
RESOURCE HANDBOOK



This is your go-to resource for planning an event 
for the Festival of Creative Learning, a year-long 
festival at the University of Edinburgh, culminating 
in a curated Festival Week in every February. 

Many of the tools in this handbook are also 
available to download in PDF format if you are a 
member of our Office 365 group.
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Look out for these bubbles 
that direct you to tools in 
the appendix for further 
support with your planning.



SUSTAINABILITY USING OUR OFFICE 
365 GROUP SITE

We encourage participants to think about sustainability and 
consider their environmental impact when planning, delivering, 
and attending events. This is also why this guide is available in 
an online format. 

Below are some simple suggestions and for further information 
visit the Department of Social Responsibility and Sustainability 
webpages and Be Sustainable Guide at...
www.ed.ac.uk/about/sustainability/themes

Promotion - Think before you print! Come up with creative 
alternatives to posters. When printed materials are necessary, 
consider quantities carefully before production and use recycled 
paper where possible.

Community - Share your sustinability successes and ideas with 
others. For outside events, consider the impact you may have on 
the world around you.

Catering - Source locally supplied and produced food whenever 
possible. Provide vegetarian/vegan options and Fairtrade and/or 
organic tea and coffee. Use tap water rather than bottled water. 
Limit food waste and avoid the use of disposable plates, mugs, 
cups and cutlery.

Materials - Consider where and how materials have been 
produced. Use local suppliers when possible and try to 
coordinate deliveries of similar products with other event 
organisers, rather than placing orders separately. Avoid handing 
out anything that will be disposed of immediately after the 
event and do not mark anything with the date that could be 
used again in the future.

Venue and Transport - Provide links to public transport 
information, walking/cycling routes, and secure bike storage. 
Turn lights off when not in use and shut any windows you 
open. Check the waste and recycling facilities beforehand 
and highlight them to your audience.
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Look out for the leaf in this guide 
to remind you about the points above...

We use an Office 365 Group Site to share important information and 
documents with everyone involved in the Festival of Creative 
Learning.

Office 365 has a huge amount of functionality, but don't worry, we will 
only be using a very small portion of this. Guidance will be provided  
once you have been notified that your application to take part in the 
Festival has been successful, and you will be sent a welcome email to 
your University account.

www.ed.ac.uk/about/sustainability/themes


Write, draw or map out your idea. What activities will you 
do? Think broadly without too much detail at this stage.

What is the big idea?Design your event

DESIGN YOUR EVENT DESIGN YOUR EVENT

In the following pages, you will
find exercises to guide you through 
the process of designing your event. 
We hope that you find this useful and 
it aids you in creating an engaging, 
innovative, and well-organised 
event.
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What else might it be?

How do you categorise your event?

Multi-disciplinary 
For all staff 
For all students 
For an invited 
audience 
For the general 
public 

Student run
Staff run 
Collaborative

In the morning 
At lunchtime 
In the afternoon 
In the evening 
Outside
Inside
Online
On the move

Once 
Multiple times

DESIGN YOUR EVENT DESIGN YOUR EVENT
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Talk or lecture 
Workshop 
Field trip 
Debate
Hack 
Symposium 
Sport
Game 
Performance 
Screening 
Something else...

My event is a... It will take place...It will be..What is the purpose of your event?
What is the value in attending it?

What is it all about?

Use this space to creatively consider other formats your 
event could take.



What is your event?

Event Title

Event Impact

How will you measure the success of your event?

What should your attendees expect to gain from coming to your 
event?

DESIGN YOUR EVENT DESIGN YOUR EVENT
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What do you want your attendees to remember about your event 
in six months' time?

Use this space to try out various titles for your event. 
Use wordplay, rhyming or alliteration to come up with something 
catchy.

Appendix 4 - 
Impact & Legacy



People: Audience 

Who is your intended audience for your event?
Have you pitched your event idea to potential attendees?

Are there any barriers or restrictions to attending your event?
Can you make any adaptations to mitigate against these?

What partners (schools / services / external) might you collaborate 
with on your event? How? How will this benefit your event?

People: Team and Roles

Who are your team members? What roles do you need?

DESIGN YOUR EVENT DESIGN YOUR EVENT
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Appendix 1 - 
Audience Profiling



Where and When

What are some of the key features you are looking for in 
an event space? What spaces have you discovered?

When will your event take place?

Consider different days or times it could run on and how that 

could have an effect an attendee experience of your event.

Ideally, what will your venue have?

Proposed venue or type of venue needed.

List everything your venue will need. This might include; kitchen 
facilities, tables, chairs, an accessible entrance, windows, no 
windows (black out for films, etc.)...

DESIGN YOUR EVENT DESIGN YOUR EVENT
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Mon Tues Weds Thurs Fri

Morning

Afternoon

Evening



Which meals? How many servings? Do you need to consider dietary 
requirements?

How will you serve this? Do you require plates, cups, cutlery? Does this 
need to be delivered or picked up on the day? Where will you store this?

Do you have any potential suppliers in mind?

Catering
Will your event run over mealtimes?

Do you intend to provide food to your attendees?

Yes

Yes

No

No

Event Agenda & Plan
Use this space to plan your event from start to finish. It 
would also be good to specify who is performing which 
action at each point and what preparation work has to be 
done before and after the event.

DESIGN YOUR EVENT DESIGN YOUR EVENT

#UoE_FCL / 1716 / www.festivalofcreativelearning.ed.ac.uk

Time Action Person responsible



Budget Estimate Budget Tracker

Generate a rough estimate of the budget you might need for your
event. Use this space to outline the types of things you would expect to 
spend funding on if you are granted it.

Where could you find additional funding for your must haves (if required)?

Must have

Should have

Would have Cost £ 

Cost £ 

Cost £ 

Equipment

Travel

Venue

Food/Drink

Marketing

Other costs

DESIGN YOUR EVENT DESIGN YOUR EVENT
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Use this as you gather more information about your event and refer to 
it regularly.



Promotion
Promotion of your event is very important. Proper promotion is 
not just a pretty poster, but it is informative text, simple 
contact and sign-up options and a clear purpose. You need to 
consider the channels you are going to use to reach 
prospective attendees. 

What offline/physical channels could you use? E.g. Word of mouth, paper 
poster, flyers. And how could you use these channels to the best effect?

Event Description

DESIGN YOUR EVENT DESIGN YOUR EVENT
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What online/digital channels could you use? E.g. Facebook, Twitter, blogs. 
Use #UoE_FCL in your posts for the central Festival team to see and share.

Appendix 2 & 3 - 
Audience Journeys

A good event description attracts people to your event and explains 
enough so people know what to expect. What will sell the event? How 
will you explain the event to your target audience? Can you keep your 
description easy to understand while also outlining what you hope to 
achieve? Try writing out your ideas here. 



Evaluation

EVALUATING
YOUR EVENT

Evaluating any event is an important part of the process, and if you 
receive funding from us you will be required to submit an evaluation. 
Look back at your notes on Page 11 and consider how you may collect 
information from your audience to answer these questions. Use the 
folowwing pages space to explore creative strategies you could use.
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EVALUATING
YOUR EVENT
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APPENDIX 1 APPENDIX 2

Potential Audience:

They will attend this event because...

Name: 

Age: 

School: 

Occupation:

Background: Interests:

Run through the 
experience someone 
might have when 
attending your event. 

B
ecom

e aw
are of event?

H
ow

 do they  sign up?
H

ow
 do they arrive?

H
ow

 do they participate?

H
ow

 do they leave the event?
W

hat happens after?
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APPENDIX 3 APPENDIX 4

AUDIENCE

WHERE &WHEN 
do they...

Online Offline

WORK/
STUDY?

RELAX?

SOCIALISE?

FIND OUT 
ABOUT 
EVENTS?

SPEND 
THE MOST 
TIME?
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CONTACT US

Email us at: creative.learning@ed.ac.uk

Phone us on: 0131 651 3598

Tweet us: @UoE_FCL 

Follow us on Facebook: @FCLUoE

Follow us on Instagram: uoe_fcl

Join our mailing list: http://edin.ac/2us2Rqc

Find us at:

The Institute for Academic Development, 1 Morgan Lane, EH8 8FP

Remember to use our 
hashtag when posting on 
social media: #UoE_FCL

Are you passionate about our 
aims and values? 

Are you unable to run an event 
this year but still interested in 
being invovled? 

We are looking for Festival 
Ambassadors! Get in touch using 
any of the channels above to find 
out more.



www.festivalofcreativelearning.ed.ac.uk

@UoE_FCL   #UoE_FCL

The publication is available online at www.festivalofcreativelearning.ed.ac.uk. 
It can also be made available in alternative formats on request.

All photos and images used in this publication are protected by
copyright and may not be reproduced without permission. No part of
this publication may be reproduced without the written permission of

the University of Edinburgh.

© The University of Edinburgh 2017

The University of Edinburgh is a charitable body registered in Scotland,
with registration number SC005336.
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