
HOSTS AGREEMENT 
When you sign up to be a host, this is what you get from us 

and what we expect from you.

Promotion
• Your event details on our festival website 
• Social media coverage about your event 

specifically via Twitter
• Selected events will be included on the 

festival printed programme distributed 
across London to 1000s of people

• The festival is already featured on the 
online magazine Design Week, and we are 
working on further PR

• All Hosts and Sponsors sign up to cross 
promotion, so you will become part of a 
promotion network, including the likes of 
FutureGov, UsCreates, SDN, and Virtusa 
Polaris.

Networking
• Exclusive festival VIP party
• Get ideas and support from the festival 

host community at Be Part Of It! meetups.

WHAT YOU GET FROM BEING PART OF THE FESTIVAL
Curation
• All selected entrants can request in-person 

support session to help work out event 
details

• We ensure that your event will stand out 
next to all the other events

• Careful programme scheduling to avoid 
clashes and maximise the audience you 
want to attract.

Space
• Independent speakers and hosts can 

request free space in the festival hub
• Find out about other spaces via the festival 

host community.

Make a difference
• Be an active part of supporting the positive 

growth of the service design scene in London.
• Hosts back our Inclusion Manifesto; be an 

actor in promoting this.



Practicalities
• The festival is free for everyone to attend. You must not charge for 

your event during the 2017 festival, except by donation ticket where 
the proceeds will cover the festival organising costs. Discuss this 
with us if necessary.

• You must do pre and post comms on your event with festival 
mentions, to extend our reach, and by extension the reach of all 
other Hosts.

• If you’re not in the hub, you must run your own Eventbrites or 
MeetUp and comply with our requirements.

• If you are a Host from a large, established organisation, 
or otherwise able to afford it, you must sponsor us. Large 
organisations that refuse to sponsor us will not be admitted as a 
festival Host.

• You must share or make available metrics on the event you run.
• You must come to a Be Part Of It! session if you haven’t been part of 

the festival before, or if we tell you that it’s necessary. 
• Communicate with us about what you need to run your event. If we 

don’t have the materials you require, you need to provide them.
• Once you have been accepted and we are working on pinning 

down dates, you cannot drop out, unless there are exceptional 
circumstances. We expect committment and reliablity in order to 
create the best attendee experience.

Principles
• You pledge to make the best attendee experience possible.
• You pledge to back our Inclusion Manifesto.
• You pledge to be a collaborative member of the festival Hosts 

community.

WHAT WE EXPECT FROM YOU AS A FESTIVAL HOST

Cross Promotion
An integral part of our promotion strategy is cross-promo through the 
Hosts network. By promoting your event as part of the service design 
fringe festival, by association you end up promoting all the other events 
during the festival - so that we all get to benefit from each other’s 
networks.

Full details of our comms recommendations and requirements will be 
available to successful Hosts. Here are the basics:
• Include a mention of the service design fringe festival in any 

description of your event.
• Please tweet about the event using our hashtag (#servicedesignldf) 

and Twitter handle (@SD_LDF) in the run up to the event.
• You must tweet 3 photo tweets during the event. We also have 

volunteers who will be helping with social media, but it’s important 
that some media comes from your Twitter account.

• We will be asking volunteers to write up blogposts about your event; 
please give them any information they need to support them to do 
this. 

We are getting in front of lots of people that are warmed to service 
design. However we can’t get significantly in front of every sector that 
service design operates in (e.g. healthcare, transport), who are not 
already interested in service design. If you are seeking to get in front 
of a specific sector that is new to service design, please seek outside 
help.



If you are in the hub
We will:
• Manage your Eventbrite.
• A compare will introduce your event.
• Have ‘event smoothers’ on hand to 

welcome guests into the space and deal 
with unexpected issues. 

• Set up the room for either a talk or 
workshop depending on your event.

You need to:
• Bring your own workshop materials. 
• Arrive 30 mins before your event start to 

prepare.

YOUR EXPERIENCE WILL BE DIFFERENT
ACCORDING TO WHETHER YOU’RE IN THE HUB OR NOT.

If you are not in the hub
We will:
• Send a volunteer or two to your event in 

order to make it feel more like a festival 
event. They will introduce the festival, 
and help with social media. This will help 
attendees feel that they’ve turned up in the 
right place.

• Give the same curation support as we do 
for Hosts holding events in the hub.

You need to:
• Make your own Eventbrite or meetup to 

manage your attendees, and give us the 
link so we can promote it. Full details 
about what we expect in your Eventbrite or 
MeetUp page will be shared at the relevant 
time. They will all be reasonable requests 

that will enhance the experience of your 
guests; for example we would ask you to 
state whether your venue is wheelchair 
accessible or not.

Event time:
• Make sure people can find the space by 

putting up signs.
• At the beginning of your event, mention you 

are part of the service design festival and 
encourage attendees to go to other events.

• Use the welcome screen slide whilst 
people are entering your event space.

• Make it clear how to get online and what 
the relevant twitter handles are. 

• Count how many people came to the event 
and let us know.


