
 

 

 

 

 

 

 

  

How to complete a Single Event Notice Form 

1 
The link will take you to this landing page. Then click Start SEN to start completing the event form. 

2 
You can then start answering the questions in the form. All questions marked with the ‘*’ symbol 

are compulsory so cannot be skipped. 

Click Here for the Link 

https://forms.monday.com/forms/03c97b68e62adaf7f0d9eec3f152be8a?r=use1


 
 

 

 

 

 

 

 

 

 

 

3 
If you want one other volunteer to receive a copy of the SEN after it has been completed, you can 

select yes and enter their email address.  

4 
Please mention whether or not you are the lead event organiser. If you are not the lead event 

organiser, you will need to confirm in question 5.1 that you will share the SEN with them. 

5 
If this event is happening again within the same year, this SEN will apply to the additional event(s) 

provided they meet the requirements below. If this is the case 13.1 will prompt you to enter all the 

dates and the times for the repeated events. 



 
 

 

 

 

 

 

 

 

 

 

 

6 
Select what type of event you are organising and any relevant additions so that the correct risk 

assessment can be sent to you if required. Use the examples below to help you. Certain event types 

will require you to answer additional questions. 

7 
Check if your event involves any activities mentioned in the hazardous activities list and answer 

accordingly. This is so that we can take the relevant steps to evaluate the risk involved. 



 

 
 

 

 

  
 

 

 

 

8 
You will need to provide a long description/summary of your event, which will be used to advertise 

your event on the Boundless website. Provide as much information to allow us to market your 

event to members. 

9 
Select whether or not you are the main point of contact for this event. If you are not the main 

point of contact, you will need to enter the name and the email of the main point of contact. A 

phone number is optional. 

10 
If you are the lead event organiser, you will need to confirm whether or not you consent to us 

sharing your contact details for members to contact you about your event. 

IMPORTANT 

You cannot consent on behalf of another individual so if 

you are completing the SEN on behalf of the Lead Event 

Organiser, the Member Communities Team will contact 

them to obtain their consent before publishing their 

details. 



 

 

 

 
 

 

 

 

 

 

 

 

 

 

                                                              
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

11 
You will need to provide booking instructions for members as this will be shown on the website. 

You can select between 3 options and choosing other, allows you to enter your own specific 

instructions on how to book. 

12 
After completing all the questions, the last thing is to confirm that you are satisfied with all the 

information provided and it is accurate. You can then click submit SEN and you will receive a 

confirmation email with all the details of the submitted SEN. 

If you are still awaiting some information and unable to complete the form, you can click save as 

draft and copy the link generated. Keep this link safe so you can use the link to continue the form 

from where you left off. 

13 
If your event changes or you need to amend a detail you have submitted, you can do this by 

submitting a SEN amendment form. 

https://forms.monday.com/forms/cd2883005ba6891e63d67911351f39bc?r=use1

