UWLSU Student Group Event and Activity sign off process.


























	Comment by Michael Odejobi: @Charlie Benson Step 1 - students will still need to submit an event request via google form once this is done I am assuming Step 1 will commence?	Comment by Charlie Benson: Ahh event request would be 1.2 	Comment by Michael Odejobi: @Charlie Benson just thinking maybe the event request form should come first followed buy this?	Comment by Charlie Benson: the deceleration is what all groups have already signed (you should have) this is something that just outlines expectation and should be done first before anything 	Comment by Michael Odejobi: @Charlie Benson okay cool, that makes sense 

	Comment by Michael Odejobi: @Charlie Benson Step 2 - I think we need to re-introduce the student event guide given physical activity will be back in play  (A covid addition)?	Comment by Michael Odejobi: @Charlie Benson what sort of turnaround time would we be looking at between step  3 and 4?

This would be really helpful for coordinators and set expectations for groups in terms of realistic time frames 	Comment by Charlie Benson: Yep, can add that in. I think you will need to asses which activities do and do not need and event guide to filled in 	Comment by Charlie Benson: 5 working days?	Comment by Michael Odejobi: @Charlie Benson I think all of them should, we need to get them back in the habit of doing this early doors. May just mean some are less detailed than others 	Comment by Michael Odejobi: @Charlie Benson okay cool, be good to get feedback from the team around this 	Comment by Charlie Benson: Yeah good point. A simpler version might be better for low key/low risk events. i am concerned that it might be a barrier and at this time we want to remove them where possible 	Comment by Michael Odejobi: @Charlie Benson agreed!

All committee members and event organisers must sign the 'Saftey Decleration' before any actvity is considered 


Step 1: Safety Decleration 


A Risk Assessment and event guide must be completed inline with the most recent UWL/Government/NGB Guidlines. A Support staff member will assist with this


Step 2: Risk Assessment 


The Risk assessment will need to be signed off by a member of UWLSU Senior Management team, who may seek sign off from UWL. This could take up to 5 working days


3. Approval 


Once Approved, the event can be booked in and advertised. changes may take you back to step 2


4. Delivery 


