
Event Management Tool Kit
What this tool kit covers: 
· Event Purpose
· What makes an event successful?
· The planning process – The Events Planning Cycle
· Booking venues
· Your responsibilities
· Diversity and Inclusion in your events

The first thing you need to consider when planning an event is why would you want to run the event? The purpose of your event could be to recruit new members, fundraise for your club or for charity. Whatever the purpose of your event is, it could impact how you plan and what kind of activities you want to host.
 Events Can:
· Bring communities together
· Provide non-grant income to support core activities
· Encourage new members to join your club/society
· Encourage collaboration across clubs and societies
· Create amazing, unique and innovative experiences for UWTSD Students

What makes a successful event? 
Consider these questions when thinking about planning your own event:
1. What was the best event you have attended and why? What made it a great event?
2. What is the worst event you have attended and why? Why was it not a success?
Your own experiences of attending events can give you some guidance on what would make your event successful and make people want to attend!








The Planning Process - The Events Planning Cycle

The process of arranging an event is not always easy, and there are lots of different areas you might need to consider. The Events Planning cycle divides the process into 4 sections, which can help to make sure an event is a great success.
1. Planning
2. Promotion
3. At-Event
4. Post-Event
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Planning
Why are you running an event? What Impact do you want to achieve? The planning stage is about working out how to make that Impact happen!
Practical Steps:
· Allocate responsibilities
· Approve Budget if needed
· Secure venue or online platform
· Sponsorship opportunities
· Liaise with key stakeholders
· Consider payment deadlines if appropriate  
· Risk Assessment approval
·  Pre event logistics meeting
· For larger scale events, an event plan will need to be submitted to the Union, which will then will be passed on to estates (POST-COVID) 
· If it is a large scale event, you need to meet with Union Staff at least 8 weeks in advance to support you with the process.

Key Questions
·  What time and date?
· Where?
· What about Finances?
·  How are you going to Promote it?
·  How are you going to make sure it’s safe?
·  What other Logistics do you need to consider?

Promotion
Who are your target audience? How will you encourage them to attend the event, how will you communicate the benefit of them attending the event to achieve your desired impact?
Practical Steps:
·  Create event on Union website
·  Use social media, Facebook etc.
·  Posters and flyers
· Get tickets online; this can be done through the event on our website
· Support from Union Marketing Team
·  Newsletters
· Word of mouth

At Event (in person)
How will you ensure all your planning results in the desired experience for attendees at the event, and thai it deliver the impacts you want to see?
· Event stewards
· Have one designated point of contact
·  Who is ‘in charge’
·  Risk assessment
· Stick to the event plan
· Manage entry and smooth movement of attendees
· Have contingency plans in place
· Remember the event close down
· Take time to experience the event

At Event (online)
· Have two hosts online if needed to monitor the chat or help resolve any access issues
· Monitor chats 
· Designated point of contact if people can’t get onto your event
· Have a plan B in case it goes awry
· Take time to experience it and learn. 

Post Event
How did the event go? What impact did it deliver? What could you have done differently to get a better result for your Club or Society?
· Celebrate success
· Maintain positive relationships
· Settle invoices
· Reconcile budgets
· Gather and analyse feedback
· Respond proactively to any issues that arose
· Post event wash-up meeting
· Would people who attended this event be interested in another event you are running in future?
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Example Event Process


Event Approved
Union liaises with Estates, Security, etc. to review, plan and consider logistics
Equipment required booked in via Union
External suppliers provide required documentation
Risk Assessment submitted and approved by Union
Contact made with any external suppliers
Event Budget and any contracts submitted and approved
Event plan submitted to Union
Venue provisionally secured
Meeting with Union Staff to discuss event
Committee comes up with event idea and divides up responsibilities






























Off Campus Venues
There are lots of great venues out there but they can be expensive and
there are often alternatives within UWTSD; come and ask us for ideas.

· Check and double check contracts, and come and ask us for help
·  What do they expect from you?
·  What can you expect from them?
·  Are these reasonable expectations?
·  Remember – don’t sign any contracts yourself
· Make sure you get a copy of the venue's public liability insurance.
·  You’ll need to risk assess your event off campus, and part of that process is making sure that the venue has their own robust risk assessment in place.


Room Bookings – Union
· We have a number of rooms available in the Union which can be booked for core activities,
· Presidents will receive an email about ‘block booking’ requests in the Summer for Term 1, and then at the end of each term.
· Space is stretched at times so please be flexible, and always turn up for your bookings or cancel well in advance.
· You can request booking one of our bars via our bar managers. 


Room Bookings – UWTSD
· Sometimes the University allows us to book their rooms for core activities
· Presidents should contact their SEA about this to book rooms for each term. 






Your Responsibilities when planning and hosting an event

· Run inclusive events that benefit your members and the wider UWTSD
community
· Act in line with Club and Society Regulations and with due regard for the
welfare of your members, students and staff.
· Ensure all required documentation is submitted in line with the deadlines.
· Come and see us if you need help, and make sure you let us know what
you are planning – we want to support you as much as possible.



Inclusive and Diverse Events
It's important that your society and the events it runs are inclusive and open to all members


Diversity

Listening to the views of your different members and committee will help you to plan events that will be diverse, thereby appealing to the whole of your membership.


Inclusive

Although you need to tailor your events to offer a variety that will appeal to different people, you must still ensure that your events are inclusive to all members. All members are welcome to all events, and it is part of your duty to be friendly and approachable at all events, and to welcome everybody that attends.

Balance

There must be an even balance of events, so the ratio of alcohol to non-alcohol events must be as a minimum 50-50. You can offer fewer alcohol events, but not more than 50% of your full event portfolio. This is important, as it means that you are offering diversity and being inclusive to students who may not want to drink as well as those that do. When you plan your events at the beginning of the year you need to plan a balance of events.

· No segregated events
· Alcohol free socials
· Accessible venues
· Pride in Team UWTSD training
· Fair auditions/trials
· Try to make activity financially viable
· No initiations
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