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INTRODUCTION

This training covers how to run successful events, the processes, procedures,
forms and expectations as well as how to ensure event safety.

Why do this training?

The training is designed to ensure you have the necessary knowledge and
understanding of the processes, in order to avoid confusion, misconceptions

or breaks of both the SU’s and the University of Leicester’s expectations of
student groups.

It ensures confidence in your ability to run successful events on campus.
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Pre-PIanning

,' E-_ When somebody purchases a membership or
ticket, what are they expecting to get from

that? Ensuring that this is at the forefront
when planning activities, is crucial.

This goes for internal relationships too.
Collaboration with your committee and keeping
everybody on the same page with an idea helps
to avoid misunderstandings.

b
i Do Your Research!

« Check what other societies like yours are
doing at other universities.

« Get to know what other societies at this
university are doing too to avoid diluting
interest or crossing over.

« Utilise current trends on social media like
TikTok or Instagram.

« Check awareness calendars and key
cultural/national dates.

Know Your Audience

It’s not just about what you think would be good,
but what do other people want?

This can be affected by:
« Cultural or Religious Background
Gender Identity
Age Range
Accessibility Needs
Financial Situation
Their Expectations
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KEY CONSIDERATIONS

who, what, when, where, why

What: What is the event title and how does that represent the event?
What activities will make up the event and whats the theme?

Who: Who are you wanting to attend? What does the target audience
want or need? Do you need to make reasonable adjustments?

When: When is best for it to take place based off of the target
audience availability?

Where: What kind of space do you need? Do you have the budget for
this location?

Why: Why is this event happening? Why should people come to
your event, what do they get out of it?
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FIRST STEPS

1.Know What Space You Want

To see the full list of available spaces on campus for this year, please
check out the room directory (last updated August 2025).
All spaces are subject to availability and not all spaces on campus are
bookable. For other types of bookings please check below:

» Sports Facilities - Through sports@le.ac.uk

 Law Chambers - Through the law school

« Freeman’s Cinema Room - Through the Freeman’s Reception

X VvV = Open Spaces XV — Seminar Rooms XV — Lecture Theatres XV — Meeting Room
« SU Square (0.12) + Sir Bob Burgess . Attenborough Film Theatre « PG Board Room (3.01)

« Union Studio (0.13) + Attenborough . Ken Edwards « Attenborough

« Multi-Use Space (3.10) + Ken Edwards . Sir Bob Burgess « Ken Edwards

« Dance Studio (-1.04) + PG Training Room « Sir Bob Burgess

. Gee’s (0.10) « PG Liberation Room

Exact details and rooms can be found in the room directory document!

2.Understand The Policy

You must abide by the terms and conditions of room bookings.
Failure to meet the requirements of the policy could lead to your ability to
book spaces or run events being revoked.

EVENT BOOKING POLICY LINKED HERE

Key Details:

« All rooms must be left in a clean and tidy condition with all rubbish disposed of
appropriately.

- Do not move items of furniture, other than tables and chairs this includes
cupboards, equipment, and pianos without permission.

« No alcohol is consumed on campus

. The normal bookable hours for all the rooms are 09:00 — 22:00 (unless prior
arrangements have been made by the Activities department).

« Rooms can only be used if they have been booked via the SU Bookings process.


https://www.leicesterunion.com/pageassets/sportsandsocs/hub/events/Room-Directory-August-25.pdf
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/events/SG-Informal-Sport-Booking-Process-SU_SAL-Updated-2.pdf
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/events/Room-Directory-August-25.pdf
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/events/Room-Bookings-Terms-and-Conditions-26.27.docx
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/events/Room-Bookings-Terms-and-Conditions-26.27.docx

EVENT NOTIFICATION FORM

Event Notification Form (linked here)
Must be submitted for any and all
activities (both on and off campus) as
well as for any room bookings.

Comes with the following_notice periods:

2 weeks for standard activities

4 weeks for activities with
external visitors/speakers or
over 100 attendees

6 weeks for large events (over
200 attendance)

All bookings are done on a first
come, first serve basis.

Any specific requests or
requirements .e.g. room layout,
early entry or equipment hire, must
be specified.

Bookings are redone termly, within
set opening dates.

Give a preferred building and space
type, to provide back up options.



https://www.leicesterunion.com/surveys/902/

EVENT PLAN:

Linked Here

« What? A document for confirming all the details of an event,
including itinerary, requirements, lead contacts and aims of the
event

. Required? Events over 100 attendees or large one-off events (.e.g.
confrences or balls) Recommended for every event though!

« When? Should be submitted around the same time as the event
notification form

FOOD PROVISION:

Any food provisions must be declared. There are 3 different food
provisions:

« Homemade Goods: If any food or drink is homemade, then those
providing the food as well as event organisers, must complete the
universities food provision training.

« For external caterers, their proof of insurance and food hygiene
rating must be sent to the Activities Team for review.

« Any shop brought snacks/drinks or fast food deliveries do not
require additional steps.

« Alcohol is not permitted on campus.
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https://www.leicesterunion.com/pageassets/sportsandsocs/hub/events/Event-Planning-Guide.docx
https://blackboard.le.ac.uk/ultra/courses/_90457_1/outline
https://blackboard.le.ac.uk/ultra/courses/_90457_1/outline

EQUIPMENT HIRE:

Audio/Visual: You can book equipment such as speakers, microphones and
screens through the universities AV team. To do so, email bookav@le.ac.uk
« Minimum of 2 full working days (48 hours) are required to full-fill a
request.
« Late return of kit will result in the group losing its privileges to hire
equipment in future.
« Any damaged or missing items will be charged in full to the group hiring
the equipment.
To hire a card reader or hot water urn, please email
unionactivities@le.ac.uk and declare it in your event notification form.
You will need to provide a phone number and it is subject to availability.

EXTERNAL SPEAKER/GUEST:

External Speaker/Guest Form Must Be Completed (linked here)
« What? Decleration of any external speakers, guests or organisers
outside of the University of Leicester.
« When? Should be submitted around the same time as the event
notification form, 4 weeks beforehand



mailto:bookav@leicester.ac.uk
https://www.leicesterunion.com/surveys/21/

SPORTS FACILITIES

The Danielle Brown and Roger Bettles Leisure Centres or the
Stoughton Playing Fields, are all managed seperately by Sports and
Active Life.

Booking Process:
1.Email sport@le.ac.uk to enquire into availability.
2.Complete your event notification form and a relevant risk
assessment. This is then reviewed by the SU Activities Team.
3.Await confirmation from both Sports and the Activities Team.

You will need to ensure your risk assessment is detailed and covers
all aspects of your activities. More information for doing so can be
found on page 17.
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https://le.ac.uk/sports

OVERVIEW CHECKLIST

Event Plan Risk Food Portering External Security Equipment
Assessment | Provision Request Visitor Notice Hire

When? With
booking
requestin
line with
request
deadline

Required
for: 100+
attendance
or large one-
off events

Can Booking
Be Made
Without It?

NO

When? With
booking
requestin
line with
request
deadline

Required
for: All
Events

Can Booking
Be Made
Without It?

NO
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When? With

booking
requestin
line with

request

deadline

Required
for: If you
are
providing

food through

caterer or

homemade

goods

Can Booking

Be Made

Without It?

NO - If
providing
YES - If not
providing

When? With
booking
request,

minimum of

7 days
before

Required
for: If you
want a
specific
layout or set
up

Can Booking
Be Made
Without It?

NO - If
needed or
complex
YES - If no
request is
needed

When? With
booking
request,

minimum of
4 weeks

notice

Required
for: If you
have an
external
speaker,
organiser or
non-uol
student
involvement

Can Booking
Be Made
Without It?

NO - If
needed
YES - If no
request is
needed

When?
Parking is a
minimum of

48 hours
notice, 2
weeks if
hiring or for
access

Required
for: If you
need
early/late
access,
parking or
hiring of a
guard when
required

Can Booking
Be Made
Without It?

NO - If hire is
needed or
high risk
YES - If no
request is
needed

When? With
booking
request,

minimum of
48 hours

notice (but
subject to
availability)

Required
for: If you
want a card
machine or
hot water

urn

Can Booking
Be Made
Without It?

YES



https://www.leicesterunion.com/pageassets/sportsandsocs/hub/events/Event-Planning-Guide.docx
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/induction/2.1-Student-Group-MRA-26.27-General-NAME-OF-GROUP.xlsx
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/events/New-food-safety-course-developed-to-support-on-campus-bake-sales.pdf
https://www.leicesterunion.com/surveys/902/
https://www.leicesterunion.com/surveys/21/
https://www.leicesterunion.com/surveys/902/
https://www.leicesterunion.com/surveys/902/
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HEALTH AND SAFETY

Ensuring Safety During Your Events:

Make sure all organisers have the
SafeZone App downloaded. The
app allows you to alert University
Security via your mobile phone if
yOu ever need urgent assistance or
first aid, or if you have an
emergency while on campus.

Ensure everybody organising the
activity is aware of the risk
assessment and the measures in
place to either prevent or respond
to issues.

Ensure considerations are made for
those who may need reasonable
adjustments. You can use the
reasonable adjustments template
for this.

Make sure attendees know who to
go to if they need assistance or
need signposting to further support.

wr Y  wr
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https://reslife.le.ac.uk/story/10430757/sign-up-for-safezone
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/induction/2.1-Student-Group-MRA-26.27-General-NAME-OF-GROUP.xlsx
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/induction/2.1-Student-Group-MRA-26.27-General-NAME-OF-GROUP.xlsx
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/training/Reasonable-Adjustment-Plan.docx

ALCOHOL AND SOCIALS

We recoghnise that most student groups run
socials. It is important to ensure that these

socials are ran safely and with participants
wellbeing in mind.

Here’s some guidance and policies for those
running socials:

« At least two committee members must
remain completely sober throughout the
event and be responsible for the welfare of
all Student Group members.

« Ensure that non-alcoholic options are
always made available and that there is no
peer pressure for those to drink if they don’t
want to.

« We recommend that you schedule to have
sober socials/events on offer at least once
a term for those who may not want to
participate in drinking activities.

 Initiation or hazing is not permitted under
any circumstance.

« White lies or similar socials involving writing
on each other are not permitted.

« We recommend that you remind members
to eat before attending socials. A lack of
food in your system can cause worsened
reactions to alcohol.

« Avoid posting excessive drinking on social
media platforms.

« All committee members should have the
SafeZone app downloaded for easy
contact with security.




EQUITY VS EQUALITY

Equality gives everyone the same
resources, while equity tailors
support to individual needs to
achieve equal outcomes.

It’s about ensuring you consider the
backgrounds of your target audience
and the different resources or support
they may need.

REASONABLE ADJUSTMENTS

You can use the reasonable adjustments template for this.

You can add customisations to
tickets on the SU website. Using
customisation, you could ask a
question regarding what
adjustments people might need!

Also consider different protected

characteristics or reasons people Wh .

_: at adjustments do they need
might not declare. More é i .
information on protected creating or catering for?

characterisitics linked here.

You are not expected to break
down every single barrier, but there
is definitely those that you can!
Make sure you show adjustments
have been made and that it is
communicated back.
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https://www.leicesterunion.com/pageassets/sportsandsocs/hub/training/Reasonable-Adjustment-Plan.docx
https://www.equalityhumanrights.com/guidance/home/protected-characteristics
https://www.equalityhumanrights.com/guidance/home/protected-characteristics
https://www.equalityhumanrights.com/guidance/home/protected-characteristics

MISCONDUCT AND MANAGING DISCLOSURES

Call 999 or the Universities Security Team 01162522888
Find a safe and comfortable space until help arrives.

Wellbeing

Is the person in immediate danger to
themselves or others?

Is the issue wellbeing or
conduct related?

Conduct

If distressed or in crisis:

Out of Hours/Off Campus: Call 111,
select option 2.
9am-5pm/On Campus: Call the
university welfare team on 1185 or
Security via SafeZone app

If disclosing or reporting
something that's happened:

1. Thank them for confiding in you and for
taking the courage to talk to someone
but that they should seek professional
support. Tell them about the following

professional resources
Report and Support (for reporting
misconducts or harassment)
Contact the university at
wellbeing@le.ac.uk (for wellbeing
advice)

4. Guide them through finding specific

support on the Hub of Hope.

If struggling with mental
health/showing signs of concern:

. Email concerned@le.ac.uk expressing
your concerns for a fellow students
welfare

Are they committee or a

Other Student

If regarding
bullying/abuse/harassment:

. Guide the affected student through the
Report and Support system (university
based).

Guide them through finding specific
support on the Hub of Hope if off
campus or for non-university based
support.

Can contact concerned@ if the
affected person does not reach
out/accept help but you are still
concerned for their wellbeing.

If regarding criminal offences:

Call 999 and ask to report a crime. We
advice you also go through report and
support as they can support you
academically and mentally through the
process.

If regarding anything else:

We recommend you email
advice@le.ac.uk or/as well as
concerned@le.ac.uk
Either teams can hopefully give you
alternative options based off of the
situation details

L G T T e e P TP P ET Y PR P
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Final check: Are you okay following
this process?

I’'m not sure

member/other student?

Committee

If regarding criminal offences:

Call 999 and ask to report a crime. You should
also email unionactivities@le.ac.uk if it involves
the running of your society, took place on
campus or effects any processes.

If it is actively happening on campus, you can
also call security via the safezone app.

Otherwise, follow the below escalation
process. If the issue breaks senate
regulation 11 or puts the society at harm,
go straight to step 4.

1. Addressing it Internally
(often through a meeting/conversation
with the individual and at least 2
committee members)

2. Emailing unionactivities
(will either be signposted, adviced on
your next steps or asked for a mediation
meeting)

IETEYTTTY TR TETETTEET P PEP T

3, Formal Complaint
Matrixes and Procedures for this below:
SU Complaints Procedure
University Complaints Procedure

<

That's understandable, it can be very mentally
straining going through any of these processes.
Please reach out to wellbeing@le.ac.uk or you can
9o to report and support if you feel directly
affected by the actions of others. If you feel any
worse, please call Samaritans at 116 123

Thank you for using the flowchart, please
reuse it if anything comes up again or
worsens. Make sure you give yourself

space/time to destress too!

That's okay! You can always reach out to
wellbeing@le.ac.uk or call 111 for mental health
support. It's also worth taking time to destress, in
whichever way works for you. Thank you for
reaching out and using this flowchart!

If you are unsure at any point then please contact su-complaints@le.ac.uk for
conduct issues and concerned@le.ac.uk for wellbeing advice
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https://reportandsupport.le.ac.uk/
https://hubofhope.co.uk/
https://reportandsupport.le.ac.uk/
https://reportandsupport.le.ac.uk/
https://hubofhope.co.uk/
https://www.leicesterunion.com/pageassets/yourunion/unioncomplaints/Student-Union-Complaints-and-Disciplinary-Process-2024.pdf
https://le.ac.uk/about/info/contact/student-complaints
https://le.ac.uk/policies/regulations/senate-regulations/senate-regulation-11
https://le.ac.uk/policies/regulations/senate-regulations/senate-regulation-11

RISK ASSESSMENTS

Key Details:

Helps you to form plans and control measures for the health and safety of
your society, protecting your members and yourselves.

There are two different RA templates depending if you are a Sports or
Performance group.

You will often need a different tab for each event you are hosting or activity
you are providing.

You will need to detail a minimum of 3 hazards per event/tab. For large
events or activities regarding physical activity, there must be a minimum
of 8 hazards.

The declaration must be completed for us to approve the document,
showing signatures and agknowledgements.

i it i Tt e
T s e wis | [ CFy au e g O ey T
Ay s ‘wors e L ma "y e weh i - [y § i dy W
il s ™ i
e i B g e e e e gl
o amd g e e g T Heararag £ sk
E3 4 *
e o e LT [ PR | ¥ LR LI
n.'_ -u-n:-l. P—:u. ll:q. 1'..-.:..'. —h " :“ i
ey iy e gy 2 s Lt LT A g gl Hn:in - .. . a B _ﬁ'-
e
ﬁ,ﬁ-.—qﬂ-w:‘twiﬂl

T Hoerm vy vl oy i g i e s e Barm 1 el
T mnsarcy Pl snoaw s v e P’

Pk et srarsds wm plara
L hmﬂ*:—mmiﬂﬁ-rl— =k - By T

T val i Pamg D & PeT=ad =a A i W e A S,

RSP E b e T VR R LA T T

W A LT R P P a S WL raw a Bad b
i

Emorw pra g mr rorpee o prormed o e s st 1w s e ey
= et oy kv s g 1 e Do s 0 el S, - M S
ey =, e g gl e i e g e g
il i

b ey ] v e b b e g e pn vy L]
el e vl Marn gl b b ey e e

| Example- Off Campus JEEEUNUMECUNEEYETLDN Example- Onfine | Student Grou

(. LEICESTER

*. STUDENTS'

& union




ARG ¢

Event Budgeting
and Finances

LG o



CREATING A BUDGET

All of committee should work closely with the treasurer when setting
budgets for their projects and activities or to manage any fundraising.

We have an event budget template that you can use as linked here.
This includes an example of what can be expected.

T el s Bl

Lot S oA

Lvmrd Lead By A Hll

Figatradoang Torsl [Tapsomad)

il ek Tl [ apeirinds i3m0

Tt Budge® | |

= ™ = = ¥
Bploon Ak AT Lverd Cordiruilce L] (=11 30 rO
Takls Clorin AT [vand Coordmudor (2] ol 15 FkiD
Taria g ey ] sy SO e (= TH] £17 PRGN AP
O ‘Tt D] Jzmamy Lverd Coordiruilce sl L= 11 L1150 PLMTIRD AT
W HrE Ly Foame Dvné: Cocrdraicr (1 e 1] L ASS PO
Tkt Tigupeii s APy Lot e el o Ll =T LERER ]
Trophers e T optan Pty DT alil (=11 L50 PLMTORD RAFRILNT
Cortifesin Ldrak Py e (0] Cin {17 P MDok RANEANT
G Hik ettt Lvted i et o LH] =T} 450 R
Tkl Tl L] LR L L] " L7000 FROCLSHD
PR Errasy oo sge g T sl B lﬂﬂk:- 8D ARF R
....... La 138

When creating a budget, make sure to consider the following:

Make sure the budgets are agreed on with those involved based on
what is necessary, justifable and financially responsible.

Ensure you are consistently updating your tracker. Tip: Set a specific
time in the week to do so.

Always ensure you have spare budget left over for odd payments
and for sustaining financial stability.

Make your budget work for you! It doesnt have to follow our
template, make it accessible, easy and understandable for you.
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https://www.leicesterunion.com/pageassets/sportsandsocs/hub/finance/Financial-Budget-Template.xlsx

GENERATING PRICE POINTS

You will likely need to generate a cost for
tickets, entry or for finding potential
event sponsorships. Here is some
considerations for doing so:

Is the asking point accessible and
inclusive for members?

\
Is the amount reflective of the
e
4 )

xpectations of what they get for it?

J

Does it cover any costs or
purchases in the total expected
income from tickets?

N J
4 )

Does this creates a profit or ensure
a breakeven for the group?

\_ J
4 )
Is it in line with the financial
budget for the year?

\_ J

Make sure the asking price is explainable
to the target audience. If they don’t think
it’s worth the money, they won’t pay.
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