
S u sta i n a b l e  
E ve n t  P l a n n i n g

1.  Events on campus build community for students
and employees and are a welcome part of life at
WCU.

2.  West Chester University has event planning guide-
lines geared for students and the university  
community as a whole.

3.  This info sheet covers ways to plan and hold events
that reflect WCU’s commitments to environmental,
social, and economic sustainability.

4.  Any catering on campus (contracts for over $250)
goes through Aramark’s New Street Catering.

5.  According to the USDA, 30-40% of our food supply
is wasted. When selecting food, don’t overorder,
and plan ways attendees can take home leftovers.

6.  WCU has 30+ flat screen televisions located in
buildings across campus where you can submit a
slide to promote your event.

HELPFUL BACKGROUND INFO CHECKLIST OF TO-DOS 

Food: Choose plant-based options for your main menu 
and have a plan for leftover food. 

Waste / Recycling / Composting: If possible, request 
china service from New Street Catering for $7.99 per 
person instead of single-use disposables or avoid or-
dering foods that need plates and cutlery. 

• Use digital documents to share info in place of
hard-copy handouts.

• Provide compostable to go containers and post about
leftover food on the Free Food GroupMe.

Swag: Consider if giveaways are necessary. If swag is 
a priority, make it sustainable and useful. Avoid plastic 
items whenever possible, opt for natural fiber t-shirts 
and use digital gift cards. 

Decorations: Invest in decorations that can be reused 
and avoid anything that creates too much waste, like 
plastic confetti or helium balloons (helium is a non-
renewable and scarce element). 

Promotion: Use electronic forms of communication, 
like digital signs or newsletters, and design yard signs 
that can be reused for recurring events. 

Accessibility: Consider the accessibility needs of your 
audience when choosing a location. Is it easily wheel-
chair accessible? Is video conferencing available? 

Dining and Catering GOP Fact Sheet 
Purchasing GOP Fact Sheet 
Post-Landfill Action Network’s Hierarchy of Swag 
Reach out to the Green Office Program team at sustainability@wcupa.edu with other creative solutions! 

FOR MORE INFORMATION AND HELP 

2025-2026 Edition 

https://www.wcupa.edu/_services/STU/studentLeadershipInvolvement/eventPlanning.aspx
https://www.wcupa.edu/universityAffairs/event-planning.aspx
https://www.wcupa.edu/universityAffairs/event-planning.aspx
https://wcucatering.catertrax.com/
https://www.usda.gov/foodwaste/faqs
https://www.usda.gov/foodwaste/faqs
https://www.wcupa.edu/infoServices/dmc/digitalsignage.aspx
https://www.wcupa.edu/infoServices/dmc/digitalsignage.aspx
https://groupme.com/join_group/104370236/UhJ3Jk9f
https://www.wcupa.edu/communications/advertising.aspx
https://www.wcupa.edu/communications/wcu-newsletters.aspx
https://www.wcupa.edu/Sustainability/documents/GOPFact_Din_F22.pdf
https://www.wcupa.edu/Sustainability/documents/Purchasing 2024.pdf
https://wcupa.sharepoint.com/:i:/s/OfficeofSustainabilityandGNA/Ecm62QI4x9hJsoLKmY4gcngBNa0Vt6jR5ErpVqbt1F995Q?e=garpvT
mailto:sustainability%40wcupa.edu?subject=

