
[bookmark: _ui88263clvnu]External event proposal form. Please send us your event proposals a month before the event is due to be delivered.
	Event Title (E.g "Treasure Hunt" / "Zine making workshop")
	

	Time/date
	

	Who leads the event (1 lead)
	

	Who supports the event (1 support)
	

	Who is the substitute (1 substitute member)
	

	For big events, who is the safeguarding member?
	

	Location/Room size and set up (if you have a different table/chair layout idea than the original classroom please indicate that here)
	

	External speakers, full name, job title, email & phone number
	

	Resources Needed to buy from the SU card, please insert links (E.g., Food, drinks, scissors, tape, raffle prices for winners, guide-flag, decorations, mic, snacks, etc.)
	

	Optional: Event Description for Contingency Planning (Describe the event as if someone else had to run it without you. Include timeline, instructions, route, meeting points, etc.)
	



Risk assessment. Please fill it out to your best availability. The Activities Manager will double-check this information and approve it before delivery of the event.
        
	Event Name:
	
	Date:
	
	Venue:
	



	(1) Activity / Area of Concern
(what is taking place as part of the event?)
	(2)
Hazards Identified
(what can cause harm?)
	(3)
Persons at Risk
(who could be harmed by the hazard?)
	(4)
Current Risk Factor
(high, medium or low)
(determine the level of risk)
	(5)
Actions to be Taken to Minimize each Risk
(what action can you take to lower the level of risk?)
	(6)
New Risk Factor
(high, medium or low)
(risk factor after action taken to minimize the risk?)

	1) 
	
	
	
	
	

	2) 
	
	
	
	
	

	3) 
	
	
	
	
	

	4) 
	
	
	
	
	



I hereby confirm that I will fully comply with this Event Risk Assessment and agree to obtain all the necessary permission and licences required. 

Name of person completing Risk Assessment (printed): 

Organisation: Students’ Union, Activities & Events Team      Position: 

Signature:
Date:
