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 EVENT FORM

This form should be completed at least 4 weeks prior to the activity. Please complete this form for all club and society events including onsite events, offsite events, fundraising and guest speakers.

	NAME OF HARTPURY CLUB OR SOCIETY
	

	DATE(S) 
	



	LOCATION 
Please give details of the location – either offsite or onsite
	


	CONTACT NUMBER AT LOCATION / PERMISSION FROM LOCATION 
(Please give staff member name and contact details) 
	 

	EXPECTED NUMBER OF ATTENDEES 
This can be an estimate number. Tick the box to confirm who the attendees are. 
	Number of attendees: 
☐ Member only
☐ Invitation/ticket only event
☐ Open to the general public

	NUMBER OF STUDENTS UNDER THE AGE OF 18
We must be given the names of all U18 students who are attending the event (in the section at the bottom of the document).
	

	IS THIS A FUNDRAISING EVENT?
If yes, include the name of the club/organisation you are fundraising for. Please refer to the fundraising guide here.

If no, skip to the ‘external speaker’ section. 
	

	Predicted amount raised: 
Please include details on how you plan to raise the money e.g. via the online shop / cash / card reader.

Please note you must confirm how much money was raised and ensure any cash funds are handed in the SU office within 24hrs of the event deadline. 

Please see the fundraising guide here to find out about how you can raise funds in line with finance regulations. Treasurers should be aware of this process. 
	

	DOES IT INVOLVE AN EXTERNAL SPEAKER?
Please refer to the external speaker procedure to ensure this aligns with our guidance. It is important to remember to seek permission before you invite the speaker. 

If no, skip to ‘Event Description’.
	

	EXTERNAL SPEAKER INFORMATION
Please confirm the following information. 
Please refer to Prevent. Prevent is the UK government’s strategy about safeguarding people and communities from the threat of all types of extremism and radicalisation, including terrorism. Our Child Protection & Safeguarding Policy gives further details about Prevent and our Prevent Lead. More information here. 


	Speaker name:
Organisation:
Contact email:
Contact phone number:
Social media / website links:

Brief summary of who they are and purpose for coming (this should include the topic they are covering):

Is the guest likely to attract media interest or controversy, or pose a risk to our students (if yes, why)?:

Where are you planning to promote this event?:


	EVENT DESCRIPTION AND ITINERARY
Include expected timeline of the event, ticket sale dates, deposits required, finance breakdown etc. (where necessary).






	



	TRANSPORT REQUIRED
Please confirm if you require Hartpury transport (car/coach/minibus) for your event. You can find the transport request form via the committee hub. 
	

	ONLINE SHOP REQUIREMENTS
If you require the set up of tickets sales through the online shop, you will need to complete an online shop request form (available on the committee hub).
	Yes / No

	STAFF/COMMITTEE MEMBERS ATTENDING 
(please include contact telephone numbers) 
	

	RISK ASSESSMENT(S) 
All events require a risk assessment. Please check if the SU Risk assessment covers your activity first. If not, create your own risk assessment for this event, using the template provided on the Committee Hub.
	


	STUDENT LIST ATTACHED (Below)
Confirm the name of all students,  particularly those U18.
If you are not aware of who is attending yet, please make note of this and send a list of students to the SU two working days before the event takes place. 
	



	This section is to be completed if there are any costs associated with the event/activity
Provide a breakdown of item costs including food/refreshments, decorations, entry fees, external hire, activity costs and any other costs. Note what is covered by the club and what students are expected to fund themselves.

	FOOD/REFRESHMENTS £
EXTERNAL HIRE FEES £
ACTIVITY COSTS £
OTHER COSTS (please list individually) £

	Total expenditure requested from the club / society     
	£

	Total expenditure from student funding (self-funded)
	£

	TOTAL
	£

	

Approval by Hartpury Students' Union

Event/activity requested by (to be signed by the organiser/leader):
Print Name:                                              Signed:                                              Date:              



Agreed by Hartpury Students' Union Manager:
Print Name: Sophie Savage                        Signed:                                              Date

Agreed by Chief People Officer: 
Print Name: Lesley Worsfold                     Signed:                                              Date 







This form (along with the student list) must be sent to studentsunion@hartpury.ac.uk 

Student List
Please provide a full list of all students attending (where possible), particularly if you are travelling off campus together (to ensure all students travel back together). If not possible at this stage, you can collate a list of student’s names nearer the time and share with the SU two working days before the event takes place. 

	Student Name
	Resident Y/N
	Programme
	Student Telephone Number

	Emergency contact number
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