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‘ Procedures Name: ‘ Public Arts Events Organization Procedure

=  Procedures Information:

Code: PRO 91 SDG 11 P1 N 2
Issue date: 2018

Revision, Date: V04, 2024

Evaluation Frequency: Yearly

Level of Confidentiality: Public

Pages: 2

Procedure Approved Date: 22 Feb 2018

Decision of the Deans Council: | 24 July 2018/2019

= Responsibilities and implementation:

Follow-up, review and Strategies and Policies Committee, Sustainability and
development: Ranking Office

Accreditation: Human Resources and Institutional Development Unit
Application (scope): Organize and manage artistic events held on or off-campus

to enhance cultural engagement, showcase diverse arts to
the university and local community, and encourage
interaction with cultural and artistic topics.

= Procedure Steps:

# Step
1. Identify Artistic Events:
o Create a list of artistic activities such as theatrical performances, musical
concerts, visual art exhibitions, and workshops.
o Define cultural and educational goals for each event.
2. Plan Programs:
o Develop a year-long schedule of artistic events.
o Select appropriate venues for hosting events, whether on-campus or in
public spaces.
3. Coordinate with Artists:
« Invite local and international artists to participate in events.
o Collaborate with university departments specializing in arts and creativity
for event planning.
4. Prepare Infrastructure:
e Provide necessary equipment and technical setups, such as sound and
lighting systems.
o Arrange spaces for hosting performances and exhibitions.
5. Promote Events:
e Launch promotional campaigns on social media platforms and within the
university.
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o Distribute invitations and manage ticket bookings (if applicable) to ensure
target attendance.

Execute the Event:

o Manage the event to ensure smooth execution.
e Provide logistical support to artists and participants.

Follow-Up and Evaluate:

o Collect feedback from attendees regarding the event.

e Prepare a comprehensive report with observations and recommendations
to improve future events.

= Related Forms:

#

Form Name

Event Request Form.

Event Evaluation Form.

Logistics Planning Template.
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Event Promotion Plan Template.
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