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A 

 

Accidents and near misses 

 
If you are involved in an accident or near miss, please go to the event reception desk in the ground floor 
front foyer. There will be a number of trained first aiders available on the day.   

 

Accommodation 

 
Less than five-minute walk from the University of Suffolk:  
  
Travelodge – Ipswich  
15 Duke Street  
  
Premier Inn – Ipswich Town Centre (Quayside)  
33 Key Street  
  
Ten-minute walk from the University of Suffolk:  
  
Hotel Novotel Ipswich Centre  
Grey Friars Road  
 

Arrival 

 

On arrival, please go to the Waterfront Building, where a student ambassador will help you locate your 
stand and sign the register of attendance. 

To gain entry to the venue, you must register details of who will be attending pre-event through your 
ENet account – instructions on how to do this will be sent to the lead booker by email.  

 

B 

 

Build-up and breakdown 

 
Build-up 
Exhibitor access via loading bays at the back of the Waterfront Building (drop-off only):  
 
Wednesday 5 June 15:30 – 18:00   
Thursday 6 June 08:00 – 09:00   
  
Breakdown 
Thursday 6 June 14:00 – 16:00. Please stay on your stand until the exhibition closes. 

  



 

Trolleys are not provided, but assistance with unloading/loading will be available during the times 
stated above. Trolleys will not be allowed on the hall floor once the exhibition has opened, and you will 
not be able to access the loading bays.    
 
 

C 

 

Car parking 

  
Directions 
The University of Suffolk Waterfront Building is located on the Ipswich Waterfront, approximately ¼ mile 
from the town centre, and is well signposted on the approach to the town.  
 
There will be AA signs directing you to the higher education exhibition. However, these will lead to the 
coach drop-off and pick-up point, and not exhibitor parking. 

 
Car park location for exhibitors 
Please use RCP Duke Orwell Quay car park (Duke Street, IP3 0BF).  
 
Car park charges: pay and display, pay online/mobile, coin, and card payments available. 
 
£1.70 – per hour 
£5.50 – all-day 
 
Please note, the university has no parking available for visitors. 
 
Unloading: If you have materials to unload, the entrance to the loading area of the Waterfront 
Building is on Coprolite Street, off Duke Street. Parking is not allowed in this area, and it can only be 
used for deliveries and unloading, with a maximum stay of ten minutes. Exhibitor parking is less than a 
two-minute walk away. 
 
Public transport 
Park and ride: There are two park and ride sites in Ipswich, one at Copdock, and one at Martlesham. 
Journey time to the town centre is approximately 25 minutes, traffic permitting. The Waterfront 
Building is a short walk from the town centre. 
 
Taxi: The approximate journey time from the train station or the town centre is five – ten minutes. 
 
Train: Ipswich railway station is approximately a 15 – 20 minute walk from the Waterfront Building.  

  

Catering 

 
To save waste and remain conscious of the environmental impact, bottles of water will be available on 
request at the start of the day. Where possible, please bring your own bottles and our ambassadors will 
fill these up for you. Water dispensers are available on each floor of the exhibition. Complimentary tea 
and coffee will be provided in room W1.20 (first floor). This room will be restricted to exhibitors only.  
 
 



 

There are a number of a catering options along the waterfront, including: 
 

• Ice cream on the waterfront plaza area  

• BBQ on the waterfront plaza area  

• Paddy & Scotts on the ground floor of the Waterfront Building 

• Cult Café Bar in the James Hehir Building 

• Tesco Express, which is a three-minute walk along Duke Street (turn right out of the main entrance 
to the building) 

 
Other waterfront cafés/restaurants include Coffee Link, Isaac’s, and Pizza Express. 
 

D 

 

Deliveries 

 
There are no facilities for the advance storage of exhibition material at the University of Suffolk. Please 
arrange for all deliveries to be made only during the build-up day and event day (5 and 6 June). Any 
deliveries arriving outside these dates will be returned to the sender.  
 
Any deliveries should be clearly addressed as follows:  
 
Suffolk higher education exhibition  
Exhibitor name and stand no.  
Robyn Van Ryssen 
University of Suffolk  
Waterfront Building  
Neptune Quay  
Ipswich  
IP4 1QJ  
 
The University of Suffolk cannot be held responsible for the transportation of deliveries to individual 
stands, and will not sign for any delivered packages.  
  
Any deliveries not clearly addressed as above are likely to be returned to the sender.  
 

E 

 

Electrical services and stand power 

 
Not available. 

 

Emergency procedures 

 
If the fire alarm sounds, everyone must evacuate the building promptly. Security officers, floor clearance 
officers, and/or the Events Team will direct you to the nearest exit. You will need to assemble on the 
Waterfront Plaza by the question mark sculpture. If you believe any member of your group is not 



 

accounted for, please immediately inform a floor clearance officer (wearing a yellow high-visibility 
tabard). You will be informed when it is safe to re-enter the building. 

 

Exhibition stands and furniture 

 
The stands will be 2m wide by 2m deep. A chair and tables will only be provided if requested. 

 

Event ambassadors 

 
Event ambassadors will be available throughout the event to assist you. They will be easily identifiable 
by their red UCAS t-shirts. They will help with deliveries, car parking, ensure empty boxes are cleared 
away, keep aisles tidy, and direct students and exhibitors as necessary. Please do not hesitate to ask for 
their assistance. 

 

F 

 

First aid 

 
Should you require first aid, please go to the event reception desk A, in the ground floor front foyer. 
There will be a number of trained first aiders available on the day.  

 

Footwear 

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

H 

 

Height restrictions 

 
The maximum height for stands is 4m. 

 

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  

 
You can connect directly to WiFi by searching for ‘SuffolkUni’. If you have problems, please go to the 
event registration desk A (stand 1a on the floorplan). 

 

L  

 

Lost property 

 
Please contact a member of staff at the event reception desk A (stand 1a on the floorplan). 

 

O 

 

Organisers 

 
The event reception Desk (A) is situated just by the entrance. This desk will be staffed, and you can get 
in touch during the event as follows: 
 
06 June, 08:30 – 14:00 
 
Mobile: 07788 205 426 (Robyn Van Ryssen) 
 07527 107 709 (Faye Gaffer) 
     
These numbers are only available during build-up and the event. 

 

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 
exhibitions@ucas.ac.uk.   

 

S 

 

Scanner collection 

 
Scanners can be collected from the scanner desk, in the ground floor front foyer (along the corridor, just 
past the entrance to the café). 

 

Security 

 
Security is provided 24/7, and is based at the main University of Suffolk reception in the Waterfront 
Building foyer. 

 

Smoking 

 
Smoking is permitted in the shelter at the rear of the Waterfront Building. The use of electronic 
cigarettes or vaping devices is not permitted in any of the University of Suffolk’s 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. 
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Date1st August 2018 

 

 

TO WHOM IT MAY CONCERN 

 

 

Dear Sirs 

 

 

University Of Suffolk 

 

This letter is to certify that Insurance has been effected on behalf of our client for the period from 1st August 2018 until 31st 

July 2019 plus any renewal subsequently agreed. 

 

Brief details of the covers are set out below:- 

 

Employers Liability 

 

Cover : Indemnity in respect of the Insured's liability for injury, death or disease, sustained by 

employees arising out of and during the course of their employment, subject to the normal 

policy terms and conditions. 

 

Indemnity : £10,000,000 any one event inclusive of costs. 

 

Insurer : Zurich Municipal 

   

Policy Number  :  NHE-09CA02-0023 

 

Public/Products Liability 

 

Cover : Indemnity in respect of the Insured's legal liability for accidental third party property damage 

and/or third party personal injury, arising out of and during the course of the business, subject 

to normal policy terms and conditions. 

 

Indemnity : £10,000,000 any one event and/or series of events, otherwise unlimited during the period of 

insurance, except in respect of Products claims where the Limit of Indemnity is £10,000,000 

for all claims in the aggregate during the period of insurance. 

 

Insurer : Zurich Municipal 

   

Policy Number : NHE-09CA02-0023 
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Professional Negligence 

 

Cover : Indemnity in respect of any claim or claims arising out of the Insured’s breach of 

professional duty notified during the Period of Insurance, subject to normal policy 

terms and conditions. 

 

Limit : GBP3,000,000 applies to all claims in the aggregate in any one period of insurance 

 

Insurer : Zurich Municipal 

 

Policy Number : NHE-09CA02-0023 

 

Cover is subject to the Insurers policy terms, conditions, exclusions and cancellation provisions. 

 

The information provided in this document is based on the insurance covers in place at the time of writing. Changes to 

cover may have been made during the policy period of cover. 

 

Any expiry date shown in this document represents the standard expiry date of the policy, in certain circumstances 

cancellation may occur before the standard expiry date of the policy. 

 

This document is provided for information only; it does not alter, amend or extend the cover provided by the 

insurance policy.   

 

If further information is required, we will be pleased to supply this on request. 

 

 

Yours faithfully 

 

 
 

Karen Turner 

Andrew Thompson and Associates Limited 

  
 




