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Introduction  

Events are a core ŎƻƳǇƻƴŜƴǘ ƻŦ ŀ {ǘǳŘŜƴǘ DǊƻǳǇΩǎ ŀŎǘƛǾƛǘȅΣ ŜƴƘŀƴŎƛƴƎ ǘƘŜ {ǘǳŘŜƴǘ 9ȄǇŜǊƛŜƴŎŜ ŀƴŘ 

building membership retention. An event is any Student Group activity that is planned by Committee 

Members for members or other Committee Members. This can be anything from a committee 

meeting to a film night to a trip abroad!  

After completing this module, if you have any questions the Activities & Volunteering Department is 

here to assist you 10am-4pm Monday to Friday. You can get in touch with the whole team at 

unionactivities@le.ac.uk. 

Who is responsible? 

The successful planning and delivery of Student Group events is the responsibility of all Committee 

Members. This includes submitting all documentation on time and ensuring that the safety of 

members partaking in the event is a priority. 

Handbook Overview 

This handbook will help you navigate the following: 

¶ Considerations for planning an event 

¶ Event Documentation 

¶ Evaluating the Event  

¶ Large Scale Events 

Resources 

In this module, the following resources will be mentioned: 

¶ Budget Management Template 

¶ Event Evaluation Template 

 

 

 

 

 

mailto:unionactivities@le.ac.uk
https://uniofleicester-my.sharepoint.com/:x:/g/personal/eb319_leicester_ac_uk/EbJFl3tWMJBDlm3dNydPaD8BqWwGNAEMiyPNBURDEcNXbQ?e=nfr3bn
https://uniofleicester-my.sharepoint.com/:w:/g/personal/eb319_leicester_ac_uk/ET3kcTFecHJLkjZA8LqpteUBJjWfzVN5tB58KGIZDATE1w?e=FTxMqz
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Frequently Asked Questions ð Quick Guide  

What are the most important parts to consider when planning an event? 

There are many factors that should be considered when planning an event; however, you should 

prioritise the following: 

¶ Accessibility 

¶ Budget 

¶ Contracts 

¶ Inclusivity 

¶ Insurance 

¶ Location 

¶ Inclusivity 

¶ Tickets 

¶ Sustainability 

 

What documentation may need submitting before an event? 

¶ Risk Assessment 

¶ External Visitor Form 

¶ Trip Registration 

¶ Event Notification Form 

 

How can we practice successful events planning in our committee?  

There are a number of different ways to ensure that your Committee Members are setting your 

Student Group up for event planning success. 

¶ When planning an event, map out the different issues that could arise alongside how you 

can fix them. For example, if attendees and/or organisers can no longer attend or if your 

event needs rescheduling due to external factors.  

¶ Make sure to plan accordingly, considering the different time commitments of each 

member. For example, someone may have a part time job or another committee position. 

LǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ōŜ ǊŜǎǇŜŎǘŦǳƭ ƻŦ ǇŜƻǇƭŜΩǎ ǘƛƳŜ ŎƻƳƳƛǘƳŜƴǘǎ ǎƻ ǿƻǊƪ ŎƻƭƭŀōƻǊŀǘƛǾŜƭȅ ǘƻ Ǉƭŀƴ 

your collective time. 

¶ Talk to the Activities & Volunteering Team about your events if you have any concerns. The 

earlier we are aware, the more we can do to help you! 
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Planning an Event: Introduction  

Throughout your time on committee, your Student Group will plan a large number of events. To 

ŀǎǎƛǎǘΣ ǿŜΩŘ ǊŜŎƻƳƳŜƴŘ ǳǘƛƭƛǎƛƴƎ ƻǳǊ Events Planning guide. 

Planning an Event: Documentation  

To support and safeguard every Student Group there are a number of forms that must be submitted 

prior to events. Check them out below! 

Events without an External Speaker 

When to Submit? At least 2 weeks before your event 

Why? The Event Notification form that enables the Activities & 

Volunteering Department to flag up any issues that may arise prior 

to your event along with ensuring that your event is covered by 

the insurance. 

Impact of late submission: There may be delays in getting back to you which means your 

event may not be able to go ahead 

What needs completing?  Your Student Group needs to complete the Event Notification 

Form ς this must be filled in for every event, even if you do not 

need a room.  

If required, this form also includes your: 

¶ Room Bookings Application 

¶ Food Disclaimer Agreement 

¶ Fundraising Event Notification 

 

 

 

 

 

 

https://uniofleicester-my.sharepoint.com/:w:/r/personal/wkw10_leicester_ac_uk/Documents/Event%20Paln%20Doc.%202022-23.docx?d=wc8f7d6bd5ed646b98a8c51f1f60ef78f&csf=1&web=1&e=4Q3pGM
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.leicesterunion.com%2Fsurveys%2Feventnotification2122%2F&data=04%7C01%7Cunionactivities%40leicester.ac.uk%7C336a14b8a3a74ac9535a08da0f19d316%7Caebecd6a31d44b0195ce8274afe853d9%7C0%7C0%7C637838900826280483%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=jWFzf%2Fi3AYbnvYhnCOT9MsA4SuBA%2FCluw83Mq3vqqSY%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.leicesterunion.com%2Fsurveys%2Feventnotification2122%2F&data=04%7C01%7Cunionactivities%40leicester.ac.uk%7C336a14b8a3a74ac9535a08da0f19d316%7Caebecd6a31d44b0195ce8274afe853d9%7C0%7C0%7C637838900826280483%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=jWFzf%2Fi3AYbnvYhnCOT9MsA4SuBA%2FCluw83Mq3vqqSY%3D&reserved=0
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Events with an External Speaker 

When to Submit? At least 4 weeks before your event 

Why? There are a number of checks that must take place with regard to 

any external speakers. These are for security, insurance and policy 

adherence purposes. By attending your student group event/s, 

external speakers become affiliated with both the University and 

Students Union. We need to ensure that your speaker is 

appropriate and aligns with our ethos before approving them for 

the event.  

Impact of late submission: These checks are incredibly important to both the University and 

the Union so need to be carried out every single time.  

 

Submitting a form 4 weeks in advance gives the Union enough 

time to complete the necessary checks, highlight any issues and 

speak to relevant parties if necessary. Anything less than this may 

face delays which will impact your event 

 

As with room bookings, you may want to factor promotional time 

into when you submit an External Speaker Form. 

 

We strongly recommend not advertising a speaker that has not 

been approved by the Union. This is to avoid any further issues 

should they not be approved. 

 

If you are facing issues with submitting the form and are unable to 

ƎƛǾŜ ǳǎ п ǿŜŜƪǎΩ ƴƻǘƛŎŜΣ ǇƭŜŀǎŜ Řƻ ƎŜǘ ƛƴ ǘƻǳŎƘ ŀǎ ǎƻƻƴ ŀǎ ǇƻǎǎƛōƭŜ 

at unionactivities@leicester.ac.uk. 

What needs completing?  Your Student Group needs to complete the: 

¶ External Visitor Form 

¶ Event Notification Form - this must be filled in for every 

event, even if you do not need a room. 

The 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.leicesterunion.com%2Fsurveys%2F21%2F&data=04%7C01%7Cunionactivities%40leicester.ac.uk%7C336a14b8a3a74ac9535a08da0f19d316%7Caebecd6a31d44b0195ce8274afe853d9%7C0%7C0%7C637838900826280483%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=jUVJOjhcaL2UL3slY4lGNuem7xmzpICFG7ktx%2BaZZ7U%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.leicesterunion.com%2Fsurveys%2Feventnotification2122%2F&data=04%7C01%7Cunionactivities%40leicester.ac.uk%7C336a14b8a3a74ac9535a08da0f19d316%7Caebecd6a31d44b0195ce8274afe853d9%7C0%7C0%7C637838900826280483%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=jWFzf%2Fi3AYbnvYhnCOT9MsA4SuBA%2FCluw83Mq3vqqSY%3D&reserved=0
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 Event Notification Form also includes: 

¶ Room Bookings Application 

¶ Food Disclaimer Agreement 

¶ Fundraising Event Notification 

After submission The Activities & Volunteering team will email your visitor, if they 

are approved, outlining the policies they need to follow. This will 

include providing a copy of the Equality Policy Statement that your 

visitor needs to comply with. We require them to electronically 

sign this statement and return it to us, at least 48 hours prior to 

your event. 

 

Bar Crawl Guidance 

When to Submit? At least 2 working days before every bar crawl 

Why? The bar crawl guidance aims to offer more support for safely 

organising and delivering these events throughout the academic 

year. It means that if members get lost or are left behind in a 

location they can know approximately where to go next or how to 

get in contact with someone who should be able to help them. 

Impact of late submission: There may be delays in getting back to you which means your 

event may not be able to go ahead 

What needs completing?  Bar Crawl Guidance 

 

Trip Registration Form 

When to submit 2 weeks before your trip 

Why? The Trip Registration Form provides the Activities & Volunteering 

Department with key information about your trip, such as 

destination, time, date and emergency contact information. An 

event is considered a trip if you leave the Leicester area. 

https://www.leicesterunion.com/pageassets/opportunities/societies/committeehub/studentgroupevents/Bar-Crawl-Committee-Guide.docx


 

8 
  

 

Impact of late submission 

 

We may not be able to go through the form in time which may 

impact your trip if there are issues which need to be resolved 

before the trip can take place 

What needs completing?  Your Student Group needs to complete the: 

¶ Trip Registration 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.leicesterunion.com/pageassets/opportunities/societies/committeehub/studentgroupevents/Trip_Registration_Form-20.21.doc
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Planning an Event: Considerations  

There are a number of different considerations to take into account when planning your Student 

Groups in person events including: 

Overall considerations  

Additional Risk 

Assessment 

As part of your affiliation documentation, you would have submitted your 

Master Risk Assessment (MRA). If you are holding an event that you did not 

anticipate at the start of the year and is not covered on your current MRA 

you must update it. Please then send the updated copy through to 

unionactivities@leicester.ac.uk with the rest of the event documentation. 

Aims Consider what the event is and the aim(s) of it. This will impact what kind of 

event you want, who you target, where you hold the event etc. Is the type 

of event ǊƛƎƘǘ ŦƻǊ ǿƘŀǘ ȅƻǳΩǊŜ ŀƛƳƛƴƎ ǘƻ ŘƻΚ 

Availability Make sure your committee are available to dedicate time to the planning 

and delivery of the event. For example, we would not recommend planning 

an event when everyone has exams and assignments. If this is unavoidable, 

make sure that everything has been planned in advance as much as possible  

Budget Outlining an event budget will enable you to decide on a whole range of 

things including location, ticket price and external sponsorship. For more 

information on how to budget, utilise our Budget Management resource. 

COVID ²ƘƛƭŜ ǘƘŜǊŜ ŀǊŜƴΩǘ ŀƴȅ ƭŜƎŀƭ ǊŜǎǘǊƛŎǘƛƻƴǎ ŦƻǊ /h±L5 ŀƴȅƳƻǊŜΣ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ 

to consider those who are clinically vulnerable or may be worried about 

catching it when planning events. 

Location Holding events on campus is a great way boost attendance as the University 

has well-known transport links and members can stay after lectures to 

attend your event. As a Committee Member, you can book rooms across 

ǘƘŜ {ǘǳŘŜƴǘǎΩ ¦ƴƛƻƴ ŀƴŘ ¦ƴƛǾŜǊǎƛǘȅΦ CƻǊ ƳƻǊe information on how to book 

rooms visit the Your Time on Committee module or check out the room 

bookings page here. LŦ ȅƻǳ ǘƘƛƴƪ ǘƘŀǘ ŎŀƳǇǳǎ ƛǎƴΩǘ ǘƘŜ ǊƛƎƘǘ Ŧƛǘ ŦƻǊ ȅƻǳǊ 

event, feel free to explore hosting in and around the local area, and beyond! 

Remember that hosting off-campus events requires additional consideration 

in your MRA, so this may need amending before you decide your location. 

https://www.leicesterunion.com/opportunities/societies/committeehub/committeeinduction/
mailto:unionactivities@leicester.ac.uk
https://uniofleicester-my.sharepoint.com/:x:/g/personal/eb319_leicester_ac_uk/EbJFl3tWMJBDlm3dNydPaD8BqWwGNAEMiyPNBURDEcNXbQ?e=nfr3bn
https://uniofleicester-my.sharepoint.com/:b:/g/personal/eb319_leicester_ac_uk/EQfJquBUF-hArA6a8ZNMBY8BGrx8vxSpfcDXVVZ3kK4v9w?e=z2RD92
https://www.leicesterunion.com/yourunion/roombookings/

































