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HOW TO ORGANISE 
YOUR EVENT

A step by step guide to organising events in the Union

Hello there! If you have made it to this page you are obvi-
ously interested in organising an event in the Union – how 
exciting! The aim of this is to try and demystify the process 
of organising events by giving you a five step guide to 
the process. This guide is by no means complete - every 
event is individual which means that there will be factors 
that may not be included here, but we’ve tried to make 
it as helpful as possible. If you have any specific questions, 
please don’t hesitate to contact the Director of Events and 
Services (does@)!

1 - Have an idea
The first and most important step in organising an event is 
to have an idea. What event do you want to put on? Who 
will want to go? How will it cater to the audience you are 
aiming for? What will make it stand out from other events 
that are being held in St Andrews? These are all important 
things you should think about when first coming up with an 
idea. It can be useful to brainstorm with a group of people 
to see what they think of your potential event!
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Once you’ve come up with an idea, you need to consider 
the following:

a. Space
First you need to decide which space would work well 
for your event. Where would you like your event? Which 
space is the right size? There’s no point in having an event 
for 20 people in a space that fits 500 – it will feel empty and 
cold!  If you have any questions about any of the spaces in 
the Union, feel free to ask the Director of Events and Servic-
es (does@) via email or catching them in the Sabbaticals 
Office. 

Some additional information about each of the available 
spaces can be found here: 
https://www.yourunion.net/union/spacesandservices/
spaces/

b. Catering 
Do you think your event would be improved by compli-
mentary food and drink? Do you need a bar? Or is all you 
actually need a large space with room to sit? 

We ask that you are as specific as possible when describ-
ing your catering requirements upon filling out your room 
booking form. You may be charged for staffing or other 
costs at the Food and Beverage Manager’s discretion.

Also remember that not everybody drinks alcohol – try and 
keep your event as inclusive as possible by providing both 
alcoholic and non-alcoholic drinks.
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c. Entertainment
Are you going to provide specific entertainment for your 
event? Or will the conversation be scintillating enough to 
be entertainment in itself? Do you need a DJ? Do you want 
to have a live band? 
Make sure to contact potential acts early – they are often 
difficult to get hold of, and can have jam-packed sched-
ules! 

d. Decorations
How do you want your event to look? Do you need dec-
orations?
All decorations used in the building have to be fireproof 
– please consult at the Ents Users Group Meeting at 1pm 
on Wednesdays, or email the Ents Convener at ents@ to 
check before you start purchasing.  

e. AV Equipment
Does your event require music/projections/specific lights? 
What is on your act’s technical rider? 
You do not need to know exactly what you want, but it’s 
good to have some ideas so that the Entertainments Crew 
can give you guidance and help.

f. Funding
Do you need any extra funding for your event? 
Union affiliated societies can apply for society grants – all 
of the forms you need are here: https://www.yourunion.
net/activities/societies/runningyoursociety/grants/
If you’d like any more information, please contact the So-
cieties Officer (socs@).

g. Expected Attendance
How many people are you expecting to attend your 
event? 
This is important both for budgeting and working out how 
much you will be charged for security. 
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h. Security
Are you going to need security at your event? 
You will be charged for any extra security costs that your 
event incurs, and the cost of security is proportional to the 
number of people attending. 

i. Setup time
How long are you going to need to setup your event? Do 
you want to decorate your venue? Are you going to need 
more time for rehearsals?
This is often overlooked, but having adequate setup time 
for your event is paramount to its success. Ask the DoES or 
the Ents Convener (ents@) if you need some help with this.

j. Takedown time
Conversely, how long is it going to take you to dismantle 
your event? This is an often overlooked aspect of events.

k. Wristbands and Ticket Sales
Will your event require tickets or wristbands? Where are you 
going to sell them? Please contact our Marketing and De-
sign Manager at sadesignmail@ to get more information! 
Please note if your event requires box office staff there will 
be a fee. We advise staffing it yourself with volunteers from 
your committee where possible.



2 - Submit a Booking Form
Here’s the link: 
www.yourunion.net/ents/howtobookanevent/

We ask that all events are booked 14 days in advance of 
your event. 

We may accept bookings at later notice, but only if the 
technical and catering requirements are minimal. 

Upon approval by the Operational Planning Group, you 
will receive an email from sarooms@st-andrews.ac.uk stat-
ing whether your event has been accepted, and any in-
formation you need to provide in order for your event to 
go ahead.
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Operational Planning Group
The Operational Planning Group consist of 
the Director of Events and Services, Food 
and Beverage Manager, Building Manager, 
Deputy Building Manager, Catering Man-
ager and the Design and Marketing Man-
ager. Their job is to make sure there are no 
logistical reasons that an event could not 
go ahead and if there are, to advise on 
how these can be mitigated.



3 - Submit a Risk 
Assessment

The St Andrews Students’ Association supplementary risk 
assessment form can be found here: www.yourunion.net/
activities/societies/runningyoursociety/resources/
You need to be as thorough as you can regarding what 
you will be doing at your event, as well as any risks that 
are associated with these activities and how you plan to 
mitigate these risks. These need to be checked by the Dep-
uty Building Manager, please submit your risk assessment 
to dosda@ who will check it and pass it on to him.  If you 
need any guidance on filling out a risk assessment, please 
don’t hesitate to contact the Director of Events and Servic-
es (does@) or Director of Student Development and Activ-
ities (dosda@). 

4 - Attend an Ents 
User Meeting

These happen every Wednesday at 1pm in the Meeting 
Room! If you have any technical requirements for your 
event, it is VITAL that you attend this meeting, otherwise 
you will not receive any technical assistance!

If you are putting on a stage production, fashion show, or 
any other event where staging or furniture will need to be 
moved, you will be asked to submit a stage plan at an Ents 
Users meeting. 
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5 - Publicise your Event
We suggest publicising your event for at least 7 days in or-
der to make sure that you reach an adequate audience. 
If you’d like any tips on how to publicise your event, have 
a look here: 
www.yourunion.net/waystoadvertise

Did you know affiliated societies and subcommittees can 
add their event to the online calendar?  We’re hoping 
soon this will be a one-stop shop for all affiliated student 
events. Contact sadesign@, look at the society marketing 
handbook for more information, or take a look for 
yourself: 
www.yourunion.net/activities/societies/societyevents/

Have your event!
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Who are the Ents?
The Ents are a group of volunteers who 
work tirelessly to make sure your event is as 
good as it can be! From lighting, to sound, 
to projections, to decorations, they know 
how to make our venues as good as they 
can be, and they want to help you do just 
that. 

The Ents can also provide technical train-
ing for all students, so if you are interested 
in running your own tech for your event 
please contact the Ents Convener at 
ents@. 





Notes:



Useful Links:

www.yourunion.net/union/spacesandservices/
www.yourunion.net/eventpromotion/

www.yourunion.net/ents/howtobookanevent/
www.yourunion.net/activities/subcommittees/

designteam/


