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OVERVIEW: WHO ARE
YOUR STUDENTS’ UNION?

Led by students, we’re here to help you get
the best from your university experience.
Think of us as your voice, your community
and your support network during your time
at Kingston Uni.

As a member, you can:
KINGsTQ)

« Join a diverse range of sports clubs and Kihgy = Skt

= hvggy

societies

« Get support and advice for any
challenges you face

« Elect brilliant student officers to lead
and represent your views

« Be part of our biggest and best
Freshers’ Week yet

« Take part in campaigns, initiatives and
exciting activities

PHONE NO. 0208 417 2000
STUDENTSUNION@KINGSTON.AC.UK GENERAL

SOCIETIE SOCIETIES@KINGSTON.AC.UK
MAIN BUILDING, PENRHYN OUR OFFICE
ROAD CAMPUS, KT12EE




WHY RUN EVENTS?

COMMUNITY BUILDING

Events are a fantastic way for students
to find and build community at
University, particularly at the beginning
of term. It is a great way for student
groups to grow membership, and for
incoming students to find others that
share their interests or skills.

AWARENESS RAISING

Not every event you run may be for profit and
running events to raise awareness for a cause

represe ntative.

A)u

Events can be a great way of bringing attention to an important
\‘Y
cause, or giving a platform to a guest speakeiysucﬁ as a.n.J\lGO e

Whether you’re looking to raise funds
for your own student group or
supporting a charity/organisation,
events can be a fantastic way of giving
back to your community, and giving
your members a brilliant experience.

you mlgfic%fﬂ £
close toyou. e
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WHO IS YOUR TARGET
AUDIENCE?

WHO IS ATTENDING?

You might consider whether your event is:

Members-Only: Only those registered to the student group
can attend. You should aim to run at least 3 events a month
for your members!

General Admission: Open to the general public, not just for
KU students. This is great for showcases and fundraisers
but you’ll need to log all attendee names & contact details.

Students-Only: Open to the wider student population,
great for growing membership.




WHO IS YOUR TARGET

AUDIENCE?

Accessibility
& Inclusivity

Making your event accessible and inclusive to
Kingston students should be at the forefront
of all event planning. This should also be
advertised to your attendees before the
event starts. Here are a few things to
consider:

Venue

Does your venue have step-free access/access
to a lift?

Have accessible parking/transport options
Have accessible and gender-neutral toilets
Have changing facilities for those who may be
attending with young children

Have loud music

Will be low-lit or contain flashing lights

Will be on uneven ground (e.g. grass)

Will be outdoors & not under cover

Catering
Caters to religious/cultural dietary
restrictions (eg. Halal, Kosher, Vegan)
Food service times in line with fasting

schedules (eg. Ramadan, Lent)
Food is prepared safely and allergy

information is accounted for (e.g. gluten
free, nut allergies).

Food is clearly labelled and attendees are
informed of any potential allergens

Promotion

Have you included alternative text
(alt text) in your social media
captions?

Are any promotional videos
captioned?

Is your event clearly labelled with
key information? (Venue, timings,
price)

Offers contact details for attendees
to get in touch re. any questions and
concerns



HOW DO YOU REACH

Welcome Fair! Sign yourself up for a Freshers’ Fair stall to help
build membership and promote events you have coming up face to
face. You can also create a mailing list for students to sign up for
updates from you.

Social Media Presence! Promote your events through social media
channels, and stories. Don’t forget to tag @kingstonsocieties /
@kingstonuniversitysport / @kingstonstudents to have any
promotional content shared by your SU.

KSU Website! Upload your event to the Students’ Union Website,
where it will be displayed under the ‘What’s On’ page.

Print posters to be stamped (by the SU) and put up around
University campuses, or share your graphics with us to go on our
digiscreens. Please note: you will need to cover your own printing
costs

Contact faculty/lecturers and ask them to

share out to students, lots are very happy to

help! K%W f'}%tt
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VENUE IDEAS

Consider where you would like your event to be held. There are so many great
places both in and around Kingston that are definitely worth having a look at.
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Stuck on what kind of events you'd like to run? Here are some ideas to get
you started!
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LET’S TALK CASH

The 75% Rule

It’s important that you don’t lose any money running your event, as the
Union can’t allow your student group to go into debt. We encourage you
to use the 75% rule when planning an event - your budget should break
even (cover all costs) at 75% of the capacity.

For example, if you’re running an event for 100 people, you shouldn’t
lose money if you only sell 75% of tickets. The remaining 25% will then
be profit.



LET’S TALK CASH: VAT

VAT

Don’t forget that goods and services in the UK are

subject to VAT (Value Added Tax).

This includes income from ticket sales. This can
drastically affect your budget, so make sure you r _ﬂ
keep this mind during the planning stage. =

Always check if this is included when you’re given

quotes, as it may come as a nasty surprise if this is j | ;

added on afterwards!

-

The standard rate for VAT in the UK is
20% but you will need to check for each
item.

This includes décor, catering and
equipment!

When putting up tickets for your event,
be sure to factor in 20% VAT. This may
mean adding on 20% to the price of
your ticket to cover yourselves from the
amount of tax that will be reduced from

your overall income.

IMPORTANT: Membership prices are
also taxed so add 20% to the amount

T f " IF YOU'RE UNSURE OF

WHETHER SOMETHING
HAS VAT, BE SURE TO
RESEARCH FIRST!

GROSS = This is the number before
tax has been deducted

NET = This is the final number you
are left with after tax has been
deducted.

WAY TO REMEMBER: ‘Nothing but
Net’




BUDGET EXAMPLE

Here is an example of a budget for a society games night.
Your society has £100 in it’s account to spend on this event.

Cost
Quiz Prizes £30
Food & Snacks £50
Decor £15
Printing of Quiz Answer Sheets £5
Total £100
Number of Income -
Cost of Number of . |
. . . Tickets to sell Expenditure
event to Ticket Price Tickets to sell
(75% Capacity) (100% = Total
run PLApACEY Capacity) Profit/Loss
£100 £1 100 125
Total £100 £125 +£25
Profit




HOW TO PUT YOUR
EVENTS UP ON THE

WEBSITE ™=I°CLE;

Events
Create and manage events

Log in to your admin site on the KSU website. Click the pen symbol
in the top right corner. Select ‘Events’ on the admin tools page and

select ‘add new event’.

Add your event title, description, timings, location and dates. Try to
be as detailed as possible about what people should expect at the
event. If you’ll be adding tickets, be clear about what the ticket
includes and if students are required to bring anything eg. 18+ ID.

Add your event image (208 x 220 px). Try not to out too much text
on this as it becomes hard to read. Try to put your student group
logo on all event thumbnails.

Set the time and dates you would like your event to go live on the
website and how long you would like it up there for.

Press ‘Save Event(s)’ and check the KSU
website to make sure it has gone live.

"' Kin%ston
Students’
A‘ ‘ Union




TICKETING

Tickets can be sold ONLY:

« In person, using our bookable card readers

« Through the Union website
You must not use external ticketing sites for your events, and all ticket
money must be paid in to the Union before you make purchases.

1.Create an Event: Go to the admin tools page and select 'Events' to add a
new event. Fill in the event details, including name, timings, and
description.

2.Add Ticket Options: Select 'Tickets' on the admin tools page, then add
tickets to your event. Choose the ticket type (‘General’, 'Students’,
'Members'), set the price, sales period, and sales limits.

3.Save and Track Sales: Once saved, the ticket will appear in the products
section of your club page. You can track sales and attendees through
sales and purchasers reports.


https://www.bing.com/ck/a?!&&p=02de655ca5f883d4610c7d460bc612ab3e00e7554334fee6737dc9674e3a76efJmltdHM9MTc3MTU0NTYwMA&ptn=3&ver=2&hsh=4&fclid=1b8e2cd8-9653-6ec7-3ccd-3a6597926f0c&u=a1aHR0cHM6Ly9rbm93bGVkZ2UudWttc2wuY29tLw&ntb=1
https://www.bing.com/ck/a?!&&p=02de655ca5f883d4610c7d460bc612ab3e00e7554334fee6737dc9674e3a76efJmltdHM9MTc3MTU0NTYwMA&ptn=3&ver=2&hsh=4&fclid=1b8e2cd8-9653-6ec7-3ccd-3a6597926f0c&u=a1aHR0cHM6Ly9rbm93bGVkZ2UudWttc2wuY29tLw&ntb=1
https://www.bing.com/ck/a?!&&p=02de655ca5f883d4610c7d460bc612ab3e00e7554334fee6737dc9674e3a76efJmltdHM9MTc3MTU0NTYwMA&ptn=3&ver=2&hsh=4&fclid=1b8e2cd8-9653-6ec7-3ccd-3a6597926f0c&u=a1aHR0cHM6Ly9rbm93bGVkZ2UudWttc2wuY29tLw&ntb=1

HOW DO YOU REACH YOUR

TARGET AUDIENCE?

A d e o D ° TRY THE FREE TOOLS
& ON CANVA OR ADOBE

ve rtISI ng eSIgn EXPRESS TO CREATE
YOUR DESIGNS!

LOGOS

Avoid using over-stylized fonts on your
promotion as it can be difficult to read.
Opt for clear, bold and simple text.

Ensure your logo is a high-quality image
and try not to stretch it. The primary
placements of the logo are at the bottom

Kingston

Stiidgints; or top left of a document.

Union

COLOURS & FONTS

Choose high contrast colours and avoid
layering two light colours or two dark
colours over one another as it becomes
difficult to read

Avoid using over-stylized fonts on your

promotion as it can be difficult to read.
Opt for clear, bold and simple text

PHOTOS & IMAGERY

Avoid skewing and stretching photos
when adding them to your promotional
content. Save your photos as PNG or
JPG for high quality.

Choose photographs that are reflective

of your event
"' Kin%ston
Students’
A‘ ‘ Union




ASSESSMENTS

Not only are risk assessments incredibly
important for ensuring your event is safe
and compliant, but it is also a legal
requirement so it’s completion is non-
negotiable. It also ensures all of your
members and attendees are covered by
the SU Insurance Policy.

A useful place to start is doing a walk
through of your event from set up to
packing down and write each element as a
hazard (e.g. risk of injury from setting up
equipment, cables as a trip hazard, dealing
with attendees, packing down in busy
spaces etc). Your risk assessment form
can be found in the ‘Committee Hub’
section of KSU website under ‘Running an

Event’. SEVERITY

1 : 3

LIKELIHOOD

FORM MUST BE
SUBMITTED 3
WEEKS BEFORE
EVENT!




RISK ASSESSMENT
EXAMPLE

Who Risk
Hazards . . - .
identified might be Measures in Place Likelihood Severity Rating
identifie harmed? (LxS)

Fire extinguishers are
available in all KU buildings.
Fire exits are clearly
signposted and event

Fire Al organisers are aware of 1 5 5
nearest fire evacuation
points. Event organisers are
aware to call campus security
in an emergency.

Identify appropriate access
points avoiding public

tris:sp::l 0 thoroughfares where 3 1 3
falls All possible. Tape down any
cables and move and ohjects
from paths.
Monitor flow of attendance in
overcrondl busy areas. Event is ticketed
ng All event to limit attendance and 2 3 6

the potential for
overcrowding.




FOOD AND
CATERING

l

Risks & Safety .;:;“'" ":ir'f;;; iy i?&f’&“f%

We know that food is a central part of events
at Kingston, whether that be a fundraising
stall, event catering or tea and biscuits for a
coffee morning. We want to make sure that
any event involving food is managed safely
and hazards are eliminated.

Any event involving food and beverages must
be covered by a risk assessment. This is a
legal requirement, and ensures that you are
covered in the instance that something goes
wrong. Here are some things to add to your
risk assessments and ways to reduce risk.

Allergens
All allergens must be labelled correctly and
clearly signposted for students to view Choking
before they consume the food item. Have you familiarised yourselves
The 14 key allergens recognised by the with the local emergency procedures
UK/EU are: eg. Calling 999?
gluten, milk, eggs, peanuts, tree nuts, soy, Do you have a first aider on hand at
fish, shellfish, sesame, celery, mustard, your event?
lupin, and sulphites Is there a water point accessible to

your event?
We suggest: You opt to go for pre-
packaged individually wrapped goods, such
as chocolate bars which have all allergens
labelled clearly. This also reduced your
chances of cross contamination.



FOOD AND
CATERING

Cross-Contamination
We suggest:

Food to be left in packaging as long as
possible, and if the event is outside, not in
direct sunlight for too long.

Food to be stored separately from other
sources of contamination (e.g. keeping
your food away from raw meat)

Food to be stored in accordance with
manufacturer’s guidelines, for example
refrigerating food items.

Using separate utensils for serving food
(eg. Vegetarian, Meat, Gluten-Free)

Any food handlers must observe good
hygiene practices, for example washing
hands, tying up hair when serving food,
and not touching your face.

ALL FOODS SERVED AT EVENTS MUST BE SAFE TO EAT AT ROOM TEMPERATURE

Refrigerating & Heating

) ) Anyone who may be looking to cater their
Refrigeration temperature must be

between 0°C and 5°C events using home-made goods must obtain
The recommended temperature to a Level 2 Food Hygiene Certificate. This
hold hot food is 63°C or above. ensures all food is produced to a safe
Anything below this may increase standard. Please use this link to obtain the

the risk for harmful bacteria to grow
rapidly and cause food poisoning.
High-risk foods such as rice are not
to be reheated

certificate - Level 2 Food Safety and
Hygiene Course + Certificate

~
~
~
~
~
N
N
N
N\
N\
3
n
~
N
N
h
N



https://food-safety.org.uk/courses/
https://food-safety.org.uk/courses/

* *

HOWTOMAKE YOUR |==sslss
Fairtrade

University

EVENTS SUSTAINABLE i

Events as an industry is not always the most sustainable. From
décor to catering, there is the potential to generate a lot of
wastage. However, there are things you can be doing to make
climate-conscious choices when running your events.

Here are some suggestions:

Shop sustainably and try to use local businesses or buying
Fairtrade products instead of ordering from large corporations

Reducing your use of single-use products and opting for reusable
options, such as cutlery and plates. If this isn’t possible, opt for
biodegradable options.

Go Digital! Reduce the amount of printed materials in your event

. (4
marketing. ?ff; ¢

Avoid wastage by planning accordingly and not overbuying for your
event (eg. food).

Consider transportation to your event, and encourage attendees to
carpool or take public transport where possible.

Make use of campus facilities, such as using water points instead of bottled water, and
making use of the recycling bins on campus. The waste should be segregated correctly
(eg. Paper & Card, Food Waste, General) to ensure things can be recycled correctly.

REMEMBER THE 4 ‘R’s

REFUSE Do you really need the item? Is it a necessity for your event?

REDUCE Can you reduce the impact of the product by shopping sustainable items?

REUSE Does KSU have this item you can borrow? Can you buy reusable items eg.
tablecloths

RECYCLE Can it be recycled? If not, can you find another option?



BOOKING A ROOM/STALL BOOKING RESOURCES

You cannot use a room on campus Within the Event Proposal Form is a
without the appropriate room booking. section on booking equipment. This
It is best to give two weeks' notice includes card readers, speakers and
when booking spaces as they can microphones.

quickly become unavailable whether ~ For one-off events, KUSCO can move
that is because another student group the furniture but you need to give us

wants it or a lecturer books it. two weeks notice.

BOOKING REQUEST FORM

You must complete a booking request  please note: To book KU rooms
form (found in the Committee Hub in outside of 9am_9pm, please contact

the Event Proposal Form) in order for societies@kingston.ac.uk /

the SU to book a room on your behalf.  gportsclubs@kingston.ac.uk as the

This is subject to approval by both the  pyilding will need to be unlocked by
Students’ Union and Uni. You will be campus security

informed of your booking status via

email.




ROOMS &
RESOURCES: THE
RULES AND REGS

BOOKING ROOMS IS A PRIVILEGE

We currently have a really good relationship
with timetabling, and the rooms you book are
University property. If you’re moving
furniture, put it back! Keep noise levels to a
minimum, and don’t eat or drink in the
rooms. If you’re found to be disrespecting the
space, your student group will be put on a
ban from booking and we might not be able to
book these as an SU in future. Don’t be the
ones to ruin it for everyone else.

NO-SHOWS

Rooms and resources are a well-sought after
at the University. If you are unable to attend
the booking, or no longer need the
room/resource, please let us know ASAP. This
is so the space or equipment can be
redistributed to other student groups or
University staff who are wanting to use the
space.

If you no-show, rooming will know.




ROOMS &
RESOURCES: THE
RULES AND REGS

ANY DAMAGED/LOST EQUIPMENT WILL BE
REPLACED FROM YOUR STUDENT GROUP
BUDGET

BE SMART WHEN BOOKING

Not every room is going to be appropriate
for the event you are running. Consider
room size and predicted attendee numbers,
which will help ensure you don’t over/under
book. Give yourself plenty of booking time
to set up and pack down after your event.

LOOK AFTER EQUIPMENT
All equipment you book is property of the

Students’ Union and must be treated with
respect. If anyone is found to be misusing or
breaking equipment, your student group can
be put on a ban from booking. The
University requires any external electrical
equipment to be PAT tested when used in
University spaces.




GUEST SPEAKERS

Your event may include the
attendance of a guest speaker. This
may include any of the following
types of individuals, but also means
the attendance of anyone who is
not a current Kingston University
student or staff member.

You will need to fill out a Guest
Speaker Request form (found in the
Event Proposal Form in the
committee hub) 3 weeks prior to
your event for approval, before your
event can go ahead.

This process is important to ensure your
event is run safely, and that we have sufficient
provisions in place to support high-profile or
‘controversial’ speakers. You also must
provide this information to ensure that we
have attendance records in the instance of an
accident or incident.

APPLICATION FORM
MUST BE
SUBMITTED 3
WEEKS BEFORE
EVENT!

POLITICAL/RELIGIOUS SPEAKERS

Event Proposal Form
T i 5 -

External Speaker Form

e o ot ot *
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STAGE 1: EVENT PLANNING

+~~ DECIDED WHO YOU ARE RUNNING THE EVENT FOR & WHAT THE PURPOSE IS

+~ CONSIDERED WHAT RESOURCES/FUNDING YOU HAVE & WHAT YOU WILL BE NEEDING

+ MADE A BUDGET OF HOW MUCH YOU ARE EXPECTING TO SPEND AND HOW YOU WILL
COVER COSTS (IF YOU ARE LOOKING TO MAKE A PROFIT)

+ SOURCED A VENUE/ BOOKED A ROOM FOR YOUR EVENT AND BOOKED ANY

NECESSARY EQUIPMENT
+~ COMPLETED ALL NECESSARY RISK ASSESSMENT AND EXTERNAL SPEAKER FORMS

STAGE 2: EVENT PROMOTION

+~ UPLOADED THE EVENT TO THE KSU WEBSITE

+ CREATED POSTERS AND SOCIAL MEDIA CONTENT TO PROMOTE YOUR EVENT

 CONTACTED THE UNION AND FACULTY TO HELP SHARE YOUR POSTS

v GOT UP T0 20 POSTERS PRINTED AND STAMPED BY THE SU OFFICE, THAT CAN BE
PUT ON NOTICE BOARDS AROUND THE UNIVERSITY CAMPUS

+~ CONTACTED OTHER SOCIETIES TO ASK IF THEY WOULD SHARE ANY POSTERS FOR
You

STAGE 3: EVENT
SET-UP

WRITTEN A TIMELINE FOR WHAT
WILL HAPPEN ON THE EVENT DAY
(ARRIVAL, SET-UP, DOORS OPEN,
END OF EVENT, PACKDOWN).

v DELEGATED ON-THE-DAY ROLES
TO SOCIETY MEMBERS, YOU WILL
NEED MORE THAN ONE PERSON!

+ GIVEN YOURSELF PLENTY OF
TIME FOR SET UP, FOR SMALLER
EVENTS AT LEAST 45 MINUTES
AND FOR LARGER EVENTS 2-3
HOURS MINIMUM
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” GET IN TOUCH.
PHONE NO. 0208 417 9000

STUDENTSUNION@KINGSTON.AC.UK GENERAI.
WEBSITE HTTPS://KINGSTONSTUDENTS.NET
sporscLuss@kinasTon.acuk  SPORTS

| . SOCIETIES scceneseiinesTon.ac.ux
.' ,' "%, MAIN BUILDING, PENRHYN ROAD
o e CAMPUS, KT1 2EE OUR OFFICE
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