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A
Accidents and near misses
If you are involved in or witness an accident or near miss while onsite, please report it to the organiser’s
office, located in the Sports Hall Reception area, immediately.
Accommodation
Hotels near the University of Cumbria, Fusehill Street Campus:
Ibis Carlisle City Centre
The County Hotel
The Halston
Travelodge
Hallmark Hotel
Milton Hilltop Hotel
Crown and Mitre

01228 518 000
01228 531 316
01228 210 240
08719 846 374
03300 283 401
01228 810 899
01228 525 491

Please note, University of Cumbria/UCAS does not recommend any hotel or have preferential rates with
any accommodation provider. This list is provided for your convenience only.
Arrival
To gain entry to the venue, you must register the details of who will be attending, before the event. This
should be done via your ENet account – instructions on how to do this will be sent to the lead booker, by
email.
On arrival, please make your way to the Sports Hall main reception, where you will need to sign in, and
will be issued with an exhibitor lanyard. This must be worn at all times.
Vehicle passes are required to be displayed in the windscreen for access to the limited car parking
onsite.
B
Build-up and breakdown
Build-up times:
Wednesday 1 May
Thursday 2 May

16:00 – 18:00
08:00 – 09:15

Breakdown times:
Thursday 2 May

15:00 – 17:00

NB: Please note that trolleys are not provided, and will not be allowed on the hall floor once the
exhibition has opened. Exhibitors should remain on their stands and refrain from dismantling until the
exhibition closes at 15:00. If exhibitors do start to dismantle stands while the event is still open, there
will be no other alternative but to close to the exhibition, irrespective of how many students remain in
the hall. The same principles will apply for dismantling, as accessing.
C
Car parking
There is very limited car parking at the University of Cumbria, Fusehill Street Campus. Parking will be
free of charge, and vehicles will need to display car parking passes. If the car park becomes full – which
will be likely as it is a city centre campus with a small car park – Cecil Street public car park is a short
walk away.
Exhibitors are encouraged to travel by train where possible to avoid congestion. Transit vans and
vehicles of similar size and larger should contact the venue directly for information on where to park.
Spaces are available for disabled visitors. Contact the University of Cumbria in advance so they can
reserve the space for you. Please email studentrecruitment@cumbria.ac.uk.
Cecil Street car parking: 12 Aglionby Street, Carlisle, CA1 1NX
Catering
The event will not close for lunch.
Each single stand, irrespective of the number of staff, will be provided with four free tea and coffee
vouchers per day. If you are on a double stand or larger, you will be provided with eight vouchers per
day, which can be redeemed in the exhibitor and teacher lounge. Each stand will also receive a bottle of
water.
Various catering outlets will be open across the campus on the day, where you can purchase further
refreshments and lunch. These will be clearly marked.
D
Deliveries
Please refer to the ‘Build-up and breakdown’ section.

Please be aware that any deliveries during the event opening times will not be accepted. All deliveries
MUST arrive between 08:00 – 09:00 on Thursday 2 May.
If you’re expecting goods to be delivered by courier, please ensure they are aware of the dates of the
show and hall opening times.
All deliveries should be clearly marked with the following information:
UCAS North and West Cumbria higher education exhibition
Exhibitor company/institution name/exhibitor name
Contact name
Stand number
University of Cumbria
Fusehill Street
Carlisle
Cumbria
CA1 2HH
Please ensure the organiser is aware of any deliveries expected on the day of the event, by emailing
studentrecritment@cumbria.ac.uk.
E
Electrical services and stand power
There is no stand power available during the event.
Emergency procedures
In the event of an evacuation, please follow the instructions of the UCAS event staff. Should an
evacuation of the building occur, please leave by the nearest exit.
If it is a fire evacuation, do not run or collect your personal belongings – go to the nearest fire assembly
point.
If it is a bomb threat evacuation, please do not run, but unlike a fire evacuation, please collect your
personal belongings and take them with you. The emergency procedures document will be provided on
your stand on arrival.
Exhibition stands and furniture
Please ensure your stand takes up no more than 2m wide and 1m deep. The tables provided in each
stand area are approx. 4 x 2.5ft. Allocation of stands to exhibition halls is listed in the exhibition z-card.

You will only be provided with one table and two chairs if requested through your UCAS booking. If
you’re unsure as to whether your institution has booked furniture, please check your ENet account, or
contact studentrecruitment@cumbria.ac.uk.
Event staff
For any general queries during the event (e.g. directions to facilities), ask any of the event staff, who can
be identified by their red UCAS t-shirts.
F
First aid
There will be first aid cover throughout the open days of the exhibition. If you need medical assistance,
please go to the Sports Hall Reception, located in the foyer next to the entrance.
If emergency care is required, please call 999 immediately, and inform the event manager (based in the
Sports Hall Reception).
Footwear
Suitable footwear must be worn onsite during build-up and breakdown. Open-toed sandals or shoes, flip
flops, and flimsy footwear are not permitted.
H
Height restrictions
Any banners or displays in the Sports Hall must not exceed two metres.
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 employer’s liability
cover, in line with the booking terms and conditions.
Internet
WiFi will be available free of charge throughout the event. Instructions on how to connect to the WiFi
will be available in your pack on your stand.
L

Lost property
All property found should be handed to the venue or the organiser’s office, located in the Sports Hall
Reception. The item will be retained during the event, or until the owner comes forward. If no owner is
found for the duration of the event, the property will be left with the venue. If after six months no claim
is made in respect of that property, the venue shall consider the property to have abandoned, and shall
receive the rights to offer that property for sale.
O
Organisers
If you need to speak to the organiser, ask any of the members of staff in red t-shirts, and they can
contact the organiser for you. The main organiser’s desk is located in the main reception area of the
Sports Hall.
P
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.
a) 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.

b) The floor around your stand shall be kept level and even, and shall not be allowed to become
slippery or a source of danger.
c) 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 ensure you
bring a copy of this with you to the event, and also email a copy to the organisers at 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
08:15 – 09:15 on the morning of Thursday 2 May, from the organiser’s office in the main Sports Hall
Reception – please ask a student ambassador for directions, should you need them.
Security
Please ensure you wear your exhibitor pass at all times, as entry to the hall will not be permitted
without it. Please take account of the following security advice form the venue:
•
•
•
•
•

Take home any valuable items if there are not secure facilities onsite.
If you leave your stand unattended, please be aware that any items of value will be left at your
own risk, and the University of Cumbria will not be liable for any missing items.
Remove all portable or valuable items from the stand on the evening, the night before. Do not
leave them until the following day for collection.
Arrive in time for the show. Ensure your stand is staffed at least 15 minutes before the show
opens. The hall is open from 08:00.
If you are a victim of theft, please report it immediately to the event manager.

Smoking
There is a strict policy of no smoking/vaping (other than in designated smoking areas), which includes all
University of Cumbria buildings.
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.

Exhibitor parking permit

North & West Cumbria UCAS HE exhibition
2019
Valid for parking at:
University of Cumbria
Fusehill Street Campus, Carlisle, Cumbria, CA1 2HH
Date valid: 2 May 2019

Please ensure this pass is displayed in the windscreen of your vehicle to avoid parking charges during your stay.
There is very limited car parking spaces at The University of Cumbria, Fusehill Street Campus. Parking will be free of
charge; vehicles will need to display car-parking passes. If the Car Park becomes full, which will be likely as it is a city
centre campus with a small car park. Cecil Street Public Car Parking is a short walk away; we do encourage UCAS
exhibitors to travel by train where possible to avoid congestion.
Cecil Street Car Park: 12 Aglionby Street, Carlisle CA1 1NX

Security marking: PUBLIC/INTERNAL USE ONLY/CONFIDENTIAL
Document owner: Role XX (Name XX)
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University Buildings

no.

B
BS
C

Blencathra
Bowscale
Calva Bar and Beer Garden
Carrock Halls of Residence
Chapel
Estates
LG Learning Gateway
Calva Lecture Theatre
LN Lonscale Building
SK Skiddaw
CSP Sports Centre
STEM Laboratories
Outdoor Classroom

Addr ess
University of Cumbria,
Fusehill Street, Carlisle,
Cumbria CA1 2HH

Campus map key

1
2
3
4
5
6
7
8
9
10
11
12
13

Loop system
Building access
Accessible Entrance

R

Reception
Car Park
Designated
Disabled Persons
Parking Bay
Designated Car
Share Parking Bays

Telephone
01228 616234

Designated
Smoking Zone

11

Bicycle Shed
Outdoor Classroom

13
8

3

7

9

10

5
4

2
6
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1
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