Comedislam Committee Leeds
Head of Communications: Alaa’
Event Manager: Pardeep (Isma to support)

Head of Promotion: Naiela

FlashPOD Coordinators: Nusrat and Zoheb

Head of Finance: Ahmad
Comedislam Committee PODs

· Contributions

· Committee Members 

· Event Checklist

· Report for Training Days

· Events

· Training Days

· Special Events
***

Committee Members and Responsibilities

Head of Communications

· Manage Comedislam Committee POD on campusalam.org website and keep materials updated.
· Maintain the Event Checklist and ensure that deadlines are met.

· Schedule meetings in accordance with committee members schedules.

· Approve official communications about Comedislam.

· Keep all committee members informed about Comedislam at all times.

· Serve as the first point of call for all committee member enquiries.

· Manage all communications between committee members and with Campusalam.

Key Resources:

· Event Checklist

· Campusalam.org Comedislam Committee POD

· Campusalam Support: Mohammad Uz-Zaman ( muz@lokahi.org.uk ), Facebook account: Mohammad Uz-Zaman

FlashPOD Coordinator

· Organise and facilitate (or train facilitators to facilitate) 2 FlashPOD discussions on 2 important student issues before the event and 2 FlashPOD discussions after the event.

· Start a POD on the Campusalam website for each of the two issues.
· Blog (or train a blogger) to post a blog for each discussion to the online POD.
· Video, photograph (or assign a videographer or photographer) to grab a picture or a 1-2 minute video clip of the discussion.

Key Resources:

· FlashPOD pack

· Campusalam.org for examples of past FlashPOD reports 

· Campusalam Support: Yasmeen Akhtar ( ya@lokahi.org.uk ), Facebook account: Yasmeen Campusalam

Head of Promotion

· Coordinate all promotion for the event online and on-campus

· Engage with student media on campus as desired

· Manage the Facebook event page

· Manage follow-up after the event
Key Resources:

· Notes on Promotion from Training

· Student Media Guide

· Campusalam Support: Mohammad Uz-Zaman ( muz@lokahi.org.uk ), Facebook account: Mohammad Uz-Zaman

Head of Finance

· Collect all ticket proceeds and store them securely.

· Keep a log of all ticket sales.

· Manage the donation to charity.

Key Resources:

· Campusalam Support: Jonathan Smith ( js@lokahi.org.uk )  0790 325 9913 

Event Coordinator/Manager

· Manage all campus logistics for the event
· Maintain risk log and take necessary action

· Recruit volunteers for the event and train them to carry out their duties

· Oversee volunteers on the day to ensure smooth running of the event

· Liase with campus administration on matters relating to the event (security, venue management)

Key Resources:

· Risk Log

· Venue Maps and Information

· Notes for Event Management Training

· Campusalam Support: Jonathan Smith ( js@lokahi.org.uk )  0790 325 9913 

Report on Promotional Training
Promotion

Who do we want to attend the event?

· Leeds Uni Students

· Leeds Uni Staff/Admin

· ISoc Members and Volunteers 

· Non-Muslims and non-involved Muslims 
· Malaysian Society Members
· Leeds Met/Bradford Students

Methods of Promotion

· Online

· Facebook event and invites

· ISoc Mailing List

· Other Societies Mailing Lists

· Email individual invites to lecturers

· MSN

· University Union List

· Twitter or Facebook status updates
· www.portal.ac.uk

· On the Ground

· Face to Face (personal invitations work best)

· Make announcements in extra curricular activities (e.g. kickboxing)

· Community Centres and Mosques

· Poster uni and in halls of residence (nearby charcos!)

· Promotional stall outside/inside the union

· Computer clusters

· Poster Lecture theatres 

· Spray chalk

· DIW tent

· Text campaign

· Stunts on Campus (Flash Mobs, etc.)

· Weird


· Ice skating in town with T-Shirt

· Dress up as the promo poster using face paint and painted outfits and hand out posters

· Street theatre/role play outside the Union

· Leaflet the fountain (but we’ll probably get in trouble)

· Media (for information and ideas see handout on Student Media)
· LSTV

· Leeds Uni Radio Interviews

· Union TV Screens

· Yorkshire Post

A few promotional tips:
· Try to reach your target audience more than one way so they hear about the event from different sources (e.g., flyer, union TV screen, Facebook, personal invite)

· Promote early and promote often

· Mobilise volunteers in a computer lab for mass Facebook promotions, or for passing out flyers.

· Creative promotion is a bonus (try it out!) but don’t do it at the expense of tried and true methods that have worked for you in the past.
· Remember the Campusalam Team is an email, phone call or Facebook message away. 

Risk Management

This list of risks should be updated and modified as situations change. The Event Manager is in charge of maintaining the risk log. 

Comedislam risks:  

· Staging or technical failures or unreliability

· Venue assessment done to ensure that proper equipment is used.

· Ample setup time is allowed (2 hours)

· Rehearsal works out the kinks in production value.

· Health and Safety standards are not followed

· Nusrat will submit a list of risk assessment questions from the university regarding health and safety. These issues will be considered in the thorough venue inspection next week.

· Offensive material by the comedians or student panellists.

· Comedians are aware that the event is hosted by an Islamic society. They have agreed not to swear or to use humour that could tarnish the reputation of the ISoc.

· In the rehearsal session, comedians will practice not using swear words and will use buzzers if necessary to offset swearing.

· Audience members heckle or disrupt the show

· Jeff Mirza is well-versed in dealing with hecklers and rowdy audience members.

· Stewards will be on hand to escort unruly audience members out.

· Good communication will be established with venue security.

· Controversial discussions lead to incitement or create damaging conflict.
· Script material will be viewed and approved by the student panellists and committee.
· Committee members will monitor discussions about the event and work proactively to calm tensions using active listening and reflective reframing.

· Nobody laughs during the show.

· Feedback will be offered by committee members before the show in order to improve material.

· “Laughers” will be planted throughout the audience to keep the atmosphere light.

Decisions Made

· Leeds University comedy tour promotional trailer will be filmed by Nusrat’s filming team and uploaded to YouTube by Friday, 5th February for promotional purposes. Yasmeen at Campusalam will provide logos and support for filming.
· Food will be served in the DIW tent directly after the event (20.30). The Event Manager will ask university administration about having food in the lobby of the Lecture Theatre before the event (18.00 – 18.50) and get quotes for university catering.
· Tickets will be divided as such:

· ½ will be sold by student partners on campus

· ½ will be available online at campusalam.org

· All registrations must be processed online at campusalam.org for the tickets to be valid. 
· Alaa’ (Head of Communications) will coordinate the Event Checklist and hold those responsible to their deadlines.

· Rehearsal for the comedy tour will be held on Tuesday, 2nd of February, from 2 p.m. to 10 p.m. All student panellists (up to 4) are invited to attend, and each student society may send 1 member to observe. Campusalam will reimburse train tickets and hotel fees providing proper receipts are submitted.

FlashPODs on Student Issues

The committee chose the following as the most important issues on campus (in order of popularity):
1. Being a Muslim on campus (6 votes)
2. Islamophobia and ‘Extremism’ (5 votes)
3. Involvement in Campus Politics (4 votes)
4. Parental Expectations (4 votes)
5. Skint Student Survival (2 votes)
6. Relations between Muslim groups (1 vote)
The FlashPOD Coordinators will organise and facilitate at least 2 FlashPODs on 2 of the most important issues on campus. These discussion groups of 5-6 should take place BEFORE the event occurs and the blogs should be uploaded to the Campusalam website. 

Here is the example of how to turn an issue into a FlashPOD based on our work in the training. 
Issue: Being a Muslim on Campus

Before the FlashPOD

Generate Stories about the Issue: 

Ahmad: When I was praying in a hallway, someone walked in front of me and then said “Sorry”.

Mariam: In my Human Rights Law class people expect me to be the spokesperson for all Muslim and for Islam.

Abdulrahman: A non-Muslim (geography student) told me that I wasn’t praying toward Mecca.

Junaid: Awkwardness when I am fasting and others aren’t.

Usma: Non-Muslims seem afraid to ask questions 

During the FlashPOD

Choose Key Questions for Discussion:

What is the cause of the problem?

What impact does the problem have on Leeds students?
-Discuss each question for 15-20 minutes. Use active listening to get a clear summary of people’s ideas. The blogger will capture these summaries in his/her blog. If you have a video camera, take a 1-2 minute clip of the discussion for uploading.

