Meeting
room
layouts

events with an edge

Theatre
set up
Theatre style, a mimic of the seating structure you find in theatres, is ideal
for group presentations, lectures, plenary and keynote speeches of any
size. The set up consists of chairs in rows facing either a stage, panel table
or podium at the front of the room.
As a result, this best utilised when extensive notetaking is not necessary
for any attendees. The chairs can be set up in a variety of ways including
straight-horizontal, herringbone or semi-circular.
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Cabaret
set up
This room layout traditionally usually involves using 5ft or 6ft trestle
tables, or half-moons when venues have them. Chairs are strategically
placed around the back and sides of the table, removing any from the
front. This provides a workspace from which the attendees can take notes.
All attendees face the same direction towards the presentation area.
A modern take on the Classroom set up, this is one of the most commonly
used room layouts, however it does take up a significant amount of space.
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Classroom
set up
Similar to theatre, this particular set up is ideal for events involving teaching,
testing, or meetings where participants will be writing or requiring space
for their laptops.
This setup consists of trestle tables and can vary on the number of chairs
per row, and involves creating aisles and rows. The stage and presentation
area is at the front with all tables facing the same direction.

www.hippoevents.co.uk

4 of 10

events with an edge

Boardroom
set up
Often used for board meetings and smaller group sizes, the boardroom
layout involves a larger, elongated table where attendees are sat on all
sides, unless there is a particular presentation area. Venue boardroom
tables can either be a combination of trestle tables or a fixed table within
the room.
Providing a more intimate feel where each participant needs to see each
other’s faces, most boardroom set ups are used when requiring discussions
or collaboration between attendees.
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U-shape
set up
Although similar to the boardroom style set up, as the name suggests this
room layout is configured in the shape of the letter U. Chairs are positioned
around the outer sides, facing inwards to create a natural presenting area
within the room.
U-shape generally lends itself to facilitating discussion with participants
facing each other and is ideal for seminars and group meetings with
presentations to smaller group sizes.
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Hollow square
set up
Again similar to a boardroom set up, this layout is often used for larger
groups, usually up to ca. 40 pax.
It lends itself to a panel session where all attendees are able to see the
panel seated on one side, or where there is a group leader involved
requiring each individual needing to see the persons presenting or leading
the discussion.
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Banquet
set up
A banquet layout is often found during more formal occasions, such as
gala dinners or weddings. The guests are seated around the circumference
of the table, facing inwards. Tables are often 4ft (6-8 pax), 5ft (8-10 pax) or
6ft (10-12 pax) in circumference, or a combination of these, depending on
the space within the room.
This layout is best used when there is no speaking element to an event as
some guests would have their back to the presentation area.
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Dinner dance
set up
Utilised in the same fashion as a banqueting set up, the dinner dance layout
includes a dancefloor. Used for evening functions, tables often surround
the dance floor, wherever it may be positioned.
It is not uncommon for venues to suggest placing tables on the dance floor
during food service, and removing these tables when the dancing begins
in order to maximise the seated capacity within the room.
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An event by Hippo is
more than just a gathering.
Our events are bold they engage and deliver.
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