
Event Arranging
Lecture



A lot of 
different 

events during 
a year!



Today:

Boo
kings

Sta
ke

hold
er 

Eve
nts

DEI
Se

cu
rit

y a
nd sa

fet
y

Alco
hol

Clea
ning

Quiz!



Parties
According to a study at Harvard, parties at universities 

contributes a lot to individuals and the group as a whole.

Social Bonding and Friendships

Stress Relief

Cultural Exchange and Diversity

Networking

Memories and Traditions



Purpose
For you to have the knowledge to host safe and enjoyable events.

For both guests and YOU



Questions?
Ask them right away!



Responsible Serving
with Erik Milburne



The holy SASSE alcohol permit

“Serving of  beer can be started at the earliest at 07:00 and end at 
latest 03:00. 
Serving of  hard liquor, wine and strong beer can be started at 
earliest at 12:00 and end at latest 03:00.”



ALL alcohol orders with alcohol consumed at school 
should go via Spritis@sasse.se  



The holy SASSE alcohol permit



During the party



What the Tillstånd looks at and what we 
should follow at all times



Control over the situation



Do NOT serve alcohol to people who are too drunk



Do NOT drink while working/serving alcohol 
(no guests behind the bar)



Water station should ALWAYS be available

  x 4..



All empty bottles should IMMEDIATELY be thrown away



Smaller (but important) things
● Offer receipt
● Don’t let people leave the premises with alcohol
● Don’t let anyone bring their own alcohol
● Food should always be offered (Billys pizza or Convini)
● Follow the working-schedule
● Listen to the people in charge
● The Clubmaster will always be available at parties and has the final say



Most important - SAFETY



Infocenter

Nicole Engman



What does infocenter do?



What does infocenter do?

● To book any of  Info Center’s venues, you need to send an email to us at 
info@hhs.se

● What venues can you book?

mailto:info@hhs.se


Bookings in SSE Premises

Peter Fridlund



Bookings in SSE Premises



Bookings in SASSE Premises



Bookings in SASSE Premises

● Bookings are handled through your respective committee president or the Vice 
President

● If  you are a part of  an Independent Project please go through the Vice President



Bookings in SASSE Premises

● Bookings are handled through our master calendar.

● Do not book anything here without checking with 
your committee president and/or the Vice President.

● Make sure to book WELL IN ADVANCE



Access to SASSE Premises

● Come to the Vice President or Karen

● Partyblipp



Accountability

● The day after a member of  the SASSE board 
will inspect the room that was used. Preferably 
the Vice President or the Clubmaster.

● The member will sign off  that you have done an 
adequate job.

● If  not, then it will impact future use by your 
committee



Bookings in SSE Premises
● First go up to room 550, you find it on the 5th floor - just straight ahead from the staircase 

closest to Kungstensgatan.

● Ring the doorbell and get the help needed from either Jimmy or Peter.

● Sign the contract and bring it to your committee president or the Vice President for them to 
sign.

● Bring it back to Jimmy and Peter in 550!



Bookings in SSE Premises
● At the time of  the event:

○ Go to your booked room, if  it is locked call campus security and they will unlock it for you.
○ Have your event! Have fun!
○ Clean up after you, leave it like you found it.

● Accountability:
○ YOUR name will be signatory. YOU will be personally responsible if  the you misuse the premises.
○ It WILL impact your ability to book rooms in the future



Never ever host an event somewhere without 
booking first!



Stakeholder Events

Susanne Eriksson

susanne.eriksson@hhs.se 

Linn Hansson

linn.hansson@hhs.se 

mailto:susanne.eriksson@hhs.se
mailto:linn.hansson@hhs.se
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500+ 
EVENT AT SSE DURING 2024!



STRENGTHEN SWEDEN’S COMPETITIVENESS 
MISSION FROM 1909



COMMUNICATIONS 
AND MARKETING

CAREER 
MANAGEMENT 
AND ALUMNI 

RELATIONS

CORPORATE 
RELATIONS

AND DEVELOPMENT

STAKEHOLDER
EVENTS

EXTERNAL RELATIONS 



SSE’S CORPORATE PARTNERS
NETWORK

PARTNERS RETAIL CLUBSCAPITAL PARTNERS SENIOR PARTNERS



STAKEHOLDER EVENTS – WHAT WE DO

Supporting the 
organization 

• Strategic overview 
and coordination 
to achieve more 
synergies and  
efficiency
• Structure capital + 
sharing
• Catering-services
• Consultation and 
hands-on support 

Academic 
ceremonies 

• BSc, MSc and 
MBA graduation 

• Doctoral 
conferment and 
installation of 
professors 

• Installing new 
Presidents 

• Inaugurations and 
other academic 
celebrations 

Official guest visits 

• Eg: Royalty,  
politicians and 
the Nobel Lecture 

GAPP & HOI

• Seminars, 
conferences and 
events 

• Visiting professors 
• Tech Initiative 

events 







AULA



AULA



FACT- & SCIENCE-BASED

REFLECTIVE & SELF-AWARE

EMPATHETIC & CULTURALLY LITERATE

ENTREPRENEURIAL & RESPONSIBLE

SUPPORTING OUR EDUCATIONAL MISSION - FREE

•Knowledge (Mind) + 
•Bodily presence (Body) +
•Spiritual development 
(Soul)
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THE SEE FACTORY 
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EVENT PLANNING INVOLVES…  

48

Knowledge & 
reflection 

Budgeting 

Speakers & 
entertainment 

Format  

Art  

Graphic 
material  

Food & 
Beverages Marketing, PR & 

communication 

Students, SASSE 
& faculty 

FREE

Stakeholders 
/Guests 

Stage & décor   

Flow-char
ts 

Invitation, RSVP 
& follow-up  

Sustainability, Diversity, 
equity & Inclusion 

Alcohol license  

Technology 

Cleaning & 
refurbishing 

Venue

Service

Networking

Purpose 

Internal & 
external 

coordination 

Keys & 
doors 

Impact & 
engagement

SSE brand 

Photographer

CRM & Event 
system(s) 

InfoCenter

Security 

Facilities 

IT-services 

Public 
Clean 

Event 
Planner 



MONDAY GROUP: COORDINATES THE EVENTS – INFORM US! 

Meetings every Monday morning!

• Vice President, SASSE
• Security coordinator
• Project Manager, Stakeholder events
• Internal Communications Manager
• Info Center
• Catering Manager
• Assistant to Lars Strannegård 
• Public Clean
• Assistant to Katarina Hägg, CEO Exed
• Support Technician

WHY? 
To coordinate catering, cleaning, venues, stakeholders, find synergies with other 
departments – that in the end strengthen SSE brand. 



SSE EVENT CALENDAR – COLLABORATION & SYNERGIES

Add to calendar 
when... 
• External 

speakers/guests 
involved 

• In SSE's premises 

Find the calendar here! 

https://livehhsse.sharepoint.com/:x:/s/SSEEventplanners/EciO2BJLrhBLvZ4nmcL5K5kBpdsyhAlmGHJCc8A3oFTotw?e=6z7J15


Questions?

Welcome to SSE 

Event Planning Dialogue 

June 4, 10.00 - 11.00

 in Torsten



THANK YOU
We are here to support!



DEI
Diversity, Equity and Inclusion



DEI
● Might be easy to forget - but extremely important!

● How do we make events and gatherings more inclusive and welcoming?



DEI
Strive for gender equality and diversity in your speakers and panelists

● Your event will be much more interesting when you have a mix of  speakers and 
panelists.

● Avoid more than 60% of  any particular gender and include people from different 
backgrounds and professions!



DEI
Watch out for offensive content

● Not a cancel culture thing. Respectful discussions of  controversial topics are 
welcomed. But be on the lookout for content that may be deemed offensive or 
inappropriate.

● Tip: Ask any entertainers to send their material in advance!



DEI
Make sure the venue is accessible

● Ensure that disability accommodations are available for attendees.

● Use Bertil Ohlins Gata as the official SSE entrance



DEI
Use gender neutral language

● At SSE we DON’T address a crowd by saying “ladies and gentlemen”

● Use greetings such as: Dear Guests, Honorable Guests, etc.



DEI
Keep food and drinks inclusive

● Try to provide guests with the opportunity to specify dietary needs in the 
invitation.



DEI
● More questions? Concerns?

● Contact: Olivia Marrero Engström - DEI Specialist

olivia.marrero.engstrom@hhs.se (+46) 72-076 95 26



Security Coordinator

Elin Holmström
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SECURITY AT EVENTS
2025



2. ON SITE SAFETY, BEFORE THE EVENT
STARTS 

Check already stated safety routines with the venue
• Evacuation plan 

• AED

• Security guards, say hello and provide your number

Inform the other workers about the routines
• Evacuation plan (closest exit, where to meet up, who does what in case of fire)

• Lock down

• Security guard number



3. EVENT STARTS

Registration

Inform the guests

• Evacuation plan 

• AED

• Come to you if there is anything concerning them

ENJOY YOUR EVENT!



COMMUNICATION

When a high-profile person is attending or holding a 
presentation at an event, for safety reasons, please 
do not communicate the exact location of the 
event.



After the party



Restore everything

Have a dialogue with the Clubmaster

Restore fences in Pansar

Write to the Spritmästare how much is left over

Leave the alcohol in puben and NOT in any other place

Cleaning…



The fun part

CLEANING!



WHY CLEAN?
● Extra cost (several thousands…)

● Working climate for staff and student

● Floors get ruined if not cleaned properly (more costs 

for SASSE…)



WHY CLEAN?



WHY CLEAN?

x 288 cheeseburgers x 13 SASSE pizzeria T-shirt
x 6875 cups of coffee

x 1 DJ Boothx 1 Karaoke machine



“THE LAST STRIKE”



“THE LAST STRIKE”



“THE LAST STRIKE”



“THE LAST STRIKE”



How to clean 101
Step by step guide on how to mop a floor

1. Remove all bulky waste (glass, snusprillor, etc)

2. Fill a bucket with warm water and grab a clean mop

3. Add not more than two caps of cleanser. Make sure to use the right one depending on what floor you 
are cleaning



Stone floor 
(i.e. Kåridor, Pub and Rotundabananen) 

Areas that smell bad
(i.e. if someone spilled alcohol, 

outside the PU room, toilet) 

Wooden floor 
(i.e. Rotunda and Stora Salen) 



How to clean 101

The key to be the best mopper:

1. Mop a SMALL area (rule of thumb 6-10 kvm at the time per bucket)

2. CHANGE water often (rule of thumb: as soon as you see that the water is getting dirty you change)

3. Use a fresh mop (otherwise spreading the dirt around)

4. Mop SEVERAL times
a. Mop with water and two caps of cleanser (if smelly, use the Bioback. Otherwise the Allrent)

b. Dry to wet floor with a dry mop 

c. Mop again with water and two caps of cleanser (here you use the Allrent)

d. Dry the floor again

e. Repeat the amount of times needed

Step by step guide on how to mop a floor



How to clean the Rotunda 101

1. Fill a bucket with water

2. Throw it out over the Rotunda floor 

3. Use the scraper and push the water down the drains

4. Then mop SEVERAL times

5. UNCLOG THE DRAIN!!

Step by step guide on how to do the pre-work



How to clean 101
Step by step guide on how to clean the walls 

1. Use the spray bottles that says “Yes” and spray bottom to top on the dirty area

2. Wipe with a clean Wettex 

YES3. Rinse the Wettex and repeat process if necessary



If supplies are missing, contact the 
Vice President before or after the event



TRASH
Clear instructions on what can be thrown in what container in the room. 

Grovavfall/bulky waste to the left and glass to the right

If full, contact Clubmaster or Vice President

Bulky waste Glass



Festblipp / Party access tag

Collect in Expen and hand in after the party

Gives you access to 
all rooms you need to 

host a pub/party



Supplies for events



Supplies

● SASSE will support you with (most) supplies for your event

● We have several rooms where you can find supplies



The Cleaning Cabinet

● Located at the left side in the men’s bathroom (Enok). 

● Here you find mops, brooms, soap, all-purpose spray etc. After using the 
cleaning equipment, wasted cleaning material is to be thrown away in the special 
sink and the room should look as pleasant as before you used it.



The Callis

● Located between the microwaves and the Kåridor. Here you’ll find all consumables: 
plastic glasses, napkins, garbage bags and extra cleaning equipment. You will also find 
other useful stuff, including: duct tape, paper tablecloths, fake candles, and more. 

● Stuff  from Callis should only be used for SASSE events.

● It is of  utmost importance that you keep Callis tidy if  you plan to utilize it. If  something 
is missing, please notify the Vice President immediately.



The Sladdis Room

● Located between the microwaves and the Kåridor. Here you’ll find all technical 
equipment such as speakers, microphones, sound cables and so forth.



Chairs and Table Storage

● Located next to the rotunda entrance. After using the tables and chairs they 
should be wiped if  needed and replaced in the way you found them.



Rotunda Kitchen

● Located behind the bar. Here you can find some glasses, plates, cutlery and a 
dishwasher!



The Treasurer’s office

● Located behind in Expen. Here you can get help with setting up Orbi events and 
also retrieving the iZettles and iPads needed if  you are doing some form of  sales.

● Reach out to the treasurer if  you need any help!
○ treasurer@sasse.se



Any questions from today?



Phone numbers to have

Lukas Lundberg (Clubmaster): (+46) 72-324 19 21, klubbis@sasse.se

David Elfvin (Vice President): (+46) 70-598 34 19, vicepres@sasse.se

Elin Holmström: (+46) 72-071 25 93, elin.holmstrom@hhs.se

Infocenter: (+46) 08-736 90 00

Securitas guard: (+46) 70-555 55 98

mailto:vicepres@sasse.se


QUIZ TIME

https://create.kahoot.it/details/137719e0-7258-4a52-bc38-dd41916d287e

