


Our Global Alumni Network is a fantastic way of staying in touch, or reconnecting, with fellow 
graduates around the world. 

Becoming an Alumni Group Co-ordinator allows you to bring Lancaster alumni together through 
regular events or gatherings, and helps you maintain a connection to Lancaster University. 

This pack can be used as a toolkit for becoming an Alumni Group Co-ordinator and running group 
activities. 
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�x Organising social events and activities for alumni in the region.

�x Providing opportunities for professional networking and for alumni to share their experience and
expertise.

�x Helping the University maintain strong links with alumni in the region.

�x Helping to promote Lancaster University and what we do on a local and regional level.

�x Providing links between prospective, current and past students.

�x





Once you have let us know about your event, we can arrange for an email to be sent 
out to alumni in the area, as well as promoting the event on Facebook and LinkedIn.  

Where applicable the team will also arrange for reimbursement of any agreed 
expenditure for the event. 

Those invited will be asked to RSVP to you directly and to let you have their contact 
details, should you need to contact them for any reason. 

Please remember to email Kirstine in the Alumni team to let her know the following 
information�����š���o�����•�š���š�Z�Œ�����������Ç�•�������(�}�Œ�����š�Z�������À���v�š: 

�x Event Attendance form

�x Event �����š���]�o�• form
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Event Checklist 
We can support you in promoting your event. Let us 

know six weeks in advance to allow sufficient time to 
do this. 



At the Event 

Make sure you know who attended the event by using the Event Attendance Form. 

Please also ask every attendee to complete the Alumni Contact Details Form, to 
make sure we have their correct details and consent to contact, so they receive 
appropriate invitations and information. 

You can also consider on the day: 

�x Taking pictures - for social media and for promoting future events.

�x Promoting volunteering or giving - ask





Name 

Email Address 

Year of Graduation 

Subject 

College 

What I’m doing now 
(around 50 words) 

²Ƙȅ L vƻƭǳƴǘŜŜǊ
(around 50 words) 

Please attach a square photo of you with this form (minimum dimensions 
300 x 300 pixels) 

I want to Volunteer! 
Thank you for becoming an Alumni Group Co-ordinator! 

Please complete the following form, and read and 



Code of Conduct 

While engaged in any official activity related to Lancaster University, LU Alumni Group Co-ordinators are 
expected to maintain a high standard ethical behaviour and professional personal conduct. Co-ordinators 
should not organise Alumni activity without informing the Alumni Department at Lancaster University; they 
should ensure that they do not make any personal profit from this voluntary role. Co-ordinators should also 
make sure they do not store any alumni personal information (this is information that could directly or 
indirectly identify a person). 

Data Protection Policy 

Subject to suitable security checks, the University provides access to alumni information to relevant 
government departments including HESA and its agencies. This is for the purpose of compiling graduate 
destination and outcomes data. The legal basis for sharing the data in this way is as a legal obligation. 

Information such as a list of people who were members of clubs and societies of the University will be shared 
with the Lancaster University Student Union on request. This is in order that the Union can arrange events and 
other activities such as reunions and anniversaries. The legal basis for sharing the data in this way is a 
legitimate interest. 
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Event Attendance Sheet 

In order to keep in touch with our alumni, we strive to ensure that our records are always up-to-date.  To help 
us ensure these are accurate, please complete this form and where appropriate include any updated details. 
You can update this form as you receive acceptances and then use it as a sign-in list at the event itself. 

Event name: ................................................................................................................  

Event Date: ..................................................................................................................  

Organiser: ....................................................................................................................  
Organiser’s Contact Details: .........................................................................................  

Name (including 
name used while at 
the University, if 
different) 

Subject of Study and 
Year of Graduation  

Updated details (email, post, 
phone) 

Attended 
(Y/N) 





 

Event Details  

This form is designed to help you organise your event and let us know what’s happening!  
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