
REVIEW YOUR
MRA AND LET
US KNOW IF
YOU NEED
ANY HELP

WITH EXTERNAL
SPEAKER

BOOKING O2 OR
A LARGE EVENT

PLANNING TO DO AN
EVENT?

Sports Club Event Flowchart
Activities & Volunteering x Team Leicester

FORMAL SPORT* INFORMAL SPORT**

INFORM AND TALK TO
TEAM LEICESTER

FILL OUT AN EVENT
NOTIFICATION FORM 

regular, organised, structured sports Irregular, friendly fixtures/ training or trips

ON CAMPUS OFF CAMPUS

TRIP REGISTRATION FORM
 

Read through the ‘SU Bookings Terms and Conditions of Hire' –
you must comply with this process. And complete and submit
the relevant forms before the minimum notice period. 

BAR CRAWL GUIDANCE

Fill out the
form if you
are doing a

trip/bar
crawl/charity

event:

CHARITY DONATION FORM
After your event

 2 weeks before trip

 2  working days before

MAKE SURE YOU FILLED OUT
ROOM BOOKING SESSION

NEED A ROOM
/SPACE/TABLE

MAKE SURE YOU FILLED OUT
EXTERNAL VISITOR FORM

Submit at least 2 weeks before your event

Submit at least 4 weeks before your event

Submit at least 6 weeks before your event

WE WILL CONFIRM THE
SPACE 2-6 WEEKS BEFORE
THE EVENT AND ARRANGE

MEETING FOR DETAILS

SERVING FOOD
AT EVENTS

IF YOUR CLUB IS IN CHARGE
OF PROVIDING THE FOOD,
YOU MUST ABIDE BY OUR

FOOD PROVISION
REQUIREMENTS 

University of Leicester – Sport & Active Life:*
Formalised sporting activity - Regular, organised and structured sport. To include Team Leicester
activity in BUCS and local league fixtures and associated training, varsity fixtures and official pre-
season training sessions. The organised Intramural sport programme and the recreational program
(Let’s Do Leicester).

Students Union:**
Informal sporting activity – Irregular or friendly fixtures and training for Team Leicester and Societies.
One off events or trips and any social activities associated with the affiliated clubs and societies

https://www.leicesterunion.com/opportunities/societies/committeehub/studentgroupevents/
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
https://www.leicesterunion.com/pageassets/opportunities/societies/committeehub/studentgroupevents/Trip_Registration_Form-20.21.doc
https://www.leicesterunion.com/yourunion/roombookings/
https://www.leicesterunion.com/yourunion/roombookings/
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https://www.leicesterunion.com/yourunion/roombookings/
https://www.leicesterunion.com/pageassets/opportunities/societies/committeehub/studentgroupevents/Bar-Crawl-Committee-Guide.docx
http://www.leicesterunion.com/surveys/SGCharityDonation
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://www.leicesterunion.com/pageassets/opportunities/societies/committeehub/studentgroupevents/Food-Provision-Policy.docx
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