
Committee Training 2023 -

Events



What is an Event?



An Event is……
• Any activity that clubs and societies do that includes their 

members. If you are advertising it – we need to hear about it

• This can be small scale (weekly meetings, movie nights)

• Medium scale (bar cawls, trips to the cinema, bowling)

• Large scale (balls, trips to destinations more than 2 hours away, 
conference style events, events across multiple days) 

• If in doubt – it’s an event and tell us



Activities Dashboard

• This year we are soft launching a new tool to register your events 
with us –the Activities Dashboard.

• Available on the SU Website. 

• Committee will be able to fill in the online forms to register events 
and activities. 

• We are still working through some small changes – please bear with 
us

• Aiming to fully utilise this tool by the end of Term 1. 



Activities Dashboard

• More transparency, able to see updates straight away.

• Receive emails with updates from the website. 

• Allows for staff to be able to help further with enquiries.  

• Use the dashboard and if any issues with submission, you can email 
us. 

• https://www.astonsu.com/admin/activities/

https://www.astonsu.com/admin/activities/


Activities Dashboard

• There will be guides and walkthroughs published for the new system. 

• Some items will still need to be shared through email (e.g. contracts, 
finance planner) . Updates will still be shared via the Activities 
Dashboard. 

• We invite feedback as we roll out this system 



Things to Cover
• Activities Dashboard Walkthrough
• Event fundamentals 
• Additional information

• External Speaker
• External Guests
• Catering – allergen information displayed. Hot food distribution
• Power
• Balls
• Licensed venue – for pre drinks etc



Events Procedures -at a Glance

Event Request Forms should be 
submitted to
athletic.union@aston.ac.uk if you are 
a club and 
societies.union@aston.ac.uk if you 
are a society.

Completion of this form does not 
mean your event is approved.

mailto:athletic.union@aston.ac.uk
mailto:societies.union@aston.ac.uk


Events Procedures -at a Glance

External Speaker forms must be filled 
out for an individual who is not an 
Aston student or staff member who 
will be speaking at your event.

These should be submitted as far in 
advance as possible – at least 15 days 
prior.

Forms should be submitted to 
athletic.union@aston.ac.uk if you are 
a club and 
societies.union@aston.ac.uk if you 
are a society.

mailto:athletic.union@aston.ac.uk
mailto:societies.union@aston.ac.uk


Events Procedures -at a Glance
• Food Forms – if you are having external catering at your event, you will 

need to fill out a form which can be reviewed by University Catering. This 
does not apply to supermarket bought pre-packaged snacks and soft 
drinks.

Once completed, the form

should be submitted to

the SU along with the company’s

• Food Hygiene Rating

• Public Liability Insurance



Events Procedures -at a Glance
If you give out or sell any food items at any time you MUST ensure you 
highlight the allergens clearly in front of the food item.  This is the case for 
sweets, cakes, cookies, chocolates, as well as hot food.

You must register with us if you wish to give out or sell ANY FOOD ITEM

Full list of ingredients and allergen information must be displayed. It can’t 
just be on the packaging, must be displayed next to food items. 

Ask someone if they have any allergens before giving/selling the food item



Events Procedures -at a Glance
The 14 allergens are:

- Celery

- Cereals containing gluten (such as barley and oats)

- Crustaceans (such as prawns, crabs, lobsters)

- Eggs

- Fish

- Lupin

- Milk

- Molluscs (such as mussels and oysters)

- Mustard

- Peanuts

- Sesame

- Soybeans

- Sulphur dioxide and sulphites (at a concentration of more than ten parts per million)

- Tree nuts (such as almonds, hazelnuts, walnuts, brazil nuts, cashews, pecans, pistachios and macadamia nuts)



Events Procedures -at a Glance
Further guidance about food handling and distribution can be found on the website. 

When distributing food or selling it, precautions and materials will need to be used 
including, but not limited to;

Tongs

Gloves 

Ensure you wash your hands; 

- before handling food

- after handling waste

- after cleaning surfaces

- after eating and drinking

- after sneezing, touching pets or going to the toilet.



Events Procedures -at a Glance
Food Temperature;

If you are distributing COLD food:

- Temperature upon arrival

- Storage temperature

- Temperature when removed from the fridge  

- Heating temperature

- Holding temperature

If you are distributing HOT food:

- Arrival temperature

- Holding temperature



Events Procedures -at a Glance
• Risk Assessments - anything that is organised should have an 

accompanied risk assessment. These must be adhered to, to 
ensure the safety of everyone.

• Guidance on how to fill 
out a risk assessment can 
be accessed, but the 
likelihood is that we will 
have a template on file 
that can be amended. 



Events Procedures -at a Glance
• Finance Plan - this should be 

filled out for any activities 
with large income or expenses.

• Aim to break even at 65% 
attendance. 

• Include all costs and incomes.



Final Thoughts

• As committee members you are responsible for your 
members at every event/activity. Events and activities need 
to be approved by us – if we don’t know or things change 
and something happens – that is on you. 

• Listen to your members – what do they want to see from 
you. 

• Submit forms as early in advance as possible.

• Plan. Plan. Plan

• Have FUN ☺
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