
QUEEN’S UNIVERSITY BELFAST

Estates Directorate
Policy: Approval to Erect Banners
1. 
Rationale
To ensure that the erection of banners on the outside of University buildings is undertaken only by the Estates Directorate.
2. 
Objectives
To ensure strict control in the erection of banners, with the aim of reducing damage to buildings and preventing accidents.

The Policy addresses the following types of request:

· Internal request related to a core University function.
· External request for an event or activity associated with the University.

· External request with no direct link to the University. 
3. 
Policy Statement
Queen’s University will ensure the ongoing effective maintenance and upkeep of its estate, including the application of appropriate procedures to prevent damage to buildings.
4.  
Procedures
See Procedures for the Approval to Erect Banners procedures.
5. 
References

Not applicable.
6. 
Further Information
Please contact the Estates Directorate estates@qub.ac.uk
Procedures: Approval to Erect Banners
All requests to erect banners on the outside of University buildings must be directed to the Director of Estates

	Ref
	Action by
	Action

	1.1
	Director of Estates
	(i)
	Ascertain details of the proposed banner.  This will include:

· Information of what will appear on the banner.

· Size and proposed method of fixing.

· Proposed location(s).

	
	
	(ii)
	· Have the building inspected to check the feasibility of the request.

· Carry out a Risk Assessment

	
	
	(iii)
	Consult as necessary with:

· Registrar 

· Local Managers

· Director of Development and Alumni Relations 

· Director of Academic and Student Affairs

· Director of Student Plus

· Dean/Director/Head of School 

	
	
	(iv)
	Inform Head of Estates Services 

	
	
	(v)
	Issue formal consent together with Terms of Conditions or issue a refusal.

	
	
	(vi)
	Obtain indemnity.

	1.2
	Registrar
	No action, but to be kept informed.

	1.3
	Head of Communications and External Affairs
	Communicate information if required. Otherwise, to be kept informed.

	1.4
	Director of Development and Alumni Relations
	No action, but to be kept informed If there are any external funding issues.



	1.5
	Directors of Student Plus and Academic and Student Affairs
	Inform relevant staff

	1.6
	Dean/Director/Head of School
	Communicate information to appropriate staff. 



	1.7
	Head of Estates Services
	· Make arrangements for erecting banner and subsequent removal.
· Inform Security.




