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Event Pack
Information
Planning Tools
Booking Forms

This pack contains all the information you should need to help plan and run a successful event.  Whether your event is simply a large meeting, talk given by a guest speaker, or a huge celebration, the tools within this pack should help you to identify what you need to do.

Remember that the staff and Officers at Hallam Union are here to support you, and it is recommended that you talk to us about your plans so that we can use our experience from past events to help make yours a success too.
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Overview
When organising an event you should think about what it is going to be for, such as members' social, to raise the profile of the society, to introduce new members, a special occasion or to raise money for the society. Then think about the type of event it is going to be, such as a party, gig, ball, debate, lecture etc that way when you are planning the event it will be easier for the Union to see how organised and relevant it will be for society members and the society as a whole.
The better you plan your event normally the better it will be. Sometimes events fail due to bad organisation, poor marketing and just not selling the events purpose to the society members. A bad event could give the society a poor reputation for such things, so the better you organise yourselves its more than likely that the reputation will follow.
Make sure that you have a decent team planning and organising your event too, and that they know exactly what they are all supposed to be doing. If they are not organised chances are that the event wont be either.
Where to start
You first need to have an idea of what type of event this will be.  Don't be surprised if this changes a bit (or even a lot) when you start scoping it out in more detail.  You should then think about why this event is being organised, and does the idea you have fit with that aim.  For example, if the aim of the event is to promote a particular message to Hallam students, then you need to make sure that the idea you have for the event will enable the message to be put across effectively.
Now that you have an initial idea, you can begin to look at it in more detail.
What does success look like?
Thinking what a successful event might look like during your planning will help you to achieve your aims and build in elements to stop potential issues from arising.  The following steps will help you to do this:
· Imagine the event
Imagine that it is incredibly successful.  See it happening.  See people's reactions afterwards.
· Write a description of the event
What were the key features or qualities that it had?
Who was there, how many people were there?
What were these people doing?
How were other people reacting and what factors made them react that way?
Where was it?
When was it?
Any other important details?  No detail is too small if it contributes to the success of the event.
· "Wouldn't it be great if…"
Complete this sentence in as many ways as you can.
· Write down answers to some further questions
What was the point to the event?  Why was it worth doing it?  What did it achieve?
How could you tell it was successful?
What factors made it successful?
· Imagine the same or a similar event going all wrong, it's boring and a complete disaster
What crucial things were missing?
What features were present that had a bad effect?
What factors, events, things said or done made people react badly?  How can you avoid those actually happening?
If you think carefully about the potential pitfalls and think of ways to prevent these from happening, you're more likely to learn from mistakes without having to physically make them.
You're now well on your way to knowing exactly how you want your event to run.
Permits and Licences
Some activities that you may want to run at your event, or event the event itself may require a licence or permit from the Council.  An event outside is likely to require a Temporary Events Notice, and charity collections often need permits.  A general rule of thumb is that whatever permit/licence you need, you need to apply at least 28 days before the start of the event.  It's best to leave even more time than that so that any issues that may arise can be addressed.
We can help ensure that all the information you need to include is provided, and complete the necessary application forms with you.
Make success happen
Now that you know what you want your event to be like, you need to share the responsibilities of organising it amongst your team.  Make sure that everyone is clear about what they need to do (e.g. that whoever books the venue knows the times that the event is running, but also how long you will need to prepare/decorate it, and that they book enough time).
Have regular meetings as the organising team, where everyone updates on their area of responsibility.  This is particularly useful because everyone can support each other, identify solutions to problems that may arise (e.g. your ideal venue is fully booked, so where can you use instead?), and you can make sure that it is on track to be the success you want it to be.
It would be a good idea to have a meeting with relevant staff and/or Officers at the Union, as well as our Events Committee, once you know what you want to do so that we can offer any additional guidance and support based upon our experience of organising many different events.
Ensuring your event is safe
Once your plans begin to take shape you MUST complete a risk assessment.  This will allow you to see where any potential health and safety hazards are, and you can identify what steps need to be taken to minimise the risks.  It is much easier to do the risk assessment at the same time as the planning and organising, so that you can organise any controls as well. For example, you may need 300 attendees to break even on the cost of the event, and the risk assessment could show that you need to have security staff for that number in your chosen venue.  By identifying this early in the planning, you have time to book security staff for the date of your event.
You should note that all events carry some element of risk, and this should not stop the event from going ahead.  Your risk assessment will show us, your intended audience/guests, the venue and anyone else involved exactly what you have done to reduce the risks as much as possible.
A template risk assessment form is included in this pack, and we may well have some examples from past events that you can refer to for your own assessment.
Getting everything booked
Room booking forms (included in this pack) may be required for events at the HUBS or at the university.  These should be completed with as much notice as possible, to avoid disappointment.
Also included in this pack is a marketing request form, so that we have all the information to help promote your event at the right time to the right people.  This information is passed to our Marketing and Communications Team who can discuss with you any specific requirements you may have.
There may very well be resources you need for your event that we cannot provide at the Union.  However, we can still support you to obtain these items or services.  Included in this pack is an order request form so that we have all the information we need to order these things for you, and have them delivered on time.  You can fill in as many of these forms as you need.

And finally…
We will be happy to answer any questions you may have, and to help resolve any difficulties that may arise.  We look forward to working with you to help make your event the blinding success that you want it to be.  
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Internal Hubs 
Booking Form
)All student and activities requests are subject to the authorisation of Hallam Union Staff - NO booking will be allowed unless the appropriate Staff member has approved your request. Please ensure that this form is signed by them before requesting room hire. Please ensure the details you provide are accurate.
	Club/Society/Group 
	

	Title of Event
	
	Start Time
	

	Date of Event
	
	Finish Time
	

	Organiser Name
	
	Access Time
	

	E-mail Address
	

	Student I.D No.
	
	Tel
	



Help us to save the planet by being specific with your access times.
This will allow us to save energy by reducing our carbon emissions.

	Number Attending: Min
	
	Max
	
	Please give approx number of children under 16
attending event (if applicable)
	



Rooms Required 			   								
	Room Type
	Layout (See attached document for examples)

	Either Pod A, B, C or
The Eye
	

	
	

	
	

	
	



	Description of event (e.g. workshop or talk, and subject)
	 

	Name of speaker(s) and their affiliations
(if applicable)
	



Other Facilities
	Do you require the use of a Union laptop?
	Y/N
	If yes, have you signed the liability sheet?
	Y/N

	Do you require a bar?
	Y/N
	If yes, what times:

	Do you require lighting, sound or a projector?
	Y/N
	If yes, please detail:


	Do you require any tables, chairs or a stage?
	Y/N
	If yes, please state how many and layout in the Room Required section of this form



I have read the guidance notes attached (please tick)  
	Signature:
	
	Committee Position:
	

	Date:
	
	
	



	For all student and activities requests, this section must be signed by the appropriate Staff member before this form is submitted to room bookings.
Please note your booking will not be confirmed without this authorisation. 

Approved by _________________________________

Date _________________________________________
	For Office Use Only - to be completed by room bookings

Approved by_______________________________

Date ____________________________________




Room Booking Guidelines for Students
· If the space is not used at the time of booking the Union reserves the right to cancel future bookings and will then only allow singular bookings at any one time. The person who booked the rooms will be notified by email and phone. If the society improves with future bookings this decision will be reversed at the Union's discretion. 

· Only committee members may book rooms, and contact details must be submitted to the relevant staff member in The Activities Pod.

· Room bookings can be cancelled by the Union at any time and notice will be given to the person who has made the booking via either telephone or email. Where it is necessary to cancel/change a booking, as much notice as possible will be given.

· An internal booking form needs to be completed for every booking and this need to be done through the relevant staff in the Activities Pod.

· In periods of high demand a maximum of 2 hours per session and a maximum of 4 hours per week per society will be allowed to be booked in. This quota system is to allow every society an equal share of Union space. Extra time will be allowed at the Union's discretion.

· If you require a bar or security then you must contact the appropriate person, listed below.  Neither the Conference Administrator nor Activities staff can do this for you.  Booking a room is free of charge to societies, however, use of a bar or security will usually carry an additional charge.


Events - Bar/Security Requirements
If your event is a large scale one-off event, please contact Andrew Farmer (a.farmer@shu.ac.uk or 0114 225 4154), no less than 14 days before the event, with any requirement request.
If you are making a regular booking and you require either a bar or security, please contact Phil Brown for bars (p.a.brown@shu.ac.uk or 0114 225 4893) or Andrew Farmer for security (a.farmer@shu.ac.uk or 0114 225 4154) no less than 7 days before the event.
Please note:  These requests can only be booked through the individuals named.  Staff in the Activities Pod and Reception can not book these in for you.

Room Layouts
Standard room layouts (suggestions only):

1 Conference Style:
Set out in rows with a central aisle – width to accommodate wheelchair access if required.

2 Cabaret Style:
Tables set out with seating up to a maximum of 6 per table. 

3 Classroom Style:
Rows of tables with one seat per table.

4 Boardroom Style:
Rows of tables set out in a rectangular style with seating appropriate to the tables.

Please indicate in the boxes above which layout you prefer and the number of people per room.  If you wish to have your own room layout, please give a detailed description below (or supply on a separate sheet with a diagram if possible).
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If this form does not fit your activity's needs please come and chat to the marketing team to discuss the best way we can help you promote your activity.
	Please give details of your activity:

	What is it?
	

	Who is it aimed at?
	

	When is it?
	

	Where will it be taking place? (if applicable)
	

	How do students take part (book in advance, buy tickets, turn up on the day)
	

	Has this marketing request been approved by an Officer or a member of Hallam Union staff?
	

	What marketing support do you require? 

	Type of support:
	Y/N
	Date material required by:

	Logo design
	
	

	Poster A3
	
	

	Poster- larger than A3* 
	
	

	Flyer*
	
	

	Projector/plasma screen slide
	
	

	Screen Saver
	
	

	Tray Liner
	
	

	Vinyl Banner*
	
	

	Pop-up banner*
	
	

	Press release
	
	

	Clothing design
	
	

	Photography*
	
	

	Other (please state)
	
	

	Distribution: Date to commence by

	Postering
	
	

	Flyering
	
	

	Budgets

	What budget code (if applicable) does the cost need to be allocated to?
	Income/membership Fees 
Budget allocation from the Union 



*These activities incur a cost due to external printing. Also please observe extended deadlines for external print above.


[image: ]                        Society Order Request
Please fill in this form to ensure that we have all the details to complete your order.
	Society name
	

	Contact name and email/phone
	

	Order Details

	Supplier name
	

	Suppliers email address and phone number
	

	Supplier website (if applicable)
	

	What are you ordering?
Include:
Website links
Quantities
Colour preferences
Anything else that we need to know to get the right items
	

	Why are you ordering it?
E.g. for a specific event, replacing existing equipment etc.






	

	When do you need the item(s) delivered by?
	

	Which society account should this be paid from?
(Please tick)
	
    Income & Membership Fees

    Budget from the Union




Please return your completed form to the Activities and Societies Coordinator in the Activities Pod.


[image: your union your choice logo]                                   Societies Risk Assessment

	Activity covered
	
	People affected
	

	Location/venue of activity
	
	
	



	Assessed by 
	
	Position on Committee
	

	Date of assessment
	
	Assessment renewal date
	



Things to think about:

Will your activity be near a body of water?  Consider the likelihood of drowning, hypothermia, disease, access, debris and currents.

Will the weather affect your activity?  Consider adverse weather, heat, light (sunburn/vision), cold, wind (e.g. debris).

Will general lighting or temperature at the venue impact on the activity?

Is any equipment involved in the activity?  Consider storage, electrics, weapons/ammunition, protective clothing/equipment, manual handling, transportation, breakage/damage, falling object, misuse.

Does the venue or location affect the activity?  Consider height/depth/altitude, personal security, confined space, obstructions, ventilation.

Is travel involved?  Consider how to get everyone and everything to/from the location, and the vehicles to be used (if any).

Consider general contact/collision risks such as other people, equipment, surfaces, slips/trips, animals, hazardous substances.

Are there any other risks involved in your activity? Examples could be the use of display screen equipment, repetitive work, noise, fire hazards, and food preparation/provision.


Complete the table below for each aspect of your activity and hazard you have identified.  
C = Hazard Consequence	L =Likelihood	R = Risk Rating (CxL)	Ratings are scored from 1 (low) to 5 (high)
	Activity
	Hazard associated with the activity
	Rating
	Control measures to be taken
	Rating

	
	
	C
	L
	R
	
	C
	L
	R
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