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A 

 

Accidents and near misses 

 
In the event of an accident or near miss, please contact the general information stand, where a 
member of the UCAS team and the local organiser will be situated. 
 

Accommodation 

 
Holiday Inn Dumfries is located adjacent to Easterbrook Hall. Please see the website for further 
details, at holidayinndumfries.com. 
 
Please note, this hotel is a recommendation, and is not officially endorsed. 
 

Arrival 

 
Please enter using the main doors at the front of the building. To gain entry to the venue, you 
must register the details of who will be attending pre-event – this needs to be done via your 
ENet account – instructions on how to do this can be found on our website. On arrival, you will 
need to sign in, and will be issued with an exhibitor lanyard, which is to be worn at all times 
while in the venue.  
 

B 

 

Build-up and breakdown 

 
Build-up times:  
 
Wednesday 5 September  16:00 – 18:00 
Thursday 6 September 08:00 – 09:15 
 
Breakdown:  
 
Thursday 6 September 13:00 – 16:00 
 
UCAS appreciates that the end of an event day can be quiet, and we are doing our utmost to 
keep visitor numbers consistent across the day. However, even if you have no visitors around 
your stand, there will always be visitors in the venue, which is why it is not deemed good 
practice to start breaking down your stand early. 
 

file:///C:/Users/gemmas/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/SJJWQKF0/holidayinndumfries.com
https://www.ucasmedia.com/sites/default/files/Exhibitor%20registration%20instructions.pdf


 

If exhibitors start to dismantle stands while the event is still open, this poses a health and safety 
risk to our visitors, and we may have to cordon off your stand, which may affect access to 
exhibitors near to you, thus affecting footfall to their stand. UCAS appreciates that at times, 
exhibitors may need to leave early. If you need to do this, we ask that you speak to a member 
of the Events Team so we can access the impact of doing so on the exhibition. We would 
appreciate your cooperation in this matter. 
 
 

Business centre 

 
No free printing or copying is available at this venue. Please ensure you have adequate copies 
prior to your attendance at this exhibition. 
 

C 

 

Car parking 

  
There are ample free parking spaces available in the main car park, located at the front of 
Easterbrook Hall. 

Catering 

 
Tea, coffee, and pastries will be available to exhibitors from 08:30 to 09:30, in Duncan Room 4.  
These will be provided free of charge. 
 
Bottled water will be provided at each stand. Additional bottles (free of charge) can be 
obtained from the Skills Development Scotland stand. 
 
Tea and coffee will be available throughout the day in Duncan Room 4. This will be provided 
free of charge. 
 
No lunch will be provided. 
 

D 

 

Deliveries 

 
We will only be accepting deliveries from couriers on Wednesday 5 September. They should be 
clearly labelled with your organisation’s full name, your stand number, and the venue’s 
address. 
 



 

 
UCAS Exhibition 
STAND NAME AND NUMBER 
Easterbrook Hall 
The Crichton 
Bankend Road 
Dumfries 
DG1 4TA 
 

E 

 

Electrical services and stand power 

 
Any power requirements must come through UCAS – please contact r.jones1@ucas.ac.uk. 
 

Emergency procedures 

 
All emergency exits are clearly marked in the Main Hall. Please ensure all emergency exits, and 
the immediate area around them, are kept clear at all times. 
 

Exhibition stands and furniture 

 
Each exhibitor is allocated a 2m x 1m stand area, unless a double or triple stand has been 
booked. You will only be provided with a table and two chairs if you have booked them in 
advance through your ENet account. 
 
 

Event Staff 

 
There will be event staff on hand throughout the day to assist exhibitors, who will be 
identifiable by their red UCAS t-shirts, which say ‘Event Staff’.    Event staff will be able to help 
you with the breakdown of boxes, how to locate bathrooms, tea and coffee, and any other 
queries you may have. 
 
The local organiser and some SDS staff will also be wearing UCAS-branded red polo shirts, and 
the UCAS Events Team can be identified by their UCAS-branded black polo shirts.    
For any general queries during the event, the general information desk will be manned by both 
UCAS and the local organiser’s team. 
 
 
 

mailto:r.jones1@ucas.ac.uk


 

 

F 

 

First aid 

 
If you sustain any injuries, or are present when an accident occurs, please report to the general 
information desk in the first instance, where a member of the UCAS team and the local 
organiser will be situated. 
 

Footwear 

 
Suitable footwear must be worn onsite during build-up and breakdown. Open-toed 
sandals/shoes, flip flops, and flimsy footwear are not permitted. 
 

H 

 

Height restrictions 

There are no height restrictions at the venue.  

 

I 

 

Insurance 

 
It is essential you take out adequate employee and public liability insurance against personal 
injury, damage to, or loss of, exhibits, etc.   
 
While the organisers take every precaution to protect exhibitors’ property during an event, 
they are not responsible for any loss or damage. You should ensure you have adequate public 
and employers’ liability cover, in line with the booking terms and conditions.  
 

Internet  

 
Free WiFi is available at this exhibition. 
 

L  

 

Lost property 

 



 

If you have lost your own property, or have found something, please report it to the general 
information stand. 

 

O 

 

Organisers 

 
Should you need to contact the event organiser on the day of the event, please visit the general 
information stand, where both the Event Organiser and UCAS will be on hand to answer any 
queries. 
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Passages and gangways 

 
Any means of ingress and egress, passageway, or gangway must remain free from obstruction, 
and be kept free from obstruction for the duration of the exhibition.  
 
1. No part of any stand or exhibit is permitted to encroach on a passageway or gangway, and 

no door, window, or other similar facility may open outwards to project beyond the 
perimeter of the stand.  

2. The floor around your stand shall be kept level and even, and shall not be allowed to 
become slippery or a source of danger. 

3. Where an exhibition stand is not provided with a platform, the space shall be clearly 
defined, and the exhibits shall be arranged to maintain passageways and gangways of 
uniform width. 
 

R 

 

Risk assessment 

 
All exhibitors, by completing their booking to attend the event, have legally agreed to 
implement the control measures – as detailed in the generic risk assessment provided at the 
point of booking – for exhibitors attending an event of this nature. This highlights the significant 
risks that exist during such an event. A copy of the risk assessment can be found at the back of 
this exhibitor manual. You are strongly advised to read this document, and encourage all staff 
attending the event with you to do the same. 
 
You may also have completed an additional risk assessment as part of your booking. Please 
bring a copy of this with you, and email a copy to the organisers at events@ucas.ac.uk.   
 

mailto:events@ucas.ac.uk


 

S 

 

Scanner collection 

 
If you have booked to hire a scanning device at the exhibition, you will be able to collect this 
between 08:30 – 09:15 on the morning of the event, from the general information desk.  
Please ensure you bring your licence codes with you to the event. 
 

Security 

 
All valuables are the responsibility of the owner. There are no lockers available at this venue. 
 

Smoking 

 
Smoking is prohibited in all areas of Easterbrook Hall. 
 

T 

 

Trolleys 

 
Trolleys are not provided at the venue, so please bring your own if you need one to deliver 
goods to your stand. 
 
Trolleys are only permitted on the exhibition floor outside event opening hours, for the safety 
of visitors. 
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Sentinel 
103 Waterloo Street 

Glasgow G2 7BW 
t: 0141 248 5070 
f: 0141 222 3398 

 
TO WHOM IT MAY CONCERN 
 
6th August 2018 
 

Dear Sirs 
  
Our Client: The Skills Development Scotland Company Ltd & Subsidiary Companies, including Careers 

Trust Scotland 
 
We act as insurance brokers on behalf of the above and are pleased to confirm that the following insurance covers 
are in force: 
  
Employers Liability     
Insurer  Chubb European Group   
Policy Number  UKCANC47960   
Expiry Date 30th June 2019   
Limit of Indemnity £25,000,000   
      
   
Public Liability  
Insurer  Chubb European Group  
Policy Number  UKCANC47960  
Expiry Date 30th June 2019  
Limit of Indemnity £10,000,000 In any policy period or in the aggregate 

in respect of products supplied.  
   
Excess of £500 applies in respect of Third Party Property Damage 
 
 
This document is furnished to you for information only. 
 
The issue of this document does not imply that the person, or organisation, to whom it has been issued, is an 
additional Insured, nor does it modify in any manner the contract of insurance between the Insured and 
Underwriters.  
 

Should the contract of insurance detailed above be cancelled, assigned or changed during the current policy period, 
in such a manner as to affect this document, no obligation to inform the holder of this document is accepted by the 
undersigned Insurance Brokers. 
 

 
Yours faithfully 

 
 

Liam McFadden | Client Support Technician     
Aon Risk Solutions | Affinity 
Sentinel 103 Waterloo Street | Glasgow | G2 7BW  
t +44 (0) 141 222 3466 
liam.mcfadden@aon.co.uk 

 
 
 
 
 
 

 




