JMSU Event Plan
	Date:
	

	Time:
	

	Staffing and arrival time:
	

	Venue/location:
	

	Staff lead:
	

	Capacity:
	



Venue Details:
	Event spaces:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Parking:
	

	Accessibility for suppliers:
	


[bookmark: _Venue_Details_1][bookmark: _Accommodation_1][bookmark: _Contacts_1][bookmark: _Key_People]
[bookmark: _Toc512586429]First Aid/Health & Safety:
	First aid:
	JMSU First Aid staff

	Health and safety:
	Risk assessment is saved in Teams (under Freshers & Induction tab)




Suppliers:	
	[bookmark: _Contacts]Who
	What are they bringing?
	Timings
	Contact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _NUS_Staff_and]University staff:
	[bookmark: _Staff_and_officers]Facilities Manager:
	

	Estates Team Leader:
	

	Other:
	



[bookmark: _Comms_and_printing_1][bookmark: _Comms][bookmark: _Printing][bookmark: _Toc512586432]Food/Drink:

	Food:
	

	Drink:
	



Requirements:
	Accessibility for students:
	 



Assets:
	Asset
	How are they being brought to venue?

	
	

	
	

	
	

	
	

	
	


[bookmark: _Packing_List][bookmark: _Toc512586434]

Equipment / Resources List:
	[bookmark: _Courier_and_deliveries]Equipment:
	How are they being brought to venue?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





