Operations Manual for booking
High School Formals with
Prom Night Events
Accor Sydney Properties 2016 / 17

Copyright © 2014 Prom Night Events Sydney Australia, all rights reserved

Operations Manual for booking
High School Formals with Prom Night Events

Accor Properties Sydney
The Programme
Introduction
Programme participation criteria
Licensing
Banquet Package Criteria
Alcohol
Joining the Prom Night Programme
Menu
Pricing and Minimums
Floor Plans
Access and Facilities
Marketing Materials and IP
Managing Leads
Availability
Meetings and Inspections
The Booking Process
Banquet Event Orders
Heads Up (Procedure)
Quality Control

2
3
3
4
5
6
6
8
9
9
10
11
12
13
13
14
14
15

Security Guidelines
Manpower
Licenses / Accred / Insurances
Rosters
Presentation
Areas of Cover
Duties
Equipment
Ushering
Searching
Confiscation
Substance Analysis
Alcohol
Limits & Readings
Intoxicated Persons
Thermal Imaging
Civil Rights
Ticketing
Pass Outs
Forcible Ejection
Emergency Procedures
Sample Event Run-sheet

16
16
16
17
17
17
18
18
18
19
19
20
21
21
21
22
22
22
23
23
24

General Information
Marketing Fact Sheet
(about venues)
Sample A La Carte Menus
Sample Cocktail Menus
Working With Children Check
Sample Security Floor Plans

26
28
30
32
34

INTRODUCTION:
School Formals are far more complex events to organise than you’d first imagine. What gives them this
complexity is a combination of the diverse range of inclusions on offer these days, coupled with the
enormous list of government regulation that’s applied to this sector of the events market.
While many people working in hospitality may have experienced some level of success, and failure, in
selling and running these kinds of events, the fact remains that very few people possess ALL of the
knowledge, experience and expertise to bring these events to fruition with 100% success every time.
Fortunately for Accor, we are strategically partnered with the only company in the events industry that
has developed a proven methodology for the proper sales and running of School Formals, and has
applied, streamlined and evolved this programme over 20 years to place them in market-leading
position.
Prom Night Events and various individual Accor Sydney properties have enjoyed a long and mutually
beneficial association for all of that time however; those relationships have sometimes shifted along
with the movements of key personnel within the Accor organisation.
With the increase in the number of Sydney properties under Accor control, certain advantages have
been identified in the concept of ramping up our activities with Prom Night Events, and with that, further
streamlining the procedures by which we will realise those advantages.
Prom Night Events was born from a larger entity that was partnered with most of the major 4 and 5 star
branded hotels in Sydney since the 1980’s. They understand hotel and banquet operations intimately.
They know, or will come to know, your property as well as your own staff will. They understand, and
appreciate, the challenges that face banquet operations on a daily basis. You will never know such an
understanding and knowledgeable client that you can work with so openly and closely.
This manual lays out, in simple to follow steps, how to manage the school formal experience, from the
preparation of menus, pricing and floor plans, initial receipt of a lead, right through the negotiation, sale,
contract, logistics management, BEO, disbursements, to the way the formal runs on the night.
After having reviewed all of these procedures, and meeting senior Prom Night Events executives and
discussing in detail the blanket application of them across all Accor Sydney properties, we have
concluded that this methodology is consistent with Accor policies relating to business, efficiency, quality
control, legal compliance and brand management.
If you follow this plan, you will maximise your potential of revenue and profitability out of this sector of
the market with relative ease, with a fraction of the time and effort that you may normally spend on
these kinds of events, and without significant impact on either core banquet business (conferencing,
corporate events and weddings), or other operations or departments within your property.
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PROGRAMME PARTICIPATION CRITERIA
Being a function venue doesn’t automatically make a property eligible to conduct school formals.
Beyond that, being a venue that is eligible to conduct formals doesn’t automatically qualify a venue for
the Prom Night Programme.
Participating Venues in this programme must...
•
•
•
•
•
•
•
•
•

be a minimum of 4-Star rating by international hospitality & tourism standards, and be able to
maintain that standard throughout all catering and service staff duties
be in a location with direct access to at least 2 modes of reliable public transport that operate
beyond 1 AM on all nights of the week
be of a recognisable prestige branding in keeping with all other venues on the programme.
possess all of the correct licenses, permits and authorisations from state government to operate
"Minor's Functions".
provide exclusive control of all relevant function space, toilets, pre-function areas and banquet
staff to each event without sharing any of these resources with other events or operations.
have mandatory RSA and WWCC clearances on all staff working on the events.
be prepared to yield all security operations relevant to the event to the Prom Night Security
team.
authorise Prom Night Events to act as their exclusive PCO or Agent for the marketing and sales
of all school formal events with complete use of all relevant IP for marketing collateral.
create a custom menu and pricing package suitable for inclusion in the Prom Night base formal
package.

It’s fair to say that all Accor properties identified as appropriate for the programme have either already
achieved, or are capable of achieving, these basic criteria. This is the minimum expectation.

LICENSING
Probably the most complex, yet seldom visited or understood necessity to running school formals is the
appropriate set of licenses and permits.
It is a staple of the Prom Night Programme that the relevant legislations are constantly monitored and
that procedures and methods are adjusted accordingly to changes and amendments.
In NSW (at this time) many commonly licensed venues offering themselves as available to host high
school formals fall under one of the following types…
• Hotels (Hotelier’s License)
• Nightclubs (On-Premises License Public Entertainment Venue)
Under these Licenses, before a school formal can be booked, the venue must apply for, and be
granted, a special permit known as a “Minor’s Functions Authorisation”. Put quite simply, if you don’t
have one, under almost all circumstances, you can’t host a formal, and if you do have one, you can’t
serve any alcohol to anyone at that formal (regardless of age, which means even teachers and parents
can’t drink).
Hosting any minor’s function, (defined under the act as any event on licensed premises where a minor
may attend without parent or legal guardian supervising), without a valid Minor’s Functions
Authorisation in place, is a serious offence and would render the entire event illegal and nullify all
insurances.
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If your property operates under a Hotelier’s License, the Minor’s Functions Authorisation is mandatory
and all properties intending to host these events must ensure that theirs is valid and in place before
proceeding.
When a MFA is granted, it comes with a plethora of regulations that will need to be followed to the letter
when conducting any of these events.
A basic overview includes…
•
•
•
•

Keeping a written register of the name of every person who attends the events
Issuing pre-sold tickets to each event
Displaying the appropriate signage, approved by the state, where appropriate
Providing security personnel and procedures specially designed and approved for these events

…plus a whole range of other restrictions, duties and expectations.
The reason why the full details are not being covered here is simply that Prom Night Events will cover
all of the regulatory duties for each property participating in their programme. This is a huge
undertaking and one that should be viewed with gratitude, as the complexity of the compliance in this
area is something that many venues find too difficult to be worth the potential revenue returns.
Most remaining common license types are…
• On-Premises License (Restaurant) (Vessels) (Governors) (Caterers)
• Registered Club License
Under these types of licenses, special permits aren’t required from the government to host the formal
but strict controls are highly recommended.

BANQUET PACKAGE CRITERIA
If your property has been selected to participate on the Prom Night Programme, then it has already
satisfied the initial criteria relating to brand, location, capacity and the layout of your function space/s.
What remains will relate to the product that you produce for the programme to sell.
Requirements for a standard Prom Night Events formal, as to what the venue will provide, are quite
simple….
•
•
•
•
•

The event space, set banquet style (10 pax tables with dance floor)
A simple two-course dinner (entrée & mains only)
Unlimited soft drinks (post mixed fizzies only)
A normal complement of banquet staff
Whatever additional table / seating / pin-boards / stanchions or other associated resources are
requested from existing stock

Year 11 and Year 12 formals will run for a 5-hour duration from 7:00 pm. Year 10 formals run for a
4-hour duration from 7:00 pm.
Soft drinks must be provided consistently for the whole event duration.
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ALCOHOL
Under a MFA, no alcohol is permitted to be served to any person, regardless of age. It follows therefore
that under normal circumstances, no alcohol can be served at school formals.
This has created an un-level playing field in respect of school formal business. Venues operating under
any of the alternative types of liquor licenses (not hotelier’s) have no restriction on selling alcohol,
beyond normal RSA guidelines. This has traditionally prevented hotels from having access to this
revenue stream, and large sections of the market as a result.
There is one noteworthy exception, which has been identified by Prom Night Events, and procedures
written and trialed have proven to be successful.
The Liquor Act states that any function attended by minors who are not accompanied by parent or legal
guardian is considered to be a “Minor’s Function” and therefore an MFA automatically applies, along
with all of the restrictions, including no alcohol.
Prom Night Events has a system available to client schools who request it, whereby they have a special
online form that parents of minors attending the formal can fill out and submit. This online form grants
Prom Night Events “Loco-Parentis” rights over each minor, specifically for the duration of the formal
only. Once these forms are received, all attending minors are therefore “accompanied” and the MFA no
longer applies to that specific event.
Once an MFA is lifted, alcohol is permitted to be available according to normal RSA guidelines.
Now – providing a free-flow of alcohol is not what’s being suggested here. Nor is following only the RSA
guidelines, which are inadequate for this sort of event.
The Prom Night procedure for the sale of alcohol is as follows…
Special wristbands have been manufactured, each with 5 tear-off tabs representing each of the 5 hours
of a formal. Upon entry, all guests are breath tested and identification checked.

Each person over 18 is given a wristband. The tabs entitle them to one standard drink per hour. If
breath testing determines that they’ve consumed alcohol prior, then the appropriate number of tabs is
removed from their wristband on the spot.
A cash bar will be set up in a separate area from the rest of the formal and security will cover the entry
to that bar area. Upon entering, security will check wristbands and remove the tabs for the appropriate
hour of each visit. If there is no tab for that hour, no entry is permitted. If they miss visiting inside the
hour, the drink for that hour is no longer redeemable.
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The bar may serve each person only one drink, and that drink cannot be taken outside of the
designated bar area.
This system is very strictly controlled and it works. Under this system, no person can consume more
than 5 drinks in a 5-hour duration. This goes well beyond RSA guidelines for safety and license
compliance, and is recommended for all properties to try.
This is not a product feature that is advertised or openly offered, however it is available upon specific
request of clients, and Prom Night Events will assess the school group and only approve those that
they deem worthy of this feature. Venues and licensees can rest easy knowing that by adopting this
feature, that there is little about which to be concerned.

JOINING THE PROM NIGHT PROGRAMME
Those of you who have already been through this process may already have done the bulk of this work
however, in order to bring your own properties participation in the uniform programme we’re
implementing, its best that you look through this section carefully as things may have changed.
Those among you who are new to the programme will have a little work to do in order to get started but
the vast majority of this work is something you’ll only ever need to do once. After you’ve joined the
programme, renewing and adjusting from one season to the next is a relatively quick and simple
process.
If you’re joining for the first time, you must read this manual completely, and then fill out the form on line
at the following link…

http://prom.com.au/contact/venue-application/
If your property is already on the programme and just need to affect an update, the renewal form is at
the following link…

http://prom.com.au/contact/venue-renewal/
MENU: (Include Chef in these discussions):
Survey results have shown that while the dinner menu items rank highly on the priority list for corporate
clientele and weddings, they do not rank highly for teenagers attending formals.
The teenaged palette is not yet developed well enough to appreciate complex gourmet foods that would
normally appeal to adults. They will want, and enjoy, simple meals that are similar to what they might
receive at home, and quantity is important.
This actually makes fitting the criteria for school formals not only easy, but also cost efficient. We must
maintain simplicity and affordability without compromising the quality or presentation that is
commensurate with the brand of the property. Keeping it cheaper and simpler should not mean
dropping our standards.
While the Prom Night programme only requires a single choice of meal per course (no alternate drops),
if it’s possible to offer an alternate drop menu without increasing the per pax price, then this is highly
encouraged. If the margins are too difficult to maintain in such cases, then adding a per pax, per course
surcharge is acceptable.
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Just be aware that an alternate drop menu, while presenting a challenge in maintaining a low price
point, will give our properties a significant edge over competing brands that do not offer this feature.
This should have some small bearing on your decisions with regard to the package you offer.

Sit Down Formals:
While Prom Night Events does have several styles of formal products on offer at various properties, this
is the most common and most often purchased style of formal.
The kind of meals that are deemed appropriate might be something along these lines…
Entrée – pumpkin soup, Napolitano style pasta, classic Caesar salad and items like these.
Mains – steak or beef fillet, chicken, lamb, with 2 vegetables (chosen for taste and colour) and a simple
jus or sauce that compliments the meat. A realistic quantity in the serving is desired.
Garnishes, descriptions and presentations can be as alluring and creative as you wish but please
maintain the simplicity of the food and also be aware that teenaged tastes are very moderate so
extreme flavours won’t be well received.
All foods served at Prom Night Events formals must be 100% nut and nut product free. This
includes pine nuts. Please do not use nut oils or nuts of any kind in any menu items, as these
items will be rejected. This is an important safety feature of the Prom Night product.

Stand Up Formals:
In developing products that would appeal to year 10 and year 11 groups, Prom Night Events has come
up with a style of “Semi-Formal” product that has proven to be quite popular. If your property has been
identified as one that suits the stand-up concept, you’ll be notified by Prom Night Events.
This replaces that standard banquet-style layout of tables & seating into a progressive event utilising
several smaller spaces with more creative uses of furniture and seating.
Along with this comes a different menu that is best described as a hybrid of finger-food and a full buffet.
These stand up formals run only 4 hours and the food is only expected to be available for the 2 middle
hours from 8 to 10 pm. It must however, be constantly replenished during those 2 hours.
The kinds items that would be expected on this finger food buffet might include things like…
•
•
•
•
•
•

Chicken skewers
Hokkien Noodle Boxes with Chopsticks
Gourmet beef pies
Mini Hot Dogs & Mini Beef Burgers
Fish & Chips in Noodle Boxes with Tartare Sauce
Mini Gourmet Vegetarian Pizzas

The concept is that while the food may be randomly picked at, and there is a wide variety of items, each
guest, during a grazing period of those 2 hours, should be satisfied that they’ve eaten as much as they
would have had they been served a two course dinner.
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There should be a selection of hot and cold items and suitable vegetarian offerings in both categories.
The expectation is that the client may be given a list of 20 items from which to pre-select maybe 10
comprising 4 cold and 6 hot.
These items must all be nut product free as well, and a full post mixed soft drink service throughout is
essential.
The important point to keep in mind when creating such menu items is that the per pax price and
minimums must match the two-course sit down alternative. The price per pax and minimum should be
the same no matter which style of formal the client selects.

Coffee & Tea:
Unlike adult events where most guests want coffee and tea after a meal, teenagers seldom want this. It
should be available but it doesn’t have to be troublesome for you to offer.
It’s perfectly acceptable to position a station or stations at the rear of the room with self-serve coffee /
tea items and let guests use whatever they like.

Soft Drink Service:
Pre-dinner drinks will take place before the guests are seated for dinner. Generally this will run from
7:00 to 7:45 pm. If your property has a pre-function lobby or lounge, this is where it will happen.
Soft drinks in glasses served on trays would be required however; it’s imperative that this drink service
only take place behind the security checkpoint. That is to say, guests should not be offered a drink until
they’ve totally cleared all security screenings.
From that point, table service during dinner is appropriate. To make things far easier for staff, and so
long as it’s well managed, it’s perfectly acceptable to have soft drink jugs (2 or 3 per table) with a mix of
the most popular flavours, and just replenish as needed.
Beyond dinner, drink stations, or stations, somewhere adjacent to the dance floor with jugs of soft
drinks and water, are essential.

PRICING AND MINIMUMS:
There are several factors that need to be kept in mind when calculating the appropriate price for your
package.
The minimum needs to be achievable to the widest part of the market, and so does the price.
Trade Practices legislation prohibits secret commissions or fees between PCO’s and venues. Likewise
it’s not legal for Prom Night Events, or any other PCO, to make any profit on venue food & beverage
packages. Therefore, the price you charge Prom Night is passed along.
The difference is that the hotel is only providing a portion of the overall package, and Prom Night
Events uses its own supply resources to fill up the rest of the final package product, which is where
their margins exist.
In order to afford Prom Night Events a final product that’s competitively priced in the market, that price
point begins with the hotel.
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The tightrope that each property needs to walk is the one between an appropriate guaranteed minimum
and a realistic price per pax.
A very basic guide would be to price your package between $50 and $70 per pax, all inclusive, with a
minimum of around one third of your room’s maximum banquet capacity with a dance floor. Make
judged adjustments based on your brand and location.
A good example may be that if you have 180-pax capacity, then 60-70 pax minimum is sensible. If you
have a 600-pax capacity, then 200 minimum is sensible. CBD central or north / harbour foreshore
locations, you’ll price slightly higher than southern CBD (anything south of Hyde Park) or outside of the
CBD (Airport, Parramatta, suburbs). Higher brands are worth more so sensible pricing will demonstrate
that a Sofitel price will be higher than a Mercure price.
The Accor properties already participating on the Prom Night Programme have their packages and
pricing outlined on the following page/s as an example of acceptable pricing, minimums and menus.
New properties on the programme can use this as a guide for their own comparison.
Remember! Prom Night Events provides all of the additional features of the event so your offering only
room, food, bev & staff.
Any pricing and minimums that you submit must be honoured for all bookings for the remainder of that
season.
It is the responsibility of each participating banquet department to submit any changes to pricing or
minimums as early as possible in respect of the following season’s pricing.
It is expected that any quotes given to clients by Prom Night Events prior to any price or minimum
increases shall be honoured at the prices that were in force on the date of the quote. Prom Night’s
quotes are all dated to ensure that this is administered fairly.

FLOOR PLANS:
Prom Night Events creates floor plans as part of their Banquet Event Order system. This saves you
having to do it on an ad-hoc basis for each event.
In order for them to do this, they require a template as a starting point. You should create a perfect floor
plan, which MUST be to scale, setting the room to the absolute maximum banquet capacity (10 pax
rounds or ovals), with dance floor, stage area if you usually include one, and please include at least one
trestle and one café square (4 pax).
Visio is the preferred format for digital floor plan files, however if you can only produce a jpeg or pdf file,
then this would be acceptable also.
Please do not number or label anything. No table numbers or text on other items. Prom Night Events
will take care of labelling when they adjust the floor plans specific to each individual event.
By doing this master floor plan template, you’ll be assured that when the specific floor plan for each
formal comes back as part of your BEO, it will already be to scale and appropriate without adjustment.
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ACCESS AND FACILITIES
Prom Night would require that their suppliers have suitable access to function space by way of lifts,
trolleys and the like for the easy insertion of necessary equipment, decorations and so on. Each
supplier would contact you directly for instructions relevant to your property and logistics plan for each
event.
All functions will require an adjacent pre-function foyer or area suitable for gathering of guests prior to
seating in the main banquet room. If your banquet facility has a pre-function lounge area, they would
need this exclusively as part of the event. If not, they will enter the guests straight into the main room.
Where possible, an additional small room, capable of seating 12 or so people (without tables) is also
sometimes required, for detaining suspected intoxicated persons upon arrival, for further assessment
out of view of other guests. If this is not possible, a set of portable partitions or pin-boards would suffice.
In addition to the necessary tables, chairs and suitable banqueting accoutrements, they would require
the following items…..
•
•
•
•
•
•
•
•
•

Dance floor of minimum 5 x 5 or larger to suit Pax. Preference is of course largest possible.
Exclusivity on the entire function space, including toilets where possible
2 Stage pieces or a proper stage area (larger ballrooms, say 200 pax + only)
2 Skirted Trestles by dance floor (for DJ’s)
2 Skirted Trestles or other suitable tables by door as registration facility
Wheeled and skirted cake table / trolley with knife (when cake is supplied)
Pin Board for suitable signage if needed
Aesthetically pleasing rubbish bin or waste paper baskets for security disposables
Off-Street parking for minimum 2 vehicles for function duration. If you don’t have your own car
park, a loading dock would be sufficient.

They respectfully ask that these items be provided as an inclusive part of the whole banquet package
as they will endeavour to diminish any potential for surprise costs later.
Most, if not all, of these items are usually a gratis part of any standard banquet package at most
venues as has been common experience.
They especially request that you do not provide anything other than what they ask for as this will wind
up costing you money when they may be providing it themselves.
What they will provide
•
•
•
•
•
•
•
•
•
•
•

Audio / Lighting Equipment for music and DJ’s
Balloons / Flowers and assorted decorations
Security Force with all required equipment
MC and Event Manager
Legal Compliance Signage
Guest Lists
Copies of all pertinent paperwork on every aspect of the event
Ticketing Systems, laptops, bar-code scanners and so on
Media Players and Data Projectors with screens for AV shows
Photographers with all associated equipment
Dessert cakes, gelato bars, slushy bars already portioned for the correct Pax
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Pretty much anything and everything else that’s needed for the event will come from their own supply
list. It’s rare that they’d ask you to arrange anything outside of this standard plan.

MARKETING MATERIALS AND IP:
Prom Night Events is already authorised to utilise Accor IP in respect of all participating venues,
photos, videos, logos and other digital materials, which they use to create and present our properties in
the appropriate way to attract attention from the teen market for the purpose of selling formals.
Whatever collateral you have in your possession that may be useful, please forward copies of it to
Prom Night Events. They will then use it to create virtual walk throughs, fact sheets, pictorial galleries,
promotional videos and other materials, which would be sent to each property, and senior regional
management, for approval before publication.
The higher quality the better. Don’t worry about whether you think that images are inappropriate, as
Prom Night Events will be able to adjust or use that which they deem useful. Images in all areas are
useful, outside, views, lobby, of course function spaces and even common areas leading towards
function spaces and driveways are useful. Video materials are highly desired.
Prom Night Events will open a web page on their site, exclusively advertising your property. On this
page, there will be marketing materials designed to appeal to all of the methods that people respond to.
There will be video, audio, text, downloadable fact sheet and interactive still photo gallery. This page
will be accessed through a venue directory, which we hope to be dominated by Accor properties
generally.
In addition to this, Prom Night Events will also open a joint Prom Night / Accor Property Facebook
page, which will also feature the same marketing materials. This page will be used for kids to check in
when at the events, and all of the photo galleries from the formal will be posted on that page, increasing
the viral potential of the Accor brand, and each properties brand, throughout social media in the eyes of
en emerging young market.
There will also be each properties promotional video on the Prom Night Events You-Tube channel, and
links on their blog site. These sites and profiles in the social media arena enjoy thousands of followers
and millions of visits per annum.
All of this marketing costs us nothing, but is worth a fortune in terms of our reach, and we’re grateful to
Prom Night Events for going to this much trouble, at no charge, for expanding the profile of our brands
in a difficult market to penetrate. The quality of our reach and message is only as good as the materials
you provide so make an effort and give Prom Night Events the best you have available.

MANAGING LEADS:
When a lead comes in, there are four factors that must be determined in order to qualify that lead.
Pursuing a sales process on an unqualified lead will be statistically a waste of time 75% of the time
because if any one of the four are incompatible, there will be no sale closure.
The four factors for qualifying a sales lead for a school formal are…
•
•
•
•

Geography
Capacity
Availability
Affordability
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If they’ve contacted the property directly, then they already know the location. Capacity will be
determined by how many attendees there will be, which you can’t know, and the client will only try to
guess, which is dangerous.
Affordability may be difficult too because you will only be able to speak to the cost of what the venue
provides, which represents only a portion of the overall event.
This means that availability is really the only question you can answer.
By transferring that lead to Prom Night Events, you ensure the best possible chance of qualification and
conversion.
Prom Night Events has sophisticated simulation software that will determine accurate probable
attendance numbers and realistic complete package pricing per pax within ceiling budgets.
If they can qualify the lead for all of the four criteria, then they will handle the sales process, contracts
and bring the lead back to you as a converted firm booking. If any of the four criteria do not fit, then
they’ll fit the client to an alternative property where the criteria will fit, and convert the sale.
Our intention is to dominate the majority of properties on the Prom Night Programme in order that there
is a far higher probability that leads will be converted into an Accor property, no matter from where the
lead was received.
This of course means that your property will also enjoy the overflow of leads that may not have qualified
at other properties, but may be a good fit for yours. This method casts the widest net over the market
and funnels the maximum potential sales into the right properties. This method has achieved greater
than 90% conversion rates for Prom Night Events.
When having initial discussions with any prospective client for a school formal, do not discuss anything
relating to features, inclusions, minimums or prices. Refer all of these questions to be answered by
Prom Night Events.
In order to make the process of lead handling swift and efficient, Prom Night Events has put up a
special online form for us to use. When you fill in and submit the basic details on this form, Prom Night
Events will act immediately on the lead and inform you of the outcome.
The following is a shortened direct link to that form. Please bookmark and use it anytime you receive a
lead.

http://prom.com.au/leads/
AVAILABILITY
There has always been two ways of thinking when it comes to date availability for school formals.
1. Take any booking that meets the minimum spend criteria as soon as the opportunity presents
itself.
2. Hold peak-season dates for the corporate market in the hope of realising a higher per-pax
spend potential.
The school formal seasonal sales cycle runs the following course…
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Preliminary sales period – Sep to Dec of this year for formals intended for next year.
Primary sales period – Feb to Apr of this year for formals intended for this year.
If a client hasn’t secured their date, venue, package by the end of April, they’re running a significant risk
of missing the season.
School formal actual event period runs in the following course…
•
•
•
•

Jun to Jul – 10%
Aug to Sep – 20%
Oct – 0%
Week 3 Nov to Week 1 Dec - 70%

Corporate social event budgets are not generally released until July 1st, so corporate Christmas party
clients will not know how much money they’ll have to spend or where they can look for venues, until
long after the school formal sales market has already closed.
Given this cyclical timetable of the markets movements, by holding dates for corporate clients until July,
then releasing whatever they don’t take to formal clients months later is false economy.
Taking a dollar now, guaranteed is far more desirable than waiting until much later to gamble on a
50/50 chance at taking a dollar fifty.
It is smart policy to secure as many dates as possible, as early as possible, with whom ever will cover
the minimums. For this reason, there should be no restriction on the availability of dates at any property
from which Prom Night Events can choose to sell a formal. How this fits into timetables and logistics
plans with conferencing, daytime events and turnaround times, is up to you.
In order to facilitate the most minimal impact on your potential to extract as much revenue as possible
from function facilities, Prom Night Events has designed an inclusions list and logistics management
plan that facilitates all of their event types, no matter how complex, to be able to be turned around in a
one-hour period from daytime events that may not break until 6 pm. They can work as quickly as you
can.
Properties that have proven to be popular with the school formal market, including some from other
groups like Starwood, have adopted a policy of automatically blocking peak season dates that they
historically receive bookings from Prom Night Events. Then allowing Prom Night to freely sell those
dates as quickly as they can fit formal groups into them.
By doing this, Prom Night Events can sell space quickly and efficiently, releasing those dates that are
unfilled at the end of primary formal sales season, which is still months before the bulk of corporate
market begins its research into venues for Christmas.
This practice is recommended only after consultation with Prom Night Events as to whether your
property would be considered as supremely popular in their market.
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MEETINGS AND INSPECTIONS
If Prom Night Events is already familiar with your property, there’s no need to meet with them to discuss
your participation in the programme. Phone and email management of your position in their portfolio of
properties is acceptable.
If however, they have not seen your property before, or it has never participated in the Prom Night
Programme, it is essential that a meeting and full facility inspection be carried out prior to your
property’s inclusion in their list. You can contact them directly to arrange that appointment.

Client Site Inspections:
The Prom Night methodology has been designed to eliminate venue client site inspections altogether.
Their meeting facility, which you are encouraged to see, is a theatrette with big screen projection where
clients are presented with video virtual tours of properties as they would be set up on the night of a
formal. This serves both as sufficient and efficient for clients, and therefore does eliminate almost all
site inspection requests.
For the very few clients who may insist on physical site inspections, Prom Night Events will liaise with
you to arrange suitable appointments for their clients to come visit the property, during which time no
discussion relating to package features or pricing should be entertained.

THE BOOKING PROCESS
Once Prom Night Events receives the lead, which can be either from you, or elsewhere, and it’s been
established that there’s a date on hold for the particular school and year group, the following
chronology will take place.
•
•
•
•

•

•
•

Prom Night Events will host a meeting with the client and make the pitch.
The client will be given a written estimate.
Upon acceptance, Prom Night Events will dispatch contracts to the client.
Upon signing of those contracts, Prom Night Events will dispatch a single page pdf confirmation
of the booking. The confirmation document contains all of the necessary elements of a firm
agreement so there is no need to dispatch any further papers, other than a confirmation of that
booking. There is nothing more to think about with regard to that booking from this point until
approaching event date. No deposits are paid to the property at this time.
At around 14 days prior to event date, Prom Night Events will dispatch to you a complete
Banquet Event Order, complete with all relevant details including full payment for the event,
which will already be in your account by the time the BEO is received. Pax cannot drop from this
point but may increase.
At 2 days prior to event date, Prom Night Events will dispatch to you (if there are any changes)
a final BEO with the pax increases, and supplemental payment.
On event day, Prom Night Events will dispatch their own personnel and equipment to work with
your team to successfully run the event.

BANQUET EVENT ORDERS
The BEO that is dispatched by Prom Night Events to you will be a comprehensive document, formatted
in a similar way to your own BEO documents. This makes it easy to copy & paste data into your own
system.
The BEO will contain every detail relating to timings and a running order, food intolerances right down
to the name and seating allocation, a list of all suppliers involved and their contact details, to scale floor
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plan with instructions on where everything will appear in that plan, everything right down to the signage
will be covered.
Any of Prom Night’s suppliers that need to arrange bump in / out specifics, loading dock access, or any
special needs, will be instructed to contact you directly to discuss those specifics.
It is a policy of Prom Night Events that no outside suppliers or people will be permitted to supply any
inclusions or features to one of their events without their express permission. In such cases, you would
be informed. If it becomes apparent to you that a client may have made some kind of supply
arrangements that Prom Night Events may not be aware of, it is your duty to bring it to Prom Night’s
attention.

HEADS UP
Clients will often shop around to try to get the best deal. It’s not uncommon for a client to contact Prom
Night Events, go through the sales process, then try to contact the venue that they’ve been pitched,
directly, to try to negotiate a cheaper deal.
While the client may only be trying to do right by themselves, this can cause ethical dilemmas for us.
Prom Night Events has developed a system, which they call the “Heads Up”.
If they pitch your property to a prospective client, you will receive an automated email notifying you of
the school and year group that’s just been pitched.
If that same client then contacts you directly, you will have been pre-notified that they are in fact a Prom
Night Events client, and all discussions with them from that point should be directed back to Prom
Night’s office.
There must never be any discussion with the pre-determined Prom Night client relating to prices,
minimums or package inclusions or features. We are not aware of any of the features or inclusions that
may have been added to the package that they’d been offered and are therefore not qualified to
discuss any aspect of a package. Doing so may do irreparable damage to the sales process for that
event, and also to our relationship with Prom Night Events.

QUALITY CONTROL:
Accor has spent many years developing several brands in the marketplace that are associated with
luxury, quality and prestige.
Prom Night Events has also spent 20 years developing their own brand associated with luxury and
prestige. They are acutely aware of the elements of a client’s experience that affect the perception of
the quality of our brands in the marketplace as well as their own.
There is an immense element of trust between our two organisations. Prom Night Events has a
warranted expectation that we will produce the highest levels of quality control in goods and services
with what we provide for their packages. Likewise we have a similar expectation that they will represent
our brands appropriately and add to their packages features commensurate with our standards of
excellence.
Together, we will present a product to an emerging market that represents the top 10% of the industry
in terms of quality, luxury and prestige.
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Procedural Guidelines for Security
(This information has been written by the head of Prom Night Events Security interests)
MANPOWER
N.S.W. Law requires only 1 Security Operative per 100 PAX attending a formal. We believe this to be
an ineffective method of determining the security requirements of an event. Using that only as a starting
point, each venue will be assessed and awarded a status for the number of operatives required,
dependant upon layout, entry / exit points and threats to guest safety.
Each venue is unique and presents its own individual security issues. For this reason, a 200 Pax
function at one venue, that may require only 3 or 4 guards, if placed in another venue, may require 7 or
8 to offer a similar level of security overall.
Prom Night Events head of security will attend each venue to write an assessment of the security
needs of the function space. We ask that venues provide accurate “to-scale” floor plans of function
levels to facilitate this process. On average, it is estimated that we will most often provide more than
double the number of Guards required by state law.

LICENSES / ACREDITATION
All Security Operatives possess valid licenses specifically for the protection of persons, premises and
property under State Licensing Laws.
All Security Operatives also possess valid First Aid certification, including C.P.R. At least one
supervising staff member will also have Senior First Aid certification, including Defibrillator. All Guards
must also have “Responsible Service of Alcohol” accreditation.
Operatives will have licenses available for inspection by Police if required although may not be
required to display them openly as an exemption to this rule applies for some guards when working in
hotels.
There is a complex set of specialist equipment, which we supply to all security teams. There is a
strict training and accreditation system in place to ensure that all team members are properly trained
and examined in their proficiency with the use of these items.
Insurances
Prom Night Events has a custom-designed insurance plan formulated by Lloyds of London, the most
prestigious insurer in the world. This policy covers us for $20M Public Liability cover and a similar
amount of Property Damage Cover and Personal Injury Cover during all events.
Security Operatives working as a team on our events also carry a $20M public liability insurance
policy, separate to all other policies. We also cover all our team members with Workcover policies
through GIO.

ROSTERS
As all formals operate between 7:00 PM and Midnight, 1 Operative will be on site from 6:30 PM AND
REMAIN UNTIL 12:30 AM. All others will be on duty from 6:45 PM until 12:15 AM. The Operative on
duty first and longest shall be deemed to be the senior Guard for the shift and will co-ordinate the
duties of all others.
Year 10 formals will end at 11 PM so all end times simply shorten 1 hour.
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PRESENTATION
Operatives will be in plain clothes and will wear an acceptable black suit, white shirt & Purple Prom
Night Tie, and a Security ID Badge. They will also be impeccably groomed and well mannered at all
times remembering that they act as representatives of the venue as well as this firm in the eyes of
guests and the public.

AREAS OF COVER
The first operative to arrive will begin by conducting a perimeter check of the whole building and all
common areas leading to the function space from the street.
During function hours, the main areas of cover should be…
•
•
•
•
•
•

The main function room
The pre-function foyer area
The registration area
The staff access corridors
The lobby of the venue
Toilets

At the conclusion of the function, the additional area of cover shall be the entrances and street
immediately outside the venue. The remaining Operative shall end the shift with a final building
perimeter check before leaving.

DUTIES
Operatives will be vigilant to guard against the following potential problems…
•
•
•
•
•
•
•
•
•

Unwelcome or unsuitable persons
Vandalism of property
Theft
Weapons and dangerous articles
Alcohol & Prohibited substances
Intoxicated persons by either alcohol or other substances
Minors under the influence of alcohol
Unsavoury behaviour
Movements of persons into areas of the venue not permitted

These duties may be carried out in order to safeguard against the above problems….
•
•
•
•
•
•
•
•
•
•
•

Ushering of guests through the proper areas of the venue to and from the Function space
Crowd control at registration point
Visual judgement of dress codes and behaviour patterns
Validation and collection of tickets and invitations
Stamping of those that require access to facilities outside the function area
Searching of all bags and receptacles
Checking of all male’s jackets, pants pockets, cuffs, hats and socks
Administering breath analysis of all guests
Analysis of suspected drug influenced attendees
Reminding guests of rules and conditions of entry
Random toilet checks
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•
•
•
•
•
•
•

Identification of potential trouble-makers to other operatives and staff
Removal or detention of those who fail compliance of the rules
Refusal to admit those who fail compliance of entry requirements
Confiscation and either disposal or safekeeping of contraband as required
Liaison with staff, management and Police as required
Evacuation of the function guests in crisis if required
Administering first aid if required

EQUIPMENT
Operatives will attend functions with modern and reliable equipment to assist in the carrying out of their
duties. This will include…

•
•
•
•
•
•
•
•
•
•
•
•

Hand-Held Electronic Breath Analysis devices
Drug Kits with Mouth-Swab Technology
First Aid Kits
Feminine Hygiene Emergency Packs
Hand-Held 2-way radio transceivers with channel lock out and discreet headsets
Hand-Held Metal Detectors
Laptops with bar code scanners for ticket validation
Mini Torches
Passive laser body temperature scanners
Finger pressure Heart Rate Monitors
Mobile Phones
Thermal Imaging Devices for the purpose of identifying those carrying alcohol in non-metal
containers hidden beneath clothing.

INDIVIDUAL PROCEDURES
USHERING
One operative will be stationed discreetly in the lobby or main common area of the venue, away from
the function space.
His job will be to identify those who are likely to be attending the function and direct them quickly to the
right place. He would encourage them to avoid lingering in common areas.
Further to this, he would identify potential problem guests and radio ahead to the rest of the team at the
registration area to notify them to pay particular attention to those guests.
He would also be required to identify and challenge those that may be loitering that are not bona-fide
function guests but may be indirectly connected to function.
When the function concludes, all operatives, bar one, would be responsible for directing and
escorting guests out of the premises and remaining vigilant on the street until they have dispersed for
their own safety.

SEARCHING
When searching receptacles and persons, normal search and seizure procedures will be observed
according to State Law.
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CONFISCATION
Confiscable Contraband will fall into 3 categories…
•
•
•

Disposable
Returnable
Non-returnable

Disposable contraband would be that which is not permitted and must be removed and disposed of
immediately in order to protect persons or licenses. This disposal would be done discreetly so as not to
be seen by any person. The sorts of things in this category would include…

•

Alcohol in non-original vessels
Alcohol in original vessels but with the seal broken and in the possession of minors
Any elicit drugs or related paraphernalia
Any foodstuffs or beverages

•
•
•

Returnable contraband would be that which is not permitted into the function area but would be held by
security to be returned to the owner at the conclusion of the event.
When operatives remove such items from the owner, they would be required to fill out and dispatch a
specially designed “contraband withholding” card. This card would then be re-presented to security at
function end for retrieval of the goods.
The sorts of things in this category would include…
•

Alcohol in original vessels where the owner has appropriate photo ID proving their over 18 age
Alcohol in non-original vessels such as expensive hip-flasks where the owner has appropriate
photo ID proving their over 18 age, but not disposable vessels
Items of clothing or jewellery that operatives may feel could be used as weapons or may
otherwise be dangerous

•

Non-Returnable contraband is considered to be items that are confiscable but must be handed to
Police at the earliest convenience. These items would include…

•
•
•

Weapons of all kinds
Any item that falls under the “Prohibited Articles” Act or equivalent legislation
Fireworks, flares, pyrotechnics and the like

SUBSTANCE ANALYSIS
Elicit substances other than alcohol:
As drug use is often the preferred alternative now that our alcohol screening programme is so widely
publicised, there are a number of methods of detecting symptoms that operatives are trained and
experienced to utilise. These include visual, smell and verbal methods but can sometimes call for
motor-skill tests by command in order to help identify what’s been taken and how affected the user has
become.
A procedure has been written, and a checklist compiled specifically for the purpose of identifying those
whom have ingested Ecstasy or other Methamphetamines. This checklist includes 2 categories with
outwardly identifiable symptoms or signs. Should a suspect guest qualify under this criteria, there is a
set of guidelines for how this is to be dealt with purely for the safety of the guest yet discreetly.
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Special equipment has been implemented for the testing of subjects in a completely non-invasive, nonintrusive manner. The procedures shall remain secret for the moment so as not to allow those offenders
to devise counter-measures.
It shall be the judgement call of operatives in these cases as to whether a person is judged to be
under the influence of some form of substance.
Drug analysis shall be properly documented case by case using specially designed forms with
declarations.
Equipment will be available for the final stage of testing, should both previous stages return a
compelling positive result. This will involve voluntary swabbing of the saliva from the mouth and
inserting it into the relevant devices for a reading of the presence of all known illicit drugs.

ALCOHOL
State Laws have very succinct parameters regarding alcohol at functions operating where Minors are
concerned.
Under a Hotelier's Liquor License, a “Minor’s Functions Authorisation permit must be in place, and any
function operating where Minors may be likely in attendance without “Loco-Parentis” should not hold
alcohol available to be served to any person whatsoever, regardless of age or role at the function.
Further to that, any minor even suspected of having consumed alcohol, in any quantity, prior to
attending the venue on the same date, should not be permitted entry to the function room.
For this reason, we have introduced electronic Breath-Analysis equipment to all formals to assist
compliance accurately and without question.
Breath-Testing devices measure the blood-alcohol content of any person with measurements from 0%
to 0.18% in increments of 0.01% and have been extensively tested to display 0.01% accuracy in all
tests instantly.
Most of the devices we use are “passive”, meaning that they require the subject person to speak
towards the device, for instance, count from 1 to 5, in order for a sufficient reading to calculate.
Some of the devices we use, in order to administer a secondary test, with greater accuracy, have been
adapted to receive an ordinary drinking straw as the method of conveying breath into the device. This
allows the repeated use of each device, using a fresh straw for each new person as a method of
maintaining hygiene and accuracy of each new test administered. The discarded straws are collected
and disposed of once all guests have been tested.
Each test result is displayed on a visual electronic gauge and is made available for viewing to any
person who requests it. If there is any argument arising out of a test, an operative will re-administer the
test up to 3 times for in order to validate the result if required.
Again, a checklist for the validation of such tests, and the action called for and administered in the case
of positive readings, will be adhered to at all events. Alcohol analysis, where tests are failed or guests
delayed, shall be properly documented case by case using specially designed forms with declarations.
Civil Liberties
If any person refuses to submit to Substance ingestion testing or searches, we cannot force it
although they will be escorted off the premises as we would equally be within our rights to refuse them
entry in such cases.
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LIMITS AND READINGS
All minors showing any reading of alcohol at all will be set aside and refused initial entry.
All other persons showing readings below 0.05%, provided they can produce photo ID of age may be
permitted entry so long as operatives are satisfied they pose no threat to the serenity of the function.
They will however, be stamped on the hand so as to identify them easily if their mood alters later in the
function.
All adult-age persons showing readings above 0.05% will be set aside and refused initial entry.

INTOXICATED PERSONS: (Chill Out explained here)
Although the law provides strict rules for those having consumed alcohol and their non-permission to
enter, there remains an overlap, in certain situations, with regulations relating to “Duty of Care”. For this
we have introduced a unique set of procedures to satisfy both areas of concern.
There will be an adjacent area specially designated for intoxicated persons, out of the main function
space. We call this the “Chill Out”.
The Chill Out is set with chairs or lounges and soft drinks, fresh water and dry foodstuffs such as chips,
nuts and so on. An operative, at all times when people are placed in It, will supervise it.
The purpose of the Chill-Out is to have a safe, controlled and separate environment in which to usher
those people who attend intoxicated. In this area, they are outside of the view of their peers and the
public. They are encouraged to eat and drink while in that place so as to absorb alcohol in their
stomach during a short interim period while we continue processing other guests for entry into the
function. This eliminates a slowing affect on the entry process of the guests and keeps
intoxicated people out of embarrassing view of their peers.
While in the Chill Out, people will be asked to fill out forms indicating their home addresses and phone
numbers. This can be utilised, if necessary, to contact parents to come and remove them safely. The
form will also have a small declaration section to be filled in and signed by the operative that carried out
the test, and the alcohol reading acquired. This form would then be stapled to the person’s entry ticket
and held by security.
Once the remaining function guests have been processed and are seated in the main function room,
the people in the Chill Out will be offered an opportunity to submit to a series of Breath-Tests once
more. By this time, in many cases, their levels of blood alcohol may be significantly diminishing and
operatives will have the judgement call to either release them back into the function or have them
picked up by parents. Those that are allowed to enter are also hand-stamped for identification later if
needed. In the case of adults who are clearly well over acceptable limits of intoxication, they would be
quietly escorted from the premises altogether.
It should be noted that the Chill Out is not technically a detention area as it would be unlawful to
remove a person’s liberty against their will. This is explained to them. If any person decides that they
wish to leave the Chill Out, they are permitted to do so but they would have to be escorted from the
premises altogether. Most agree to stay a while longer and submit to further testing after food.
Minors who are clearly intoxicated who decide to leave require all reasonable efforts to be made by
operatives to contact parents to inform them of the situation.
These procedures are not negotiable and will be followed and enforced on all formals.
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CIVIL RIGHTS
Every guest who is delayed or ejected as a result of breach of security will be presented with a printed
card. This card contains all of our company details and a simply worded explanation of what is
happening to them and what their individual rights are in relation to whatever is taking place.
There are several specific types of cards, each customised for each of the different situations that may
arise.

TICKETING
Some State Laws relating to functions held with Minors require that all functions held be operated by
way of pre-sold ticketing.
Prom Night Events ticketing is done by way of either of two methods. One is online ticketing, similar to
“Ticketek” where the client purchases online and is emailed a printable “E-Ticket”. The other is a
physical printed ticket dispatched to clients directly. Both contain the same features and information.
All events will have tickets dispatched to clients prior to the function date. The tickets will contain the
following inclusions…
•
•
•
•
•
•
•
•
•
•
•

The name of the guest and seating allocation
The name of the school or college
The fact that it is a School Formal event
The details of the venue
Function date
Start and end times of the function
A compendium of the rules of the function
A warning that Personal analysis will be carried out
An authentication method (bar code in our case)
Individual ticket number
Prom Night’s contact details

The ticketing system serves a number of useful purposes if used correctly. It conveys the correct
information about the function to the guest well beforehand so there is no issue about having been
informed of rules and so on.
Scanning of tickets makes the entry process quick and simple and having their names on each ticket
means that the guest list, as is entered into the software for validating tickets, identifies each guest by
name as each guest enters the room. This keeps us informed on precisely how many are present for
the purpose of timing and logistics of meal service as we travel through the process.
Once the function is under way and guests have been seated for dinner, primary control of their
movements will be steered by the MC and security may now take up strategic points of sentry around
the function space. They will rotate these points regularly and randomly and one will always be mobile
in and around the area. Their role at this point will be to maintain a safe perimeter that function guests
will not be permitted to leave, unless they intend to leave the premises altogether.

Page | 22

PASS OUTS
It will be advertised that no pass outs will be available although we do have special cards for specific
situations. There are sometimes incidents of prescription medication required or a wallet left in a car or
other such things that operatives may deem fair reason to issue a pass out.
Pass outs are non-transferable and carry duration of 5 minutes validity only. Where practical,
operatives may escort pass out holders to conduct their business. Any person returning with a pass out
will need to submit to the entire entry procedure once more.

FORCIBLE EJECTION
Unfortunately, an incident may arise that requires swift and decisive removal of a person from the
function area. To date this has never happened but we must remain prepared.
Where any situation comes about that requires the physical ejection of a guest, this will be carried out
with a minimum of attention and physical intervention.
There will be no fighting or striking of any person permitted by operatives. All operatives are familiar
with multiple techniques of pressure-point activation or submission holds adequate for the quick and
quiet containment of any person.
Removals will be by the nearest fire exit to the incident and not via any of the common areas of the
premises. Venue management or senior staff will be immediately informed and an operative will then be
placed back in the lobby, or at street level, to guard against re-entry of the ejected party until we are
satisfied they will not return.
Where any serious offence has been committed that would warrant an arrest and detainment, this
would be conducted in a similar fashion although, rather than ejection, the arrested party will be
detained in the fire stairwell until the arrival of Police.
Wherever required, operatives may be called upon to assist venue security in similar actions not
connected to the function we are operating. When practical, all available assistance will be
graciously rendered.

EMERGENCY PROCEDURES
The Security Manager representing Prom Night will make an appointment to view the function spaces
and determine access / exit points, camera positions, fire fighting equipment locations and evacuation
rally points. He will also make himself, and our procedures known to the venue’s own
security
representative.
In the event of an emergency that warrants intervention by Venue security teams, Prom Night
Security operatives immediately default to being answerable and available to assist Venue Security.
As Prom Night’s Security teams are trained to minimise any event impact on other departments of the
venue, we ask for total autonomy within the function spaces and adjacent areas during the event hours.

END – Security Guidelines
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Prom Night Events – Formal Run-Sheet
6:00 pm:
6:30 pm:
7:00 pm:
7:45 pm:
7:50 pm:

Room Access for Staff
Security Arrives
Guests arrive (pre-function foyer)
Guests seated, MC Welcomes guests
Meal served –
•
Entrée, Main course without breaks.
•
Light entertainment, if any, during this time.
•
Photographs will be taken at the tables during this time.

9:00 pm:

Cake cutting (if cake provided)
Formalities, speeches, awards if any

9:30 pm:

Dancing (MC finishes shift)
Coffee / Tea

11:55 pm:
(10:55 for year 10)

Music winds down

12:00 pm:
(11:00 for year 10)

Function ends

12:30 am:
(11:30 for year 10)

Security finishes shift

No extensions permitted by State Law. No guests are permitted entry early by State Law.
This format has been structured to produce the most effective flow of events according to the logistics
of Security, Food Preparation, Service, Entertainment and Photography. It allows for the serving of the
freshest and hottest meals when people are most hungry, minimises the time spent going through
security procedures and formalities and maximises potential for dancing time.
Altering the order or timing of events will greatly influence how smooth the night will run.
If there is anything you need to ask about this run sheet, please contact the Prom Night Sydney Head
Office on 02 96999669 any weekday.
Surprise additions or changes without prior notice cannot be accommodated on the night of the event.
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Choosing the right venue
(“Budget “ Versus “Premium”)
When beginning the long and arduous task of planning an event as complex and involved as
a formal, most often the selection of a venue in which to hold the event is the first, and arguably
the most important, decision you’ll need to make.
There are several factors that need to be considered when choosing the right venue but we’ll
start by looking at the most basic needs you’ll have. Let’s begin by thinking of your selection of
venues like a trolley or cart. In order to push your formal forward in a straight line, you’ll need 4
wheels on your cart. These will be…
>Geography - The location of your venue.
>Availability – Whether the venue has space for you at dates and times that suit you.
>Capacity – Whether the venue has sufficient space for the guests attending.
>Economy – What the venue will cost and what’s included in the package.
If any of the wheels on your cart fall off, you’ll either steer off course, or grind to a halt.
Let’s look at each of these in a little more detail.
Geography.
Choosing a location should include things like whether the venue is centrally located granting
easy access for guests, what methods of public transport are nearby for people who may be
coming and going using that method, whether main roads are nearby for easy flagging of
taxis, parking for people who may be driving themselves, other establishments like clubs or
entertainment for any activities guests may have planned after the formal is over, and whether
the area or neighbourhood is a safe one as formal guests will be dressed in ways that may
attract attention.

Availability.
This is critical because the dates and times the venue is available for you
with other events, and may affect the price you pay and / or the exclusivity you have over the venue.

can

either

conflict

The peak-season dates for formals are the 3 weeks immediately after the conclusion of the Higher School Certificate exams, which
generally conclude around the same time in November each year. Because exam timetables aren’t “definite” until around April
each year, booking your venue for a date the first week after exams is dangerous because you may end up paying a deposit on a
date that ends up being in the middle of exam time and you’re in trouble. Clever people book for weeks 2 or 3 after exams to leave
that buffer of time.
The other problem you may encounter with availability at that time is that it’s the beginning of summer and therefore the
beginning of wedding season, which means that many of the best venues that are suitable for formals are also popular for
weddings and dates become scarce. Of course the other market you’d be competing with is the corporate sector for their office
Christmas parties, which again, frequent the same venues. Both weddings and Christmas functions will have vastly higher budgets
for spending than formals so the venues will always give them preference over you and that can’t be helped.
Most formal committees will automatically assume that the best night for their formal will be a Saturday night, and that’s natural.
The thing to remember is that venues will often charge more for weekends, and may require higher minimum guaranteed guest
numbers also. The other thing to remember is that other features that people will need for their formal experience such as
hairdressing, beauticians, limousines, taxis, after-formal nightlife and so on will all be less available on weekends. For these reasons,
it’s smarter for committees to host Formals on Monday to Thursday nights when everything is more available, and less expensive.
After all – once you’ve finished school for the year, every night is Saturday night as far as you’re concerned so there are only
advantages to doing this. Statistically 75% of all school formals take place Monday to Thursday.

Continued Next Page...
For more detailed information on
THIS subject, see the web page at…
http://www.prom.com.au/school-formal-venues.html

Capacity.
Each venue will have 2 magic numbers that set its “Capacity”. One is the minimum number of guests, paying a certain price
for catering, that the venue needs in order to make a reasonable profit from hosting your event. The other is the maximum
number of guests that it can hold comfortably with a Formal floor plan. It’s vitally important that your venue has a capacity to
suit your guest list. If you have too few guests to satisfy the minimum, the venue may cancel your booking, move you into a
smaller room that wasn’t the one you originally chose, or end up charging way more money from you. If it goes the other
way and your guest list exceeds the maximum, you’ll end up with cramped tables and a tiny dance floor, effectively not
enough space to enjoy yourselves.
To work out whether a venue will suit your guest numbers, it’s most important to discover precisely what those numbers will
be from the start. Making guesses or assumptions is a dangerous way to do it because you’ll rarely guess correctly. For those
who want an accurate indication of guest numbers, we’ve developed a simulation software that we can run in our office
during meetings, which will give you a formula for working out fairly accurately what those numbers will be.
Once you’ve worked out your likely guest numbers, choosing a venue based on capacity is just like kicking a football between
goal posts. If you kick the ball too close to either post, you run an increased risk of hitting the post or missing the goal. Kicking
through the middle is the safest bet. For instance, if your guest list is likely to be 150 guests, then selecting a venue that has a
minimum of 140 is dangerous, and so is selecting a venue with a maximum of 160. To kick that goal safely, you should
choose a venue that has a range of say 100 minimum to 200 maximum. This way you can sell less or more tickets than you
first anticipated, and still be safe with your venue choice.
Economy.
This is by far the most complex and critical issue because it’s where most committees come
unstuck, mainly because either A: they don’t fully understand what they’re getting (and not getting) for their money or B: this
is the place where disreputable venues often hide information in order to capture unsuspecting committees for greater profits.
There are really only 3 types of venues in the formal market. These are…
A: Venues who don’t generally know anything about formals but do them as a sideline to other functions they already cater
for. These venues rarely have the necessary permits or licenses to conduct formals (yes these exist under the law). They don’t
follow any of the necessary protocols or legal requirements for the running of formals and as a result, are not very good at it
and formals they conduct are often illegal, leaving the organisers exposed to legal liability if anything goes wrong. These
venues must be avoided at all cost. They’re dangerous.
B: Venues who aggressively pursue the formal market and put on “All Inclusive Packages” for around $85 - $99 per guest.
Although some of these are OK, if you don’t mind the standards and service associated with a “Budget” kind of venue &
package. Be very aware though! Many of these packages state what’s on offer but not always what’s actually “included” so
there can be lots of hidden charges like GST, service surcharge, charges for DJ’s & Security, Booking Fees and what starts out
as an $85 package soon becomes a $135 package just for the basics.
C: Venues who operate through reputable Booking Agencies or Event Management Companies. Many of these will be
venues that you can’t book unless their preferred booking agency handles the booking and all the legal issues are totally
covered.
These venues are generally “Premium” properties and have internationally recognised brandings or reputations. They cost a
little more but you can be assured that they take care of everything perfectly every time and everything is included, with
up-front disclosure on packages and costings. There’s nothing hidden or tricky and you always know exactly where you
stand.
These are the venues we’d recommend as the best possible choice for an event as important as your Formal.
When comparing venues and packages, be sure you look out for the above factors. Notice how there's nothing in there
about "PRICE". Price isn't important. The difference between the cheapest and most expensive formals is only a few dollars so
it's not worth making price a big factor in your decision.
If you want a more comprehensive checklist of questions to ask, take a look at our “Things to Watch Out For” page of the
Prom Night Events web site, and any of the other fact sheets on the “Prom Download Centre” for clues.
Select your venue wisely, and you’ll have a solid foundation for planning the rest of your Formal.
If you want some free advice and assistance, by all means get in touch!
For more detailed information on
THIS subject, see the web page at…
http://www.prom.com.au/school-formal-venues.html

Sample Menus 2014/15
The following are taken directly from the participation forms
of some of our existing participant properties in this year’s
programme. This is supplied as a menu comparison guide.

Criteria is Entrée & Mains only with unlimited post-mix soft drinks. There must be at least 1
vegetarian option per course available, (marked with (V) here).
Venue: City 4.5 Star
Entrée (Select 1)
• Lemon verbena King Prawn, avocado and seeded mustard, capsicum salsa
• Korean chilli chicken tenderloin, green paw paw, mango, tatsoi and lime
• Rare roast beef tenderloin, yellow bean, gailan and coriander salad, soy mirin and chilli
• Tofu skin mushroom rice paper roll (vermicelli, watercress, coriander and mint & leaves) Hoi sin (V)
Mains (Select 1)
• Grilled Chicken breast, parmesan polenta, fresh asparagus, roast tomato and sage sauce
• Oven baked snapper fillet, potato and leek rösti, zucchini ribbons, sorrel cream
• Black Angus sirloin, potato shallot roll, candied asparagus, beetroot jus
• Spinach and ricotta cannelloni, Napolitano sauce, Grana (V)
Venue: Airport 4.5 Star
Entrée (Select 1)
• Caesar Salad-Cos Lettuce, bacon, crutons, homemade caeser dressing and topped with parmesan cheese
• Antipasto Platter, Mixed Greens, marinated Fire Pepper, Grilled Artichoke, Eggplant & Grilled Cibatta with Pesto
• Thai Traditional Beef Salad
Mains (Select 1)
• Roast Chciken Breast with Potato Rosti and Chicken Jus on Mesclun Medley
• Garlic and Parsley crusted Salmon with Mixed Vegetables, Potato Mash, Drizzled with Grain Mustard Sauce
• Roast Chicken Breast with Potato Rosti and Port Jus on Mesclun
Venue: City 5 Star
Entrée (Select 1)
• Smoked Salmon with Rocket and fennel salad, lime dressing
• Caeser salad with crispy Pancetta
• Spinach and Ricotta Agnolotti with wild Mushroom cream
• Butternut pumpkin soup with chive cream (V)
Mains (Select 1)
• Grain fed beef scotch fillet with slow roasted Roma tomatoes; garlic mashed potatoes and red wine jus
• Pan seared atlantic salmon on sweet pea risotto, steamed broccolini and tomato vodka cream sauce
• Char grilled Chicken supreme on herb roasted crushed baby potatoes, seasonal vegetables and garlic jus
• Spinach and Ricotta agnolotti with wild Mushroom cream (V)
Venue: Mid-West 4 Star
Entrée (Select 1)
• Asian style duck salad, coriander, orange fennel rocket
• Heirloom tomato, Persian feta, olive Bruschetta (V)
• Prawn cocktail, prawn toast, lemon oil
Mains (Select 1)
• Roasted lamb rack, basil ratatouille, de puy lentils, potato galette
• Corn fed chicken, sage, goats chees stuffing, crushed pea, asparagus
• Pan fried beef fillet, truffle mash, spinach puree, red wine jus
• Linguini pasta, tomato three ways, basil, ash goats cheese (V)
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Venue: Harbour 5 Star
Entrée (Select 1)
• Prosciutto Greek Salad
• Pumpkin roast carrot soup (V)
• Tortellini with sundried tomato sauce (V)
• Four cheese tart
Mains (Select 1)
• Grilled chicken breast with wild mushroom risotto
• Fillet of beef on mash potatoes served with peppercorn sauce
• Salmon with rocket and parmesan salad
• Grilled tofu asparagus (V)
Venue: City 5 Star
Entrée (Select 1)
• Desiree potato soup, olive oil and garlic croutons
• Salad of peppered veal loin, soft herb ricotta and asparagus vinaigrette
• Salad of avocado, frizze lettuce and cherry tomatoes with a tomato and pepper compote, tomato vinaigrette (V)
Mains (Select 1)
• Crispy chicken confit, rosti potato, roasted baby carrots and English spinach, chicken jus
• Grilled lamb leg marinated in preserved lemon and olive oi, soft polenta, jus
• BBQ'd sirloin of beef, roast pumpkin and sweet potato mash, grilled corn and a red wine sauce
• Caramelized root vegetable ravioli in saffron pasta with rosemary and garlic (V)
Venue: City 5 Star
Entrée (Select 1)
• Seared pepper crusted beef Carpaccio, truffle aioli, chives and parmesan
• Confit chicken thigh with creamy risoni pasta, artichokes and prosciutto
• Roast mushroom tart with a tomato relish and horseradish cream (V)
Mains (Select 1)
• Chicken breast with truffled cauliflower gratin, Braised red cabbages with currents
• Herb crusted lamb rump with slow cooked ratatouille, potato rosti and lamb reduction
• Pan roasted ocean trout, Shaoxing wine, ginger and shitake broth, bok choy and shallots
• Buck wheat polenta tart, roast vegetables, tomato sauce, spinach, truffle essence (V)
Venue: City 5 Star
Entrée (Select 1)
• Chilli salt squid, Asian herb salad and palm sugar with lime juice dressing
• Salad of rocket, lamb, and char grilled pumpkin and sweet potato crisps
• Heirloom tomato and buffalo mozzarella with aged balsamic and fresh basil (V)
Mains (Select 1)
• Roasted Strip loin of Grain Fed Beef, sour cream mash potatoes, Vichy carrots, pepper jus
• Corn-fed chicken breast with fondant potato, confit tomato and porcini mushroom cream
• Char-grilled field mushrooms with saffron & pine-nut pilaf, cherry tomato compote (V)

Sample Cocktail Menus 2014/15
The following are taken directly from the participation forms
of some of our existing participant properties in this year’s
programme. This is supplied as a menu guide.

Criteria is 2 hours constant replenishment with unlimited post-mix soft drinks.
City 5 Star
Hot – Choose any 3
•
•
•
•
•
•
•
•
•
•
•
•

Prawn gow gee with sweet chilli
Chicken satay skewers, (no peanut sauce)
Vegetable spring roll with noodles and chilli soy
Vegetable samosa with cucumber raita
Assorted mini quiche
Chicken dim sim with Chinese chilli sauce
Assorted mini pies that will include, Beef and Burgundy, Red Thai Curry, Chicken and
Vegetable tikka
Salt and pepper squid, nam jing sauce
Tempura prawns with light soy sauce
Seasoned potato wedges with sour cream and sweet chilli
Spinach and onion pakora with cumin yogurt

Cold – Choose any 3
•
•
•
•
•
•

Tomato and basil bruschetta
Nori rolls with soy sauce
Herb ricotta with balsamic tomatoes
Pear and goats cheese crostini
Noodle and tofu Vietnamese rice paper rolls
Avocado tart with vine ripened cherry tomatoes

City 4.5 Star
Hot – Choose any 3
•
•
•
•
•
•
•
•
•

BBQ Chicken Skewers with Garlic Marinade
Petit Cheeseburgers
Mini Hot Dogs with Mustard
Assorted Cocktail Pies with Tomato Sauce
4 Points Vegetarian Spring Rolls with Sweet Chilli Sauce
Crumbed Fish with Tartar sauce
Mini Chicken Tandoori Pizza
Potato, Onion and Cheese Quiches
Noodle Boxes with Hokkien Noodles and Vegetarian Inclusions

Cold – Choose any 3
•
•
•
•
•
•
•
•

Assorted Sushi/Nori Rolls with condiments
Selection of Duck, Chicken & Vegetarian Rice paper rolls
Ham, Tomato & Iceberg Lettuce spin wheel sandwiches
Seared beef with roasted Tomato Salsa
Roulade of Smoked Salmon & Herb Cream Cheese
Thin baguette with tuna & Chicken options
Diced Fruit with Toothpicks
Selection of Bread, Crackers and Dips (described below)

City 5 Star
Hot – Choose any 3
•
•
•
•
•
•
•
•
•
•
•

Chicken skewers with Garlic Marinade
Tempura prawns with teriyaki sauce
Roasted thai chicken skewers
Mini vegetable spring rolls
Vegetable curry puffs with sweet chilli sauce
Assorted mini quiche
Steamed shrimp shaomai with light soy sauce
Prawn skewers with coriander and garlic dip
Oyster kilpatrick
Onion bhaji with mint raita
Salt and pepper squid with nam jim dipping sauce

Cold – Choose any 3
•
•
•
•
•
•
•
•
•
•
•

Char grilled vegetables with humus on turkish bread
Caramelised onion and goats cheese tartlet
Grilled chicken with mango and sweet chilli salad on spinach tortilla
Smoked salmon and crème fraîcheroulade on pumpernickel
Shredded peking duck salad served on asian spoons
Nori rolls with soy sauce
Thai beef salad served in asian spoons
Bocconcini marinated with semi dried tomatoes on garlic crouton
Sydney rock oyster with lime and coriander salsa
Moroccan spiced beef with grilled asparagus on toasted focaccia
Vietnamese style chicken rice paper rolls with plum dipping sauce

City 4 Star
Hot – Choose any 4
•
•
•
•
•
•
•
•

Salt and Pepper Squid
Warm Hokkien Noodles - (Vegetarian)
Selection of Gourmet Pies
Chicken Satay Skewers (no nuts)
Thai Fish Cakes
Risotto Balls
Fish and Chips in a Box
Potato Wedges with sour cream

Cold – Choose any 2
•
•
•
•

Mini Cesar salad boxes
Rice Paper Rolls - (Vegetarian)
Rice Paper Rolls - Beef
Chicken and Vermicelli Salad
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Ensure you select the correct category: “Clubs or other bodies providing services to children”.
Once you have submitted the form, you will receive an email with a printable sheet that you need to print out and
take with you for step 2.
STEP 3 - Present proof of your identity. Can only be done by the individual.
Go to any NSW motor registry.
You will need your initial application print out and proof of your identity.
They will charge $80 for the application. (perhaps HR can reimburse in next pay)
STEP 4 - Receiving the results
The individual will receive the outcome and Working With Children Check (WWCC) number by email (or mail if they
applied using a postal address instead), usually within a couple of days. If they have not received the results within
four weeks, please email those details and application number to newcheck@kids.nsw.gov.au and they’ll chase it up
for you.
STEP 5 - Once notification is granted, use the online system to verify.
Once the staff member has informed you of their notification, it will come back as either cleared or not cleared. If not
cleared, they simply may not be rostered to work at formals. If cleared, they’re good to go but you need to verify this
as they employer.
The original online site that you registered at is now where you log back in to run verification on each employee and
add them to your list of cleared staff.
Go to…

https://wwccheck.ccyp.nsw.gov.au/Employers/Login
Log in and follow the online process to enter the WWCC numbers of each of your cleared employees. The site will then
verify them as genuine and you’re good to go.
The site keeps a list of currently active clearances for you, which is a handy tool when making rosters for formals to
check which staff members are eligible to attend.
THIS IS MANDATORY!
It’s not just a Prom Night Events policy, it’s required by state law. It’s necessary for staff working any event where kids
may attend, including weddings, christenings, bar-mitzvahs, footy club dinners, scouts fundraisers, and all similar
events.
If WWCC laws are not adhered to, and anything goes wrong, the event can be deemed illegal or non-compliant and all
insurances would be instantly void, leaving the property in the firing line for both civil liability exposure, as well as
potential criminal prosecution.

