APPLICATION FOR AN EVENT(S) ON UNIVERSITY OF LEEDS PREMISES
Holding various types of events on University premises creates the potential for problems and liabilities that may require expert advice or additional insurance considerations.  Following the required guidelines below will ensure that all liabilities are addressed.
Examples of an event include: erection of a marquee, filming on University premises, displaying sculptures or art etc.
Requests for displaying BANNERS should be directed to: Steven Exley, Head of Security and Support Services Tel: 0113 343 5490 or email s.exley@leeds.ac.uk
Applications for events in the main are organised through: University Conference and Events Office, Student Union, School/Service or External Organisations.  All organisers must therefore ensure that applicants complete Section A and return the form, with a copy of an appropriate risk assessment, to the Estate Services Helpdesk who will obtain the necessary authorisations before the event can be approved.  The Helpdesk can be contacted by email eshelp@leeds.ac.uk or telephone 0113 343 5555
SECTION A - DETAILS OF PROPOSED EVENT 
Name of Event: 
Date(s) including start and finish times: 
Venue: 
ORGANISER’S CONTACT DETAILS:
Organisation Name:
 
Contact Name:  
  Position: 
Telephone:__________________________________Mobile: 
Email: 
Date of application 
FOR OFFICE USE ONLY 
SECTION B - APPROVALS BY RELEVANT DEPARTMENTS:
	University Secretary

j.r.gair@leeds.ac.uk
Comments/conditions

Approved

Yes/No



	Press Office

pressoffice@leeds.ac.uk
Comments/conditions

Approved

Yes/No



	Faculty/School Safety Supervisors
Link to list of University of Leeds Safety Supervisors
For external organisations, competency and safety aspects are to be addressed through their own Safety Officer.
Comments/conditions

Approved

Yes/No



	Safety Advisory Services
safety@leeds.ac.uk
Comments/conditions

Approved

Yes/No



	Insurance
A.L.McCunniff@adm.leeds.ac.uk
Comments/conditions

Approved

Yes/No



	Security
s.exley@leeds.ac.uk
Comments/conditions

Approved

Yes/No



	Estates Services 
eshelp@leeds.ac.uk 
Comments/conditions

Approved

Yes/No





APPLICATION APPROVED - SUBJECT TO ANY CONDITIONS ABOVE


Signed________________________________ Date ____________________________
