SOCIETY TRAINING
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EVENTS TRAINING
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What is your favourite event you have
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been to or set-up?



3 stages to an event

1) Planning



1)_Planning_

— what'’s worked well
previously? Ask students opinions?
2) Review
— decide how you would envisage success i.e.
number of attendees?
4) Budget
- existing events, uni calendar, activities team,

external interests, timings
6) Dates



1) Run Sheet - what’s happening, times and who'’s doing what
2) Location -

3) Branding - distribute anything to promote the event e.g. website event

calendar, posters/flyers, social media (link in bios), branding at the event
itself in prominent positions — welcome
4) Equipment

S) Staff — ensure you have enough help and brief them in advance and prior

to the start of event. Mariana and Danielle are always happy to attend.
6) Data Capture




3) Post Event

1) Thankyou’s! — did anyone attend that needs a thankyou?
Speakers? Support?

2) Data Capture -
3) Survey Monkeys — what did people think of the event?
4) Success -

9) Share - shout about what you'’re doing - internally, social
media, website
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-Wheelchair Friendly?
-Short access breaks?

-Quiet Space if loud and long
-Dietary Requirements

-Online access

-Inclusion for students who cannot afford
-Childcare cover

-Transport cover
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Promotion

Instagram :
-Time

SU Newsletter -Contact Information









What is GDPR?

GENERAL
DATA
PROTETCTION
REGULATION

A set of of EU rules on data protection and privacy




DATA

-When students get their free membership from the website
their data will be stored




You can have access to this data but only for:

-Events --> downloading a guest list and tracking attendance

-Confirming membership numbers

THIS DATA MUST BE DESTROYED AFTER USE!

IT MUST NEVER BE USED FOR PERSONAL REASONS




What is a...

86%

s ReC urring Non-rec urring

coftware g servik es

a Electronic,
i L alk

pPrint
]Ul\l\|1=s n for n‘.th'r..un,u ml-ﬂn-_,n..,.-
i ke yE T 3t

aoyl SV

Refer O X
f Oh

(1)

By media we delvt ¢ rnost ¢

7 and iDL h-\nuw "
o l"th."l 1 ¥

bene e TOD”
& 1
wit

" a




--> something with the potential to cause harm e.g. wet floor

-->how likely is the risk to take place? e.g. small puddle or big puddie

3) RISK RATING --> the level of risk before appropriate controls have been put in place

--> how to help reduce this risk? Put out wet floor signs

--> even with controls in place, what risks remain?



Risk Assessment Form

Who might be harmed wWhat are you doing already? i itigati What further action is necessary?
and frow?




Risk Rating

Appendix B— Risk Criteria & Matrix

Range | Descriptor Risk Likelihood

Likely The risk is likely to happen within the next 3 months or is
occurring at the present

Probable The risk could probably occur within the next 3 — 12 months

Possible The risk could possibly occur at least once every 1 to 3 years

Remote The risk is remote and may do so within the next 3 to 10
years 3
Improbable The risk is extremely unlikely to occur, but may do so in at Likelihood
least 10 years’ time

Actions needed at each risk rating

Fundamental Unacceptable level of risk exposure which requires immediate
corrective action to be taken

Major Unacceptable level of risk exposure that requires constant active

monitoring, and measures to be put in place to reduce risk exposure.

Moderate number of injuries — not life threatening Significant 10-14 | Acceptable level of risk exposure subject to regular active monitoring

measures

Minor injuries affecting relatively small numbers of individuals Moderate 4-9 Acceptable level of risk exposure subject to regular passive monitoring

measures

Affects very small number of individuals, only superficial injuries Minor Acceptable level of risk exposure subject to periodic passive

monitoring measures

Risk Impact

Multiple fatalities and/or injury

Individual fatalities and/or serious injuries
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Food & Drink at Events

o List of allergens must be displayed

* Understand the allergy requirements of your guests

* No re-heating of food

* NO alcohol can be sold at society events

* |f alcohol is required an SU staff member must be
present



GRANT FUNDING

* |f you want funding you must complete a grant
funding form
* Sending to Mariana and | - we will then approve



Exam season is coming up and you have been given £75 to plan an event.
What do you plan?







