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|. The Alumni Office:
Who we are and how we can help

Welcome t o the Kingks Coll ege tlLkosn d c
wonderfulto hearthat you are looking to organise a reunidrhe

Alumni Office always lovato see that alumrare keen to get in touch

with former classmates and friends, and we pride ourselves on being a
source of inspiration and support for reunion leadleresughout the
planning process.

This guide will take you through the eimé journey of planning a
memorable reunion, from getting in touch with old friends right through
to choosing a venue and what to do after the reunion.

Each reunion iIs unigqgue, and what
appropriate for another. Howevewe look to cater for all styles of
reuniors, andthe points covered in this guide will help ensymursis

one to remember!

Cont act us o

ﬂ reunions@kcl.ac.uk

@ +44(0)20 7848 7926

Ki n Alkmsi Office, Virginia Woolf Building,
22 Kingsway, London, WC2B 6LE
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Il . The seven steps of organising a
reunion

Although organising your reunion may seem like a daunting prospect at
first, wekve broken down the main

1 Let us know of your plans

Get in touch with theK i n Allkmsi Office either by email
(reunions@kcl.ac.gkor by phone £44(0)20 7848 7926), and a
member of the team will be happy to help with any enquiries \
may have. We aim to answer all queries within 48 hours,
meaning you can get started as quickly as possible.

Complete aRequestform

In order to comply withthe current data protection legislation,
we ask that all alumrfiReunion Leadergomplete aRequest
Form.

On this form, youwill be able to specify exactly which groups ¢
alumni you would like us to contact, and we ask that you be a
precise as possible.

Oncethe Request Forntomplete, simply sign the form and
return it to us either by post to the address on the previoug pe
or by email as a scanned document.

The Alumni Officewill then contactyour classmates oyour
behalf, providingthdcRe uni on L e adtalstokyaur (
classmates to get in touch wiylou directly.
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What to do while waiting to
hear back from your
classmates

It can take up to 6 weeks for us to compile a thorough list of
contact details for your reunion grougefore contacting them or
your behalf and this time is perfect for you to push on with the
planning of your event. We can offer advice on holdingiyo
reunion on campus using our dedicated university hospitality
team,Ki n g k s , |o¢a nestaarants and bars in London and
also share with you information on how past reunions were
organised.

It might also be a good idea to use social networks to help drt
up support too, with Facebook & LinkedIn groug s ideal
means of getting in touch quickly with alumni around the worls

How to advertise your
reunion and contact your
fellow alumni

In compliance withthe current data protection legislatigat
presentwe will contact yourclassmateen your kehalfvia email
only, providing your details for your classmates to get back in
touch with you directly, as opposed to you reaching out to thel

The Alumni Office can also help advertise your reunion too, b
on ourreunions pagand, provided we are informed of all the
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details at least 6 monthis advance, the next copy of Trouch
alumnimagazine.

This can be a great central point of reference for all of your
former classmates, and we can ensure that as much detail as
possible is included.

Materials available fromthe
Alumni Office

With so many alumni togethe
chance to show off the latest news and updates from the
uni versity, including Guyks

Chelsea College.

The Alumni Office can provide leafletdyérs and brochures
about the work we do, and can also put you in touch with
faculties in the university for further updates.

At your reunion

After your hard work, itks
other attendeeslake plenty of pictures, chat about your forme
professors, past nights out and your life after university.

The only other thing to do is circulate the attendance sheet ar
encourage people to fill in their details. This will help keep oul
database up tdate, and help make future reunions all the mor
inclusive!



Follow up

We always enjoy showing the rest of our alumni community h
much fun a reunion can be, and the besy to do this is to add
short write up to oupast reunions pacggnd the class notes
section of IMouch alumni magazine

A member of our team willleeck in with you shortly after your
reunion has taken place, and should you wish to show how
memorable your event was, you will have the chance to write
short review detailing when and where your reunion took plac
We will also be able to include pictes of the reunion, provided
it didnkt get too wil d!

We also ask that you return the completed attendance sheet |
us, again either as a scanned email attachment or by post to-
address on thérst page.

Every reunion is different, and there may be some of the above steps that
you donkt f eelKianmAdknm ©ftice wilsbaableto T h e
support your reunion planning no matter what form it takasd we are

al ways happy t o msemthingiabitdfferemty.d | | Kk

The rest of the alumni community
also love to see which reunions have
taken place, and
1 seeing the pictures and stories from

' reunions that alumni are inspired to
plan their own.
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11l . Reunion tmeline

T ASK TIME

Contact the Alumni 1 Yearl 6 Months before
Office about organising
your reunion

Complete andeturn 1 Yearl 6 Months before
your RequestForm

Set up a social network | 1 Yearl 6 Months before
group

Choose a date for your |8 Monthsl 6 Months before
reunion

Select a venue, style an( 8 Monthsl 6 Months before
catering for your reunion

Send out invitationdor |6 Monthsl 3 Months before
your reunion

Inform theKi n g k s |6 Monthsl 3 Months before
Alumni Office of your
reunion plans for
advertising

Send out a final remindg 1 Month before
and confirm numbers
with your chosen venue

Enjoy your reunion! On the day

Return the attendance | After your reunion
form completed at your
reunion

Share photos and write | After your reunion
up withtheKi n g k s
Alumni Office




I\VV. Making your reunion one to
remember at Alumni Weekend &
Dental Alumni Weekend

Looking to make your
reunion an extra special
event? We encourage
alumni to look at our
annual Alumni Weekend
and Dental Alumni
Weekend as dates for their
reunion. Not only does thigks
allow you to plan your
reunion around other
fantastic events organised [
by the Alumni Office such as guest lectures and chapel concerts, but it means
that we can providespecialmemorabilia and archival content for your reunion
group.

Previous reunions have featured special reunion table decorations, a montage
archive footage displayed throughout the event and gifts for your reunion
attendees. If there are several
reunions t&ing place at one of our
annual events, we often organise a

¢ prize for the largest reunion group

In attendance, providing an extra

" % incentiveto organise a reunioi

B4 you ever needed one!




V. Holding your reunion on
campus

One way to make sure your reunionaley evokes memories of your time at

uni versity is by holding it on ca
very heart of London, with a wide array of venues on both the Strand and
Guyks campuses availabl e.

TheUni ver sityks dedm,c atiendg khso sVpeintuael si
of locations andcatering options to suit your event, and also offer a 10%
discount on the venue hire

charges exclusively for alumni.

For larger reunions that will

include meals and drinks, it is
encouraged that the reunion

B leader establishes how alumni

| will pay. In the past, we have

seen groups set up separate
accounts to organise payment, or
arranging payments to a designated individughe K i n glkmsi Office

will be able to offer advice regarding this, however we cannot book venues
on your behalf.

For more information on venues, menus and holding your memorable
event at the wuniversity, contact

Contact Kingks Ven

www.kingsvenues.com
kingsvenues@kcl.ac.uk

® 020 7848 1700
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V1. Checklist and FAQs

For reference, please find a handy checklist of tasks that you need to complete, as well as
ones that we in th& i n glkmsi Office will helpfully undertake to help make organising
your reunion as simple as possible.

Your tasks- Pre-event Our tasks- Pre-event
Contact theK i n Alknmsi Office via
reunions@Kkcl.ac.u@r by calling 020 7848
7926 to let us know you are interested in
planning a reunion

Send thealumni Reunion leader aRequest
Form to be completed

Complete and sign by hand tHeequest
Form, being as detailed as possitded
return it to theK i n Alkmsi Office
Plan a reunion to remember! Choose a | Compile a list of available contact details
venue, and if applicable, price, and let the for your reunion group, which can take upg
Ki n Alkmsi Office know of your plans | to 6 weeks

Contact classmates by email, providing
Reunion Leader ks de
touch with the Reunion Leadedirectly.
Advertise your event on our Reunions
page, in a&opy of InTouch magazinaf
possible & on our social media channels

Liaise with those classmates who are
interested in attending the reunion,
clarifying the date and details.

Check in withthe Reunion leader a few
weeks before to see if we can help furthe
Provide literature & materials for your
reunion, regarding current fundraising
campaigns, news fr(
news
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Answer any queries about the reunion if
alumni call us, and direct them tbe
reunion leader for further information

Your tasksl During the event Our tasksl During the event
Enjoy catching up with old friends! Take
plenty of pictures, reminisce about times
gone by and catch up on where your post
university life hagaken you
Circulate the attendance sheet and
encourage attendees to provide up to dat
contact details

Your tasksl After the event Our tasksl After the event
Send a copy of the attendance list to the
Ki n Alkmsi Office (either by post or as
scanned document)
Optionally, write a short summary of your| Publish your summary on our past reunio
reuni on and i ncl ud ¢page, and potentially in In Touch too!
to share

FAQS

| want to organise a reunion, but feel it would b&o much work. What should | do?

Pl anning a reunion isnkt as di,wéunderstartd a
that our alumni lead busy lives and may not have as much time as they would like to plan
an event. TheK i n Alkmsi Office are hapy to help put you in touch with your former
classmates, and often choosing 2 or 3 other alumni to help with the planning helps.

OQur year was quite small, what size grou

We have a range of on campus venues that are suitable for groups of all sizes. Whether yc
would like an intimate small group meal or a buffet for fellow alumni, partners and families,
Ki n gk s haveecreateds delicious and varied menu that will saitryreunion.

For more information, se@ww.kingsvenues.conand click on Catering.
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Can theK i n glénmi Office pay our deposit for a venue?

The Ki n Alkmmi Office are unable to pay towards your reunion, howewes can offer
advice and guidance on how best to organise paying a deposit on behalf of a large group.

When are the annual Alumni Weekend and Dental Alumni Weekend?

Although the dates change year by year, we tend to schedule our Alumni Weekettuefor
second weekend idune, and the Dental Alumni Weekend for early March.

Why does it take 6 weeks for you to collect the contact details?

Given the large number of alumni on our database and requests from other areas of the
university, we state that 6 weskis the maximum amount of time you will have to wait
before we start contacting your classmates on your behlatfight be the case that we have
the information far
sooner than

anticipated, and we

will start contacting

your classmates earlier

Unfortunately our
database is not as
complete as we would
want it to be, and that
Is why we encourage
reunion leaders to use
Facebook and other
social networking sites
. to get in touch with
former classmates.
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e ﬁ Reunion Attendance Sheet

ING'S
College

LONDON

Alumni

Wekd al so | i kteddtoe ka&leputy oaul wmni news, events afr
SO we can get news to you quickly, keep our costs down and do our bit for the environment by saving on
printing. In order for us to be able to do this please enter your contact details below.

Kingks Coll ege London wi |-to-ddteooh @umpi oews, evanest fundrdissig anc

what ks happening at Kingks. | fturey mlease wvootact ud onp-44€0)2@

Reunion Leademame:
Date:
Subject:

Class of:

7848 3053 or emaglumoff@kcl.ac.uk

For information on how we will use your details please see our privacy pitps://alumni.kcl.ac.uk/privacy-statement-kings collegelondontalumni

Please fill out the fields below to mark your attendance. Enter your details below to stay upto-d at e about al umni

news,

ev

Title First Name Surname Date of Birth Address City Postcode| Contact Number

Contact Email

Please print as many copies of this page as you require.
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