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I . The Alumni Office:   

Who we are and how we can help 
 

Welcome to the Kingƙs College London Alumni Reunion Guide. Itƙs 

wonderful to hear that you are looking to organise a reunion. The 

Alumni Office always loves to see that alumni are keen to get in touch 

with former classmates and friends, and we pride ourselves on being a 

source of inspiration and support for reunion leaders throughout the 

planning process.  

This guide will take you through the entire 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 is unique, and what works for one group wonƙt be 

appropriate for another. However, we look to cater for all styles of 

reunions, and the points covered in this guide will help ensure yours is 

one to remember!  

 

  

Contact usơ 

 reunions@kcl.ac.uk 

 +44(0)20 7848 7926 

 Kingƙs Alumni Office, Virginia Woolf Building, 

22 Kingsway, London, WC2B 6LE 

mailto:reunions@kcl.ac.uk
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II . The seven steps of organising a 

reunion 
Although organising your reunion may seem like a daunting prospect at 

first, weƙve broken down the main tasks into 7 easy steps: 

 

Let us know of your plans 
Get in touch with the Kingƙs Alumni Office either by email 

(reunions@kcl.ac.uk) or by phone (+44(0)20 7848 7926), and a 

member of the team will be happy to help with any enquiries you 

may have. We aim to answer all queries within 48 hours, 

meaning you can get started as quickly as possible.  

 

 
Complete a Request form 
In order to comply with the current data protection legislation, 

we ask that all alumni Reunion Leaders complete a Request 

Form.  

 

On this form, you will be able to specify exactly which groups of 

alumni you would like us to contact, and we ask that you be as 

precise as possible. 

  

Once the Request Form complete, simply sign the form and 

return it to us either by post to the address on the previous page, 

or by email as a scanned document.  

 

The Alumni Office will  then contact your classmates on your 

behalf, providing the Reunion Leaderƙs (your) details to your 

classmates to get in touch with you directly.  
 

  

mailto:reunions@kcl.ac.uk
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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 group before contacting them on 

your behalf, and this time is perfect for you to push on with the 

planning of your event. We can offer advice on holding your 

reunion on campus using our dedicated university hospitality 

team, Kingƙs Venues, local restaurants 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 drum 

up support too, with Facebook & LinkedIn groups an ideal 

means of getting in touch quickly with alumni around the world. 

 

 
How to advertise your 

reunion and contact your 

fellow alumni 
In compliance with the current data protection legislation, at 

present, we will contact your classmates on your behalf via email 

only, providing your details for your classmates to get back in 

touch with you directly, as opposed to you reaching out to them.  

 

The Alumni Office can also help advertise your reunion too, both 

on our reunions page and, provided we are informed of all the 

http://www.kingsvenues.com/Home.aspx
https://alumni.kcl.ac.uk/alumni-community/alumni-events/reunion-listings
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details at least 6 months in advance, the next copy of InTouch 

alumni magazine. 

 

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 from the 

Alumni Office 
With so many alumni together in one space, itƙs the perfect 

chance to show off the latest news and updates from the 

university, including Guyƙs, the Royal Dentistry Hospital and 

Chelsea College.  

 

The Alumni Office can provide leaflets, flyers 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, itƙs time to relax and catch up with the 

other attendees! Take plenty of pictures, chat about your former 

professors, past nights out and your life after university.  

 

The only other thing to do is circulate the attendance sheet and 

encourage people to fill in their details. This will help keep our 

database up to date, and help make future reunions all the more 

inclusive!  

 



 
 

5 
 
 

 
Follow up 
We always enjoy showing the rest of our alumni community how 

much fun a reunion can be, and the best way to do this is to add a 

short write up to our past reunions page and the class notes 

section of InTouch alumni magazine. 

 

A member of our team will check 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 a 

short review detailing when and where your reunion took place. 

We will also be able to include pictures of the reunion, provided 

it didnƙt get too wild!  

 

We also ask that you return the completed attendance sheet to 

us, again either as a scanned email attachment or by post to the 

address on the first page.   

 

Every reunion is different, and there may be some of the above steps that 

you donƙt feel are necessary. The Kingƙs Alumni Office will be able to 

support your reunion planning no matter what form it takes, and we are 

always happy to hear if youƙd like to do something a bit differently. 

The rest of the alumni community 

also love to see which reunions have 

taken place, and itƙs often from 

seeing the pictures and stories from 

reunions that alumni are inspired to 

plan their own. 

 

https://alumni.kcl.ac.uk/alumni-community/alumni-events/alumni-reunions/past-reunions
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 III . Reunion timeline 

TASK T IME  V 

Contact the Alumni 

Office about organising 

your reunion 

1 Year Ɩ 6 Months before  

Complete and return 

your Request Form 

1 Year Ɩ 6 Months before  

Set up a social network 

group 

1 Year Ɩ 6 Months before  

Choose a date for your 

reunion 

8 Months Ɩ 6 Months before   

Select a venue, style and 

catering for your reunion 

8 Months Ɩ 6 Months before  

Send out invitations for 

your reunion 

6 Months Ɩ 3 Months before  

Inform the Kingƙs 

Alumni Office of your 

reunion plans for 

advertising 

6 Months Ɩ 3 Months before  

Send out a final reminder 

and confirm numbers 

with your chosen venue 

1 Month before  

Enjoy your reunion!  On the day  

Return the attendance 

form completed at your 

reunion 

After your reunion   

Share photos and write 

up with the Kingƙs 

Alumni Office 

After your reunion  
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IV . 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 this 

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 provide special memorabilia and archival content for your reunion 

group.  

Previous reunions have featured special reunion table decorations, a montage of 

archive footage displayed throughout the event and gifts for your reunion 

attendees. If there are several 

reunions taking place at one of our 

annual events, we often organise a 

prize for the largest reunion group 

in attendance, providing an extra 

incentive to organise a reunion if 

you ever needed one! 
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V. Holding your reunion on 

campus 
One way to make sure your reunion really evokes memories of your time at 

university is by holding it on campus. Weƙre lucky to have buildings at the 

very heart of London, with a wide array of venues on both the Strand and 

Guyƙs campuses available.  

The Universityƙs dedicated hospitality team, Kingƙs Venues, offer a range 

of locations and catering 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 

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 individual. The Kingƙs Alumni 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 university, contact Kingƙs Venues. 

 

Contact Kingƙs Venues 

 www.kingsvenues.com 

kingsvenues@kcl.ac.uk 

 020 7848 1700 

http://www.kingsvenues.com/
mailto:kingsvenues@kcl.ac.uk
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VI. Checklist and FAQs 
For reference, please find a handy checklist of tasks that you need to complete, as well as 

ones that we in the Kingƙs Alumni Office will helpfully undertake to help make organising 

your reunion as simple as possible. 

Your tasks - Pre-event Our tasks - Pre-event 

Contact the Kingƙs Alumni Office via 

reunions@kcl.ac.uk or by calling 020 7848 

7926 to let us know you are interested in 

planning a reunion 

 

 Send the alumni Reunion Leader a Request 

Form to be completed 

Complete and sign by hand the Request 

Form, being as detailed as possible, and 

return it to the Kingƙs Alumni Office 

 

Plan a reunion to remember! Choose a 

venue, and if applicable, price, and let the 

Kingƙs Alumni Office know of your plans 

Compile a list of available contact details 

for your reunion group, which can take up 

to 6 weeks 

 Contact classmates by email, providing 

Reunion Leaderƙs details for them to get in 

touch with the Reunion Leader directly. 

 Advertise your event on our Reunions 

page, in a copy of InTouch magazine if 

possible & on our social media channels 

Liaise with those classmates who are 

interested in attending the reunion, 

clarifying the date and details. 

 

 Check in with the Reunion Leader a few 

weeks before to see if we can help further 

 Provide literature & materials for your 

reunion, regarding current fundraising 

campaigns, news from Kingƙs and faculty 

news 

mailto:reunions@kcl.ac.uk
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FAQs 
I want to organise a reunion, but feel it would be too much work. What should I do? 

Planning a reunion isnƙt as difficult a task as it may seem at first, however, we understand 

that our alumni lead busy lives and may not have as much time as they would like to plan 

an event. The Kingƙs Alumni Office are happy to help put you in touch with your former 

classmates, and often choosing 2 or 3 other alumni to help with the planning helps. 

Our year was quite small, what size groups do Kingƙs Venues cater for? 

We have a range of on campus venues that are suitable for groups of all sizes. Whether you 

would like an intimate small group meal or a buffet for fellow alumni, partners and families, 

Kingƙs Venues have created a delicious and varied menu that will suit your reunion.  

For more information, see www.kingsvenues.com and click on Catering. 

 Answer any queries about the reunion if 

alumni call us, and direct them to the 

reunion leader for further information 

  

  

Your tasks Ɩ During the event Our tasks Ɩ 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 has taken you 

 

Circulate the attendance sheet and 

encourage attendees to provide up to date 

contact details 

 

Your tasks Ɩ After  the event Our tasks Ɩ After  the event 

Send a copy of the attendance list to the 

Kingƙs Alumni Office (either by post or as a 

scanned document) 

 

Optionally, write a short summary of your 

reunion and include any pictures youƙd like 

to share 

Publish your summary on our past reunions 

page, and potentially in In Touch too! 

http://www.kingsvenues.com/
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Can the Kingƙs Alumni Office pay our deposit for a venue? 

The Kingƙs Alumni Office are unable to pay towards your reunion, however, we 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 Weekend for the 

second weekend in June, 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 weeks is the maximum amount of time you will have to wait 

before we start contacting your classmates on your behalf. It might 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. 



 

Reunion Attendance Sheet  
 

Weƙd also like to keep you up-to-date about alumni news, events and Kingƙs fundraising by email and phone, 

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. 

Kingƙs College London will hold your details to keep you up-to-date on alumni news, events, fundraising and 

whatƙs happening at Kingƙs. If you would prefer not to hear from us in future, please contact us on +44 (0)20 

7848 3053 or email alumoff@kcl.ac.uk 

For information on how we will use your details please see our privacy policy: https://alumni.kcl.ac.uk/privacy-statement--kings-college-london-alumni 

 

 

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

Please fill out the fields below to mark your attendance. Enter your details below to stay up-to-date about alumni news, events and Kingƙs fundraising. 

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

          

         

         

         

         

         

         

         

Reunion Leader name: 

Date: 

Subject: 

Class of: 

mailto:alumoff@kcl.ac.uk

