Guidelines for hosting Fence Meetings 
 
First of all thank you so much for offering to Host a Fence Meeting.
 
Invitations

It is important that the Host drafts and issues invitations, jointly with Jonathan and The Fence, to potential participants as they can then sometimes use this to gain local assistance towards costs. Deadline: as soon as possible to give participants maximum time.
 
Fence Meetings typically attract between 15 and 50 participants. It’s good to have a rough figure in mind…
 
Accommodation

Ideally everyone should be accommodated together.
Hotels or bed-and-breakfasts are preferable.
Accommodation must be the minimum provided by the Host.
 
Activity and Schedule

The schedule should include:
· Time to meet ourselves 
· Opportunity to engage with the host culture, and learn about the landscape for playwriting 
· Time to make scratch work among and for ourselves 
· Opportunity to see performances together 
· Time for future planning
Experience shows it is a good idea to leave at least one half day free of formal meetings for participants to explore local culture.
 
If there has to be a public presentation, this needs to be agreed specially and fully prepared for before the meeting. This includes any scripts, translations, casting. We should not conflate or confuse our own improvised readings (scratch nights) with public events.
 
Meetings typically last 5 days, but that can vary a little either side.
We need to be aware that not every participant will be present for the whole Meeting.
 
Language

The working language of The Fence is English. If a meeting is going to need to be significantly in another language the Host needs to liaise with Jonathan to ensure adequate provision for translation.

Reporting

The Host is asked to also liaise with Jonathan on ensuring that there is some form of reflection on the Meeting, in words and images, for the website, facebook and partners & funders

Travel

Ideally travel costs should be met by the Host, but they must sometimes be borne by participants.
 
The details of travel arrangements need to be clearly co-ordinated so that all participants share arrival and departure dates and times.
 
Transport

Transport to where we meet, stay and eat needs providing unless public transport is very clearly and regularly available.
 
Meals

Ideally meals should be provided. Sometimes this cost must be borne in part by Fence participants. It should be possible for everyone to eat together. Lunch should be 90 minutes minimum.
 
Partnerships

When we are working with local partners and funders, we need to be clear in advance what the expectations are from all sides, with the Hosts and any local Fencer organisers liaising directly with Jonathan as Fence Director. The Fence will then relay expectations to all Meeting Participants.
 
Fence membership

Immediately following a Fence Meeting, Hosts should discuss with Jonathan their reflections on whom among those we have met locally we might invite to join future Meetings. Other Meeting participants are welcome to share their thoughts on this.
 
Communication

The more the better, via the website, facebook group and email Liaison with and through Jonathan 
 
