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Introduction
Bventsareacor®2 YLR Y Sy G 2F | {GdzZRSy i DNRdzLIQa | OdAGAdlex

building membership retentiorAn event is any Student Group activity that is planne@ymittee
Members for members or othglommittee Members.This can banything from a committee

meeting to a film night to &ip abroad!

After completing this module, if you have any questions the Activities & Volunteering Department is
here to assist you 10apm 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 responsililifooimittee
Members.This includes submitting all documentation on time and ensuringttiesafety 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

1
)l
1 Evaluating the Event

1 Large Scale Events

Resources

In thismodule,the following resources will be mentioned:

i Budget Management Template

M Event Evaluation Template
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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

) (

Running
your student
group events

Frequently Asked Questions 0 Quick Guide

What are the most important partsto consider when planning an event?

There are many factors that should be considered when plannirgyant; however, you should

prioritise the following:

Insurance

1 Accessibility 1 Location

I Budget 1 Inclusivity

9 Contracts 9 Tickets

1 Inclusivity 9 Sustainability
1

What documentation may need submitting before an event?

I Risk Assessment 1 Trip Registration

1 External Visitor Form i 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 #negsgour

Student Group up for event plannisgccess.

1 When planning an event, map out the different isstiest 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.
1 Make sure to plan accordingly, considering the different time commitments df eac
member. For example, someone may have a part tinbeojoanother committee position.
LGQa AYLERNIIFYyG G2 0S8 NBaLSOGTdzd 2F LIS2LX $§Qa
your collective time.
1 Talk to the Activities & Volunteering Team about yeuents if you have any concerihe

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 Growifi plan a large number of events. To
FaaAadz ¢6SQR NB O@nsYsyhRgodaeA £ A AAy 3 2 dzNJ

Planning an Event: Documentation

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

prior to events.Check them oubelow!

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 |
to your event along witlkensuring 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 theent Notification

Formg this must be filled in foevery event, evenf you do not

need a room.

If required, this form also includes your:

1 Raoom Bookings Application
1 Food Disclaimer Agreement

71 Fundraising Event Notification
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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 regarg
any external speakers. These are for security, insurance and p
adherence purpose®y attending your student group event/s,
external speakers beconadfiliated with both the University ad
Students Union. We need to ensure that your speaker is
appropriate and aligns with our ethos before approving them fg
the event.

Impact of late submission:

These checks are incredibly important to both the University af

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

Submitting a form 4 weeks in advance gives the Union enough
time to complete the necessary checks, highlight any issues af
speak to relevant parties if necessary. Anything less than this i

face delays which will impact yoavent

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

into when you submit an External Speaker Form.

We strongly recommend not advertising a speaker that has no
been approved by the Union. This is to avoid any further issue

should they ot be approved.

If you are facing issues with submitting the form and are unabl
IAPS dza n 6SS1aQ y20A0S3z LX S

at unionactivities@leicester.ac.uk.

What needs completing?

Your Student Group needs tomplete the:

9 External Visitor Form

1 Event Notification Formthis must be filled in foevery

event, everif you do not need a room.

The
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Event Notification Form also includes:

1 Room Bookings Application
f Food Disclaimerdgkeement

1 Fundraising Event Notification

After submission

The Activities & Volunteering team will email your visitor, if the)
are approved, outlining the policies they need to follow. This w
include providing a copy of the Equality Policy Statement ybat

visitor needs to comply with. We require them to electronically
sign this statement and return it to us, at least 48 hours prior tg

your event.

Bar Crawl Guidance

When to Submit?

At least 2 working days before every bar crawl

Why?

The bar cramuidance aims to offer more support for safely
organising and delivering these events throughout the academ
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

get in contact wh 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 & Volunteeril
Department with keynformation 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
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Impact of late submission | We may not be able to go through the form in time which may
impact you 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:

1 Trip Reqistration
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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 ilncling:

Overall considerations

Additional Risk

Assessment

As part of your affiliatiomlocumentation,you would have submitted your

Master Risk Assessme(MRA). If you are holding an event that you did n

anticipate at the start of the year andnst covered on your current MRA
youmust update it. Please then send the updated copy through to

unionactivities@|eicester.ac.wkith the rest of the event documentation.

Aims

Considemwhat the event isand theaim(s)of it. This will impact what kind g
event you want, who you target, where you hold the event etc. Is the tyy
ofeventNA IKG F2NJ gKIF{i &2dzQNB | AYAy3

Availability

Make sure your committee are available to dedicate time to the planning
and delivery of the event. For example, we would not recommend plann
an event when everyone has exams and assignments. If thisi®idable,

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

Budget

Outlining an event budget will enable you to decide on a whole range of
things including location, ticket price and external sponsorship. For mor

information onhow to budget, utilise ourBudget Management resource

COVvID

2 KAETS GKSNB | NBy QAINII/yre+ Lf5S 3tk yE & NI
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 Univ
has wellknown transport links and members can stay after lectures to
attend your event. As a Committéddember,you can book rooms across
GKS {GdzRSYyGaQ ! yA2ginfermyaion bnyhdwddShidk A
rooms visit theYour Time on Committemodule or check out the room
bookingspagehere. L ¥ &2dz GKAY ] GKI G OF YLz

event, feel free to explore hosting in and around the local area, and bey,
Remember that hosting offampus events iguires additional consideratio

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