed in.  
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9 More information  
A series of guides, check-lists, and template forms is available for those who want more detailed 

information. See [Pro-page] or contact ad.polle@europeana.eu.  
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