Event Checklist

For Careers

Staff Running
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Employer Liaison Specialist Group

For Anybody Working in Higher Education Careers Services Who Are

Involved or Interested in Employer Liaison Work.
Careers Services have traditionally held careers fairs for their students and increasingly more and more fairs and other events are being introduced nationally to reflect the changing needs of Careers Service stakeholders. Inevitably there has been an increase in the number of Careers staff involved in organising events and with this in mind the Employer Liaison Specialist Group (ELSG) has produced this checklist.  
This document aims to give Careers staff a useful guide to organising events, further highlighting the wide range of issues and activities involved in planning and implementing fairs and events.  The activities are listed in order of how they should ideally be carried out; you may wish to use this as a guide when planning and agreeing deadlines for your event. 
This document has been written with the best intentions and is designed for Careers staff, to be used as a guide only and not the definitive resolve to organising events.  Whether you choose to use this checklist fully, take bits, or read them and move on, we only hope that you find it informative.
	
	Activity
	Notes


	Planning
	· Develop your event idea


	Events generally evolve from discussions about student & employer feedback and the need to generate income for your Careers Service.

You should choose your event carefully and match the type of event to your customers needs, carefully considering its purpose, target audience, time of year, duration and location.  Decide what, why, when, where, whom and how early. Start your planning immediately, establish objectives and set deadlines.  Also agree the overall format for your events – exhibition, talks, workshops, drop-ins etc, as well as any additional activity leading up to or following the event. 
Also consider whether the event will be free to visitors or charged for and how you will manage this.


	Planning
	· Form a planning team


	Select a planning team who have the skills, knowledge and expertise to deliver the event.  Keep this group to a manageable size, share responsibilities and tasks and ensure that there are open lines of communication and that everyone understands their role. Your team should be well organised with clearly defined roles and responsibilities.  Determine which staff will be involved, keeping the structure simple and easy to manage.  Nominate a lead person to keep a track of all tasks – what has been done, what is outstanding, who needs to do it and by when.  Allow plenty of time to organise your event.


	Planning


	· Produce a planning schedule or timetable of activities


	Clearly define the activities to be undertaken so as to deliver your event successfully (as outlined within this document) and allocate responsibility for specific tasks and activities to the planning team.  Schedule meetings for the planning team to regularly review progress towards the event.

	Finance
	· Establish funds available, costs and pricing


	Identify suitable funding for this event – this may come from within your Service or from commercial sponsorship. Obtain realistic quotes for the cost of running your event and use these to help prepare your budget and determine your pricing structure (pricing for exhibitors).  Budgeting is vital to ensure that anticipated income and expenditure are realistic and achievable.



	Permissions
	· Establish whether you require permission


	Check with your Service, University, Venue or Local Authority if there are any licences, permits or regulations that will apply to your event.  For a first event you may find it useful to contact organisations who have run similar events and ask about their experiences.



	Planning
	· Research and set a date for your event

	Avoid any possible conflicts with other similar events, locally or nationally who could be targeting the same audience (students and employers) as you. 


	Planning
	· Identify a suitable venue for your event


	Choose a suitable venue and visit the site ahead of booking it.  The venue facilities and service should be suitable for your event and meet your requirements – think through what you need and ensure that it meets health & safety requirements; access for people with disabilities; adequate space for all activities on the day; parking; adequate services such as water, electric, gas; toilet provision; availability of dates; cost of hiring venue and what’s included as well as any restrictions on selecting further suppliers for catering or equipment.



	Permissions
	· Check for any legal obligations


	The Event Organiser will typically have legal liability for the event and should check policies are in place for any cancellations you and/or your exhibitors; visitors/exhibitors with disabilities; risk assessments etc.  Check that your event complies with any relevant legal requirements. 



	Planning
	· Risk assessment


	As an Event Organiser you should perform a risk assessment – as a duty of care to all the events stakeholders.  You must address potential risks prior to the event and plan for them whilst further obtaining public liability insurance or confirming whether or not this is covered by your University or Venue.  

	Planning
	· Health/safety and security


	Check with your Service, University or Venue if they have a Health & Safety policy and how this will impact on your event; seek advice on any practical hints or tips for on the day.


	Planning
	· Transport requirements and    

      control

	Parking at events is almost always problematic and can be the cause of many complaints from employers and visitors alike.  Be prepared for this by considering in advance where everyone might park and by identifying suitable parking sites or alternative means of transport.  Publicise all options, where appropriate, through your employer and student marketing. If necessary liaise with the local Council/Highways for their support and produce useful signage in advance.



	Planning
	· Exhibitor deliveries and couriers


	You will have exhibitors, their ‘set-up’ companies and couriers all likely to have supplies to be delivered to your event.  Consider how best to manage these and once again think about parking as well as student porters, lift access, moving heavy goods and storage.
Also consider how your own supplies will be delivered to and from the event.



	Planning
	· Emergency plans


	Check with your Service, University or Venue how they handle emergency situations, covering points such as evacuation, on-site fire equipment, emergency phone, medical room, first aid and how to communicate emergency situations to visitors.  Consider potential emergencies and plan for them.



	Planning
	· Emergency Services (if applicable)


	Depending on the size, nature of your event and whether or not it is held within your University you may wish to consider making contact with the emergency services for further advice and guidance.  Alternatively, you should have first aid cover at your event - a member of your Service, University or Venue’s staff. 



	Finance
	· Open and manage the event account 


	Your Service’s ‘Administration Manager’ or University Finance Department should be able to offer advice on the procedures you should follow for this.  You should keep records of all income and expenditure and use official order numbers and invoicing procedures where applicable.   Monitor income & expenditure closely to ensure you remain ‘in budget’ for this event.



	Permissions
	· Organise insurance for your event


	Event Organisers have a ‘duty of care’ to their staff, contractors and customers so be sure to check internally and with your venue whether or not you need additional insurance for your event.  Insurance cover should include public and employee liability, loss of cash/receipts and cancellation.



	Planning
	· Liaise with other event groups/services as applicable


	Work together with similar/event providers to coordinate your activities, to avoid clashes and to keep everyone informed so as to avoid conflict, unnecessary competition and to share best practice.


	Marketing
	· Develop and implement a marketing plan 

· Develop your website 

· Identify which media you want to use

· Get event date published in events listings
· Ticket sellers

	Your marketing plan can be simple or complex, but you should have one as this will help you to plan and evaluate your event effectively.  Things to consider as part of your plan include: who is your target audience, what are their needs & expectations; your objectives and targets for exhibitor & visitor numbers, profit, quality ratings; who your key competitors are and what their events are like; what promotional activity you will undertake and when (Advertising, Internet, Direct Mail, Personal Selling etc). 

Whether you create an event website, a page within your website or simply add your event as a listing to your existing website is up to you, but think about your customers for this event, what information will they require and how best can you display this.

Decide on which mediums you will use to promote your event, for example student, local, national press, radio, TV, the Internet, e-mail, print etc.

Get your event listed in advance and make sure that the information published is correct; if there are any changes at any stage ensure that these are updated.
If you decide on a ticketed event and to charge visitors you need to agree on who will sell your tickets, for how much and producing tickets, managing sign-up.



	Marketing
	· Agree a sponsorship package and secure a sponsor and/or media partner


	Think about potential sponsors for your event and be aware that identifying & attracting sponsors is not always easy.  Think about how the sponsor fits in with your event and what benefits they will gain from your event, including how much exposure you can provide them with through posters, adverts, website, signage, PR activity and merchandising.  Design a package, which reflects your offer and is priced accordingly then approach your ‘identified’ organisations.



	Marketing & Administration
	Exhibitors/Employers Marketing
· Start booking/securing exhibitors, speakers, workshop hosts etc
· Think about the administration involved in managing your events and contact with potential exhibitors/speakers

	· Develop a database to record bookings 

· Decide on your method of communication

· Develop a letter/e-mail conveying all the events key information and selling points

· Develop a booking form, hard copy and/or on-line version

· Set up system for acknowledging and confirming bookings
There are many ways you can identify possible sponsors, exhibitors and speakers including: current employers targeting your Service, past event exhibitors, AGR members, graduate recruitment directories and your University’s Alumni department.  You can target these groups using various methods including: e-mails, postal mailings, advertising, tele-marketing or face-to-face meetings.

	Marketing & Administration
	Visitor/Student Marketing

· Start publicising your event to your target visitor audience


	There are various ways you can choose to promote your event, including:

· E-mail

· Notice board (including electronic)

· Blackboard or Intranet

· Plasma Screens

· Adverts

· Posters

· Direct Mail
· Promotional stands around your University

· Press release – student media

· Cross promotion of events by all staff

Decide on the key points you’d like to convey and how these best fit with these media.  Also think about the best ways to target your audience within your budget constraints.

You may also consider inviting staff, academics and/or senior staff from your University.


	Marketing
	· Marketing and PR progress


	Continually monitor the effectiveness of your marketing and that all tasks have been undertaken and you are satisfied with the progress you have made, and that any potential visitors are aware of the event.


	Administration
	· Confirmation of bookings, speakers etc.

	Write or e-mail to confirm all bookings (exhibitors and speakers), ensuring that they know the date, time, venue and any other joining instructions.  Also, check for any special requirements and provide them with contact details of a member of staff they can contact should they have any difficulties in advance or on the day.  Similarly, where appropriate confirm any changes in writing as they occur.



	Administration
	· Venue, services and facilities


	Design a floor plan for your event and confirm with the venue and equipment suppliers (if applicable) the following:

· Power requirements

· Internet Provision
· Equipment requirements

· Lighting, windows open/shut, air conditioning, heating, signage, access,

Storage, security, courier deliveries, water supplies and car parking/unloading.
· Recording visitor numbers
· Gaining exhibitor and visitor feedback 
Consider when you are going to set up and what you will need to do to get your event ready and when you are closing down after the event.


	Administration
	· Produce an event Programme, Welcome Packs, Signage 


	You may wish to produce an event programme, welcome packs, signage etc for both exhibitors and visitors promoting the event, the programme for the day and the lay out of the event.

	Planning
	· Check on the weather and its implications


	Success or failure of an event can hinge (believe or not) on the weather and whilst you cannot change it, it is better to be prepared and to anticipate its impact to help you to implement contingency plans in advance; or even just to give yourself piece of mind on the day.


	Planning 
	· Staff and training


	Ahead of your event you should consider what staffing you will require on the day.  Staff may be required to cover the reception or and/or a Careers Service stand.  Ensure you have a rota and that everyone is clear on the times, venue and the role they will play on day.

To ensure the smooth running of your event it is good practice to prepare a brief for staff and ensure that all staff have a detailed brief of their roles and responsibilities for the event and know who to speak to in the event of a problem on the day.


	Planning 
	· Catering and refreshments

	If you are catering at your event either for exhibitors or visitors, or both, you should consider the venue for this, how to identify paying and non paying customers (if applicable), the implications of Food, Health and Safety legislation, staff training and the removal of rubbish and waste.  If you are outsourcing this to University or external caterers they should be aware of these elements and include this as part of their service.

Check on deadlines for ordering and confirming numbers for food and drinks.  Make sure there is ample food and drink available and that all dietary requirements are met.



	On the day


	· Setting up

	If appropriate, ensure all relevant signage is displayed clearly, the floor plan and layout of your exhibition/talk/workshop are correct, welcome packs are on stands, staff are briefed, refreshments and catering are set up and okay and that any exhibitor boxes or couriers are directed to the correct areas.


	Finance
	· Finalise accounts


	Both monitoring and finalising your event accounts will allow you to determine whether or not your event has been profitable, if it has covered its costs or indeed cost your service money.   It also enables you to check for over or under spending in certain areas and to reflect on your event while helping you to better budget for future events.

	Planning
	· Set date for next event


	Confirm the date for your next event and submit to diaries, fairs and events listings as soon as possible.  Start your planning process for any future event fairly soon to aid early planning and a more organised approach.



	Marketing & Administration
	· Feedback to event     

       stakeholders


	Your Service, the Exhibitors and any Sponsors will be keen to know how the event went and a report should ideally include: visitor numbers, press coverage, final accounts and letters of thanks/testimonials; it may also conclude with recommendations for any future event.  Once all you feedback is collected and attendance numbers are collected then a report can be produced and distributed as appropriate.


	Marketing & Administration
	· Final PR


	Let the media know about how successful your event was (assuming it was) as soon as possible after the event.



	Marketing & Administration
	· Staff de-brief/Thank you


	Thank staff for their contribution to the event and invite them to comment on the event, to provide feedback and make suggestions for improvements for the future – you may wish to use a questionnaire, invite e-mails or hold a de-brief meeting with your planning team, and others as appropriate to do this. 




And finally … Breath a sigh of relief … It’s over … Until next time!!!

Some websites you may find useful
AGCAS 






http://www.agcas.org.uk/

Prospects 






http://www.prospects.ac.uk
Association of Graduate Recruiters



http://www.agr.org.uk/

The Health and Safety Executive



http://www.hse.gov.uk/
Chartered Institute of Marketing



http://www.cim.co.uk/KnowledgeHub/CriticalFacts/CriticalFacts.aspx
BBC Weather






http://www.bbc.co.uk/weather/
Author and Information 

These guidelines have been written by Katrina Helliker, Employer Liaison & Marketing Manager at Cardiff University and produced by the AGCAS Employer Liaison Specialist Group (ELSG), June 2008.  

Finally, on behalf of the ELSG we hope you have found this checklist useful and we look forward to working with you in the future.

To get in touch with the ELSG or for further information about the Group please contact:

Robert Carpenter

Chair



r.j.carpenter@imperial.ac.uk

Julia Mitchell


Secretary


julia.mitchell@bristol.ac.uk

Katrina Helliker

Marketing & Publicity

hellikerk@cardiff.ac.uk

Matthew Deakin

Treasurer


matthew.deakin@durham.co.uk

Karen Rondeau

Events Coordinator

Karen.rondeau@uce.ac.uk






E.L.S.G.








