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When planning a large event there are key things you need to consider, with certain documents to be completed.
The main documents we expect for all events are:
1. Risk Assessment
2. Event timeline/day plan
	Type of Event
	Key Considerations 

	Any event >100 attendees
	Stewards and Marshalls

	Sports Events/Competitions
	First Aid 
Licensing 

	Conference 

	External Speakers
Set up and pack down arrangements 
Swipe card access
MDL booking form (lab use)
External guests

	Careers Event
	External Speakers 

	Arts & Entertainments Events

	Licensing 
Risk Assessment

	Food Fairs
	Risk Assessment
Allergen information 
Charity Law (fundraising)

	Overnight Bookings
	Risk Assessment
Timeline of Event
Swipe card access 

	Bar Bookings and Dinners
	Beit Venues booking form 



Risk Assessment
For every event/activity you organise, a Risk Assessment (RA) should be in place. Annual risk assessments are to be submitted via eActivities and will cover all of your regular and planned activities for the academic year.
Special event and activity Risk Assessments are found here. They are for your guidance if something does go wrong, and to ensure that if something does go wrong, your Club, Society or Project (CSP) has thought about how to minimise any risks beforehand. 

Licencing
Some events are licensable. These include:
· Performances of dance, live music & theatre (plays)
· Late night refreshments
· Alcohol retail
· Sport competitions
· Playing of recorded music
If your event has any of the above in, you are restricted to certain times in which your event be held. Make sure you check with the Student Activities team that your event falls within the legal time frames.

External Speakers 
External Speaker forms should be submitted through eActivities 3 weeks before the event date to allow the relevant staff teams to process the documents and make any necessary arrangements or adjustments to your event.

External Guests
All events are limited to two external guests per one Imperial student (2:1 ratio). 

Charity Law
As Imperial College Union is a charity, legally, CSPs are not allowed to sell food or drink. Instead, “suggested donations” can be accepted. If fundraising on behalf of a charity, money should be collected in line with Charity Collections guidance – with any money collected in sealed collection tins or buckets.
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Secretary Induction: Task
Think of a large, one-off or annual event or activity your CSP would like to, or already runs. 
For example: a charity bake sale, a panel discussion of speakers, a fashion show etc.
1. What key documents and forms do you need to complete?
2. List your top three most important consideration
3. What is your main aim for the event/activity
Please write down your answers and bring them to the session for discussion.
