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Welcome to the 2021–2022 issue of the Hunter Business
Function Guide, an annual special coverage by HBR
to help businesspeople with planning and running a
successful event in the Hunter region.
The function and events sector has been severely
affected by COVID-19 restrictions over the past 18
months and it is always wise to consult with the current
COVID situation when planning events. If you need
advice you can discuss with local venues and event
planners.
The good news is that at the time of going to print you
can still run an event in the Hunter, provided COVID
restrictions and regulations are followed. The local
functions and event sector would be appreciative of
your support.
With the final quarter of 2021 approaching, now is also
the time to start thinking about Christmas functions.
With the challenges facing the function and event
sectors, this edition is smaller than pre-COVID editions
of the Hunter Business Function Guide but still contains
valuable information and contacts.
We hope you find the 2021-2022 Hunter Business
Function Guide a valuable resource for your function
planning for the coming 12 months.
ON THE COVER
Spectacular lighting at Newcastle City Hall function.
Photograph courtesy of Scion Audio and Events
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FUNCTION GUIDE TABLE 2021
Room Capacity
Banquet

1

Theatre

Newcastle

3

Cocktail

Foghorn Brewery

Charlestown

Max Area/M²

Central Leagues Club

Location

Conference
rooms

Venues

336 200 200 160

400 100 80

80

(250) (180) (180)

Fort Scratchley
Historic Site

Newcastle

2

246 200 150 150
(60)

Onsite activities

Roaming microphones, overhead
projector, portable projectors,
whiteboards, wireless internet,
power cords, AV cords, Flip chart,
fully stocked bar in function room,
moveable stage and dancefloor.

Eat at Central BB’s Restaurant
and drink at the bar with happy
hour from 4pm – 6pm Sun – Fri,
2pm – 4pm Sat. Sidelines Cafe,
weekly trivia, bingo Tues 11am.
Ample car parking.

Wireless microphone, wi-fi, data
projector, drop-down screen,
accessible.

Brewery tours & guided tasting.

Data Projector and Screen,
Lectern and Wired Microphone,
Flipchart, Whiteboard and WIFI
* fees apply for additional Audio
Visual.
Onsite caterers:
Fort Scratchley has three
contracted options for on-site
caterers. Please contact our
Newcastle Venues team on
02 4974 2166 to discuss your
catering requirements.

Located at the Fort Scratchley
Historic Site, overlooking the
entrance to Newcastle harbour,
function and event guests can
explore the Fort’s grounds, or
even take a guided tour of the
underground network of tunnels.

Wine tasting, Sports bar, restaurant,
Data projector & screen,
whiteboard, flipcharts, PA systems, swimming pool, alfresco dining.
lectern, WiFi.

Harrigan’s Hunter
Valley

Pokolbin

3

285 250 60

Margan Family
Wines

Broke

2

232 200 170 150

Meet Restaurant

Newcastle

2

480 200 N/A 200 Internet, microphone, speakers,

Mercure Newcastle
Airport

Williamtown

4

104 100 160

80

Data projector and screen, NBN.

Mercure Resort
Hunter Valley
Gardens

Pokolbin

9

255 350 300 170

Nelson Bay Golf Club

Nelson Bay

2

230 200 200 180

Newcastle City Hall
(Numbers are for
Concerts Hall only)

Newcastle

8

150

Facilities

N/A

11

N/A

11

N/A

8

48

2

N/A

5

N/A

7

Gymnasium, Mach One
Restaurant and Bar,
accommodation, car parking.

95

12

Whiteboard, flipcharts and WIFI.

Team Building,Swimming
pool, sauna, spa, tennis court,
Hunter Valley Gym, Heavenly
Hunter Massage.

72

2

2x data projectors and screens
installed, PA system with
handheld mics, FREE WIFI,
stage, dancefloor, dedicated
bar in function room, balcony
overlooking golf course, inhouse caterers, professional
events team, wedding ceremony
site on the course.

Golf, golf clinics/training,
kangaroo tours, team building
activities, 27 hole golf course,
Bluewater Grill Restaurant,
Sports Bar, full gaming facilities,
café/lounge, golf carts, halfway
house on course, fully stocked
Proshop, function room +
boardroom, kids room.

N/A

10

N/A

8

Microphone, PA system,
Whiteboards, Easels, Wireless
internet connection.

projector.

382 500 805 300

Accom. See
rooms page

Data Projector and Screen,
Lectern and Wired Microphone,
Flipchart, Whiteboard and WIFI

Degustation Dining, Wine Tasting
Experiences, Winery & Vineyard
Tours, Garden Tour , Cooking
Class, Vermouth Cocktail Class.
Live music, wine tasting.

N/A

* fees apply for additional Audio
Visual.
For the first time in decades,
City of Newcastle boasts an
in-house catering team at
Newcastle City Hall. Newly
appointed Executive Chef Mark
Rusev is working alongside our
dedicated Food and Beverage
Coordinator and passionate
hospitality team to bring you
exceptional quality dining and
5-star service in one of our
City’s iconic and historic venues.
We strive to support local
providers and showcase the
best in our local produce, with a
philosophy of simple food, done
well and prepared with love.
Our in-house team is here to
ensure a high-quality experience
for you and your guests, with
the optimum level of service and
flexibility available
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FUNCTION GUIDE TABLE 2021
Room Capacity
Banquet

1

Theatre

Newcastle

Cocktail

Newcastle Museum

Max Area/M²

Location

Conference
rooms

Venues

132 120 100 80

Facilities
Data Projector and Screen,
Lectern and Wired Microphone,
Flipchart, Whiteboard and WIFI
* fees apply for additional Audio
Visual.

Onsite activities
Museum.

N/A

Onsite caterers – Newcastle
Museum has four contracted
options for on-site caterers. Please
contact our Newcastle Venues
team on 02 4974 2166 to discuss
your catering requirements.
Newcastle
Racecourse
(Numbers for Track
side Marquee)

Broadmeadow

NOAH’S On The
Beach

Newcastle

5

8

600 800 400 400

380 300 300 280

Accom. See
rooms page

2x Handheld Microphones, TV
access – Av company required to
use TV’s.

Chevals Restaurant.

Lectern, lectern microphone, roving
microphone, Data projector, projector
screen, wireless internet, whiteboard,
flipchart stand.

Restaurant & Cocktail bar.

N/A

91

8

9

3

*During Covid -19 restrictions these numbers could change. Please contact the venues directly to find out adjusted numbers.

S UP P O RT I NG SE RVICE S

The Hunter Region is blessed with a wide variety of organisations that can provide services and expertise to help make your event
be a success.

COMPANY

SERVICES

PAGE

Scion Audio & Events

Audio, visual, staging & event equipment

6

Treat or retreat with your team at award winning
Margan Wines & Restaurant.
Let us tailor a wine and food experience - intimate or grand for your next business event or celebration.
Hunter Valley Winemaker of the Year - 2021
National Good Food Guide – One Chef Hat 2018, 2019, 2020
Top 10 Regional NSW Restaurants – Gourmet Traveller 2015, 2017, 2018
Winner – Excellence in Food Tourism, NSW & Hunter Tourism Awards – Hall of Fame
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PRODUCTION TIPS FOR YOUR NEXT EVENT
Louise Tilman
Scion Audio and Events
When working on any type of event it is imperative
to start the process early. Finding the right production
suppliers will help streamline that process and help
you manage your budget right from the beginning.
A confidence will develop during the planning stage
which will mean reduced stress on the actual day.
In many instances we find that people leave the
technical aspects of their events to the last minute when
this is really where the starting point should be. We ask
our clients to come and sit with us face to face (when
possible) so that we can show them images to match their
visions and actually demonstrate the equipment for them.
This establishes a trust between you and your supplier seeing how they work, meeting their team and being able
to discuss any other areas where they can assist you.
Having one supplier for everything can really make an
event co-ordinators life very easy. A one stop shop that
can not only look after your vision, audio and lighting
but also your theming and styling can in fact save you
money and valuable time. Share as much information
with your suppliers as you can. This way they can be
more creative and more budget conscious.
Once you have found your preferred supplier we
then move on to the quoting process. It is very easy to
just look at the bottom line on a quote but we advise
you to read everything on the page and if you don’t
understand, then ask. Always double check that
everything that you need is on the quote and there is
nothing on the quote that you don’t need. Don’t let the
technical terms bamboozle you!!!
When you are preparing your audio visual
presentations don’t be afraid to ask questions. We
provide a lot of support to our clients when they are
making their presentations. We give them advice

6
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Louise Tillman owns Scion
Audio and Events and has
more than 25 years’ experience
working in the event industry.
Her expertise covers both the
technical and the creative side
of events. She enjoys nothing
more than to work on an event
from its conception to fruition.

that allows them to get it right first time. It is always
recommended to have any presentations or audio files
ready prior to the event so that they can be checked
and tested.
As you get close to the event you should prepare a
comprehensive running sheet that contains info and
timings for everyone involved in the event. For us we
need to be able to see the audio visual, sound and
lighting cues and we are always happy to help our
clients with this. Once we have the running sheet we
can check your timings and make sure that the event
can run smoothly.
On the day of the event most of the hard work has
been done and after a quick technical run through and
sound check you are ready to go.
Creating events is not as easy as it sounds and having
a professional and caring team working with you can
relieve the stress of the entire process. Don’t leave things
to the last moment and use the experience of your
supplier to help guide your through your plans.
For further information contact Scion Audio and Events
at (02) 4961 3733, email scion@scionaudio.com.au or
visit www.scionaudio.com.au

CORPORATE

AT MEET

Looking for an incredible venue in the
heart of Newcastle for your next event?
With a modern industrial atmosphere and
award winning food, Meet is the perfect
location to host your next corporate event.

Packages to suit up to 200 guests
All you can eat churrasco, share plates or canapes
Meat, seafood, vegetarian & vegan options
Affordable drinks packages
Live music or DJ
Event photography
Transportation available

BOOK NOW: 4925 2226

MEET RESTAURANT & BAR

9 Darby Street Newcastle | meet.restaurant | events@meet.restaurant

IN-HOUSE CATERING TEAM AT NEWCASTLE
For the first time in decades, City of Newcastle
boasts an in-house catering team at Newcastle City
Hall. Newly appointed Executive Chef Mark Rusev is
working alongside the dedicated Food and Beverage
Coordinator and passionate hospitality team to bring
exceptional quality dining and 5-star service in one of
our City’s iconic and historic venues.
It is likely you would be familiar with Mark's food without
even knowing it. For the last quarter of a century, he's
fired up the kitchens in a host of local hotels, pubs,
clubs, restaurants and function centres – including City
Hall. After a foray into the beautiful resorts of far North
Queensland and his time spent travelling abroad, the
passionate Novocastrian finds the lure of his hometown
too great to stay away and has found himself in familiar
territory once again.
"It's great to be back at City Hall. I think it's a prestigious
place with so much history and so many great things have
come out of this building over the years," Mark said.
The talented Chef's connection to Newcastle dates
back to the late 1800s, where his Scottish ancestors first
settled in the area now known as Mayfield. He resides in
one of his family’s original homes from this time, which
has been passed down through the generations. He
grew up in a culturally diverse family, with a Greek
maternal grandfather and Macedonian father. Add into
the mix inspiration from his Japanese wife, and it's easy
to see how his passion for ethnically diverse food and
flavours has been cultivated.
Mark's passion for global cuisines has seen him
specialise in traditional Mediterranean, classic
French, Japanese and modern Australian, so you can
anticipate some of these influences making their way
into the new function menus at City Hall. Another thing
you can expect is a dedication to exploring food and
flavours that will appeal to a wide range of people and,
importantly, catering to dietary needs.
"If I can make things like yoghurt from scratch, and
make them gluten free or vegan or preservative free,

Executive Chef Mark Rusev

then more people can enjoy it. And of course, then it's
healthier, natural food – and it's delicious," Mark said.
Mark is a firm believer of sourcing local produce and
ingredients, supporting local companies and using
sustainable seafood. Couple that with a philosophy of
simple food, done well and prepared with love, then
you have all the ingredients for producing a quality
product.
Mark's appointment as in-house Executive Chef
ensures a high-quality experience for all City Hall’s hirers
and their guests, with the optimum level of service and
flexibility available.
With a range of business day events, meetings,
Christmas parties, corporate functions, school formals,
weddings, end-of-life celebrations, live performances
and cocktail parties already in the calendar, don't
delay in contacting the Events Team on (02) 4974 2166
or newcastlevenues@ncc.nsw.gov.au to see how they
can help make your next event a success.

Let our
team
take care
of yours
When the time is right to bring your team together, treat them to 5-star service and
the ambience of the city’s iconic and historic venues, including Newcastle City Hall.
For events of any size and occasion, we are your trusted venue and event partner,
with the space, experience and flexibility to serve you.
newcastlevenues.com.au

8

2021-22 HUNTER BUSINESS FUNCTION GUIDE

SPONSORSHIP

OPPORTUNITIES

GROW YOUR
BUSINESS WITH
SPONSORSHIP!
Elevate your business through sponsorship,
advertising and business networking.

This is a unique way of growing your brand, entertaining
corporate clients and just saying “thanks” to your
dedicated staff. Contact our Sponsorship team today to
put together a package suitable to you and your business!
www.NewcastleRacecourse.com.au

P: 02 4961 1573

MAKING YOUR EVENT A SUCCESS
It can be an arduous task to organise a successful
event, particularly if it is large. The disappointing aspect
for the organiser is that most attendees probably
have no comprehension of how much work has been
involved. Those without function organising experience
often think it is just a matter of booking a venue and
sending out the invitations. The organisers are often not
really thought about unless there is a really big wow
factor or if something major goes wrong.

Initial Planning
The first task is to clearly define what your event is trying
to achieve. Finalise the type of event or function it will
be – launch, networking session, end of year party,
exhibition, seminar, team building etc. Next set the
budget available, including both revenue streams (if
applicable) and expenses. If it is re-run of a similar earlier
event, these stages will be much easier. Make sure to
also have realistic and measurable targets.

Every event is different and will have its own
requirements; however, the following general tips will
help you to achieve a successful event:

Event budget
Set a budget at the start and monitor it as each stage
progresses. It is usually best if you can allocate some
of the budget for unforeseen expenses as these often
occur.

Getting Help
There are a range of local businesses that can help
with your event, from assisting with one aspect (like
catering) to organising almost the entire event.
Even if you gain the services of an event planner, this
does not mean that you will have no responsibilities in
the planning stages. First and foremost you must have
good communications with the planner and ensure
both sides have a clear understanding of the type
of event, its goals and its budget. The event planner
will also require input from you along the way with
necessary information and options requiring a decision.
These should be attended to promptly but with due
consideration. In the end the event planner wants the
event to meet the client’s expectations, so your input is
important and required.

Nelson Bay Golf Club has a 27
hole golf course which is completely
surrounded by native trees and fauna
and has an abundance of wildlife and
purpose-built function facilities.
Nestled by the Tomaree National Park
near the pristine waters of Port
Stephens, the Golf Club is located 2.5hrs
north of Sydney, just 50
minutes north of Newcastle and 30
minutes from Newcastle Airport.
The Club’s facilities are:
• 27 hole golf course
• Bluewater Grill Restaurant with adjoining
kids room
• Boardroom
• Function room with private balcony that can
seat up to 200 people theatre style or 160
people on rounds for a conference with full
day or half day conference packages available
• Professional events team
• Team building activities
• Located right next door to The Landmark
Resort and Mantra Aqua which makes
Nelson Bay Golf Club a complete solution
to your next residential conference or
corporate getaway

A: 57 Dowling St Nelson Bay, NSW, 2315 | T: (02) 4981 1132 | E: reception@nelsonbaygolf.com.au
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Date and venue
Much care must be taken when setting the date and
venue as it is not usually easy to change these. When
considering the date take into account public and
school holidays, other major or competing events, staff
and equipment availability and any other issue that
may restrict the timing.
Risk management
Create a risk management plan and ensure any
appropriate insurance is in place and current. Create
a contingency plan for factors outside of your direct
control on the day.

MAKING YOUR EVENT A SUCCESS
Timeline
Prepare a project timeline with tasks that must
be accomplished by specific dates. These may
include:
• When to announce the event
• Preparation of promotional material
• Selection of caterer and menu
• Selection of entertainment
• Organisation of audio-visual needs
• Selection and confirmation of speakers
• Selection of accommodation
• Organisation of insurance or permits
• Preparation of a contingency plan for the event
• Organisation of transportation
• Organisation of marketing, signage and social
media
• Finalisation of program
• Confirmation of attendees
• Preparation of event material
• Organising set up

At the event
The better the planning and preparation, the better
the chance that all will go smoothly on the day. Often
it won’t go exactly to plan, but most attendees will
be unaware. Try to stay calm, even if there are a few
hiccups, and finally try to enjoy yourself.

After the event
When the event is finished you will need to remove
equipment and possibly rubbish from the venue.
Depending upon the nature of the event, sponsors
and participants may be thanked and possibly given
a questionnaire for feedback. In the days following the
event have a debrief session on the event, covering
the successful aspects as well as those that could have
been improved. If appropriate, a report on the event
can be sent to participants and sponsors. Plans for future
events can also be included.

CONFERENCES
WEDDINGS
EVENTS
5 minutes from Charlestown Square
3 versatile spaces ranging from 6 to 180 people
Free equipment hire
Affordable, tailor made catering packages
Ample parking

RESTAURANT
CENTRAL LEAGUES CLUB
8 Bula Street, Charlestown NSW 2290
(02) 4943 6622 | functions@centralleagues.com.au
www.centralleagues.com.au
2021-22 HUNTER BUSINESS FUNCTION GUIDE
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SELECTING YOUR VENUE
One of the most important decisions when planning a
business event is the venue. Assuming you do not have
suitable in-house facilities, you will likely be faced with a
range of venue options and these must be evaluated
early in the process.
The following are factors to consider when you are
deciding upon the venue for your next event:
(1) Location – The venue should be easy to get to
for participants and attendees. It is usually good to be
located close to most of attendees to minimise travel
time and increase attendance. If you think many will use
public transport then these links should be evaluated. If
most will be driving then close-by parking facilities will be
an important consideration.
(2) Venue suitability – Obviously the venue must be
the right size for your event. If it is too small you will not
have enough room for everything you need as well as
attendees. But if it is too large, it may feel quite dead
and empty.
If the venue is not air-conditioned or is set outdoors
you should consider ventilation or heating options,
particularly if the event is being held in summer or winter.
If extensive setting up is required, such as in an expo,
then ease of access to the venue can be important.
The venue also may need to be available for ample
time before and after the event. Wheelchair and invalid
access may also be a consideration.
(3) Facilities & services – The available facilities and
services provided by a venue can be of major benefit
in the quality of an event, the total cost of an event
and the ease of organisation. Check there is sufficient
chairs and tables (if required). These days’ microphones,
audio visual facilities and internet access are essential
for many functions. If food and drink facilities are not
available, or not available to the desired quality, then
there are a number of excellent caterers available in
the Hunter that can help.
(4) Availability – The venue does of course need to
be available. The earlier the venue is locked away, the
better the chance of having it for your desired time. You
will also have more flexibility in settling on a date if you
start early.

FUNCTION ROOMS
ACCOMMODATION
RESTAURANT & BAR

h9000@accor.com
02 4033 8900
12
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(5) Cost – Cost is always a factor to consider,
particularly if operating on a tight budget but make sure
you are taking all costs into account. For example a
more expensive venue that provides additional facilities
at no charge may well work out cheaper in the long run
than a cheaper venue that provides little and you need
to arrange additional facilities.
(6) Venue staff – The quality of the venue staff is
sometimes overlooked. Good venue staff are a major
help both in the organisational phase and on the actual
event day. Alarm bells should start ringing if you find
them disinterested or they fail to respond to enquiries.
(7) Other help – Don’t be shy to ask other organisations
that have had similar types of events about their
experiences. Event organisers can take away most of
the venue selection work. They also have more detailed
intelligence on possible venues and the range of options
available.

