[image: image1.jpg]SUSU:




Student Activities Event Planning Form
Use this form for any event run by a Club or Society. Please complete this form electronically and return it to the Student Activities Manager (jenna@susu.org) at least 3 full weeks prior to the event. One form should be used for each project/event/activity.
NB: Sections with an asterisk (*) are mandatory fields, so must be completed
	*Part 1 – About your group

	Your contact name (individual):

	Your Club/Society (if applicable):

	Soton email address:
	Phone number:


	*Part 2 – About the event

	Event title:

	Date(s) of event:

	Start time:
	Finish time:

	Description of event:


	Proposed location(s):

	Details of three people who will be responsible for this event, and will remain sober for its duration

	Name of person:
	Email address:
	Phone number:

	1.
	
	

	2.
	
	

	3.
	
	


	Part 3 – Additional Event Information

	Security

	Number of security required:
	

	Start time
	

	End time
	

	Who is responsible for arranging this?
	

	If you are unsure whether or not you need security please contact the Venues Team via J.Dyer@soton.ac.uk 

	

	Room Bookings/Facilities

	Have you booked your facilities or rooms?
	Yes/No

	If yes, which rooms/facilities have you booked?
	

	

	Technical requirements

	Please give details:

	

	Who is responsible for arranging this?
	

	

	Supervisors

	Who will be supervising the event/activity?
	

	

	First Aiders

	Will any first aiders be present?
	Yes/No

	If yes, how many?
	

	Please list their names:


	

	Do they have the right qualifications?
	Yes/No

	Has a member of the Student Activities team seen proof of qualification?
	Yes/No

	If yes, who?
	

	

	Marshals

	Will any marshals be present?
	Yes/No

	If yes, how many?
	

	Please list their names:


	


	Part 4 – Budget (if necessary)

	Please change the expenditure details to reflect the expenditure of your event/activity. 

The list below is just for example.

	INCOME:

	Ticket price
	£

	Expected attendance (you should aim to break even at 70% capacity)
	£

	Expected income
	£

	EXPENDITURE:

	Ticket printing
	£

	Equipment hire
	£

	Crew
	£

	Security
	£

	Venue hire
	£

	First aid
	£

	Riders
	£

	Resident DJ
	£

	Publicity
	£

	PRS
	£

	Acts
	£

	Decoration
	£

	Sideshows/attractions
	£

	Prizes/giveaways
	£

	Transport
	£

	Refreshments
	£

	Total Expenditure
	£

	Total profit / loss for event
	£


	*Part 5 – Your Agreement

	By submitting this document, you (as the named individual) agree to ensure that:
1.  Appropriate noise and public disturbance procedures are put in place for your event (where required)
2.  Late licenses and drinks promotions will be arranged with the Venues team (where required)

3.  Publicity material for this event will be authorised by SUSU’s CMT department (if it is required)

4.  You will oversee and be responsible for all aspects of on-site risk management for your event
5.  If asked, you will complete a comprehensive Risk Assessment and submit this into the Student Activities office before the event has taken place
6.  You will complete an ‘On-Site Risk Assessment’ on the day of your event, and submit this into the Student Activities Office no later than 3 days after the event has taken place
7.  You will ensure that you have adequate insurance cover for this event

8.  You will provide SUSU with risk assessments/method statements for all external contractors used

For queries about any of the above, including insurance and risk management aspects of your event, please speak to the Student Activities team. Please be aware that this form does not constitute a venue booking, nor does it act as an application for a late license or any other specific aspect of your event. This form ensures that SUSU and the University are aware of your event, and you will either receive confirmation that your event can go ahead in principle within five working days of submitting this form, or a refusal with suggested amendments for resubmission


	Signed:
	

	Date:
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