Student Group to Email sport@le.ac.uk to check availability and for further StUdent Group Sport FaCiIities BOOking PrOCESS

instructions if space is available, which should be done with:
. Minimum of 3 Weeks for Internal, Students-Only Events
« Minimum of 6 Weeks for External Events - Non-University of
Leicester Students and/or 100+ Participants.
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1. Student Group Check Availability

. Student Group to submit the Event Notification Form to the SU.

- Additional tick box for the following aspects:
1. Fixtures 2. Charity Events 3. Over 100+ people >
4. Non-University of Leicester students in attendance. gl n
If any of the above have been ticked, the following will be required: 2' StUdent GrOUp Completes Event NOtIfICQtlon Form
o Risk Assessment - templates provided by Sport & Active Life. T

o First Aid Provision - for high-risk sports and/or 100+ participants.
o Officials -contact details provided by Sport & Active Life or relevant

o RelevantInsurance - for high-risk sports, upon request >
o Security Provision - for high-risk events and/or 100+ participants

documentation submitted to the Students’ Union. —
W 3. Students' Union Checks Form
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A meeting to take place between the Students’ Union and the Student Group if 100+
participants and/or high-risk student groups - which implies a longer processing

above will be shared to sport@le.ac.uk with confirmation that the Students’ Union 2

is happy for the event to take place. o T

This is required with a minimum of 7 days prior to the event taking place.
sport@le.ac.uk share this with relevant Facilities and Operations Manager

5. Sport & Active Life Confirms Booking

Relevant Facility and Operations Manager will finalise booking and make contact ) I

“

with Student Group and share:

1. Confirmation of Booking 2. Invoicing Process R

3. Additional Safety Processes and Procedures. 4. Expectations of set up and set Y?
X

*

down. 5. Explanation of additional Student Group Discount*

time and potential rejections @ .
If the Students’ Union is happy with all aspects, then all the relevant information ‘ Iﬁ 4, StUdentS' Union Confirms BOOking :|
6. Event Takes Place }

For example, if your group would like to organise a friendly match with the other group, first
C LEICESTER Once the Event is completed: check the availability of the venue for your preferred days with Sport & Active Life via

- Feedback provif:ied from Operational Staff. sport@le.ac.uk, following the minimum required notice. If the venue is available, you will then
S T U D E ﬂ T 5 . ) Feedback gained from Student Group. need to complete the event notification form and check with the SU to comply with all

. *Invoicing to take place. . P . Pty
u n l n requirements; once all checks, the booking can be approved by the SU, then confirmed by SAL




