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Bedfordshire UCAS exhibition

Thank you for supporting the Bedfordshire UCAS Higher Education exhibition on 20-21
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Bedfordshire UCAS @XhibitioN.......couuveeeiiiiiiiieie et 03 David Seaton Amanda Hillman
(Or= [ 01 o U E3) 0 1 F= ] o RPN 04 Assistant Director for m Student Recruitment Manager
UCAS @XNTDITION A=Z...eeeeeeeeeeeeee e et e et e e e tee e e eaas 06 Recruitment and Admissions vl -CRM
A ............................................................................................................. 06 E: david.seaton@beds.ac.uk E: amanda'hi”man@bEds'ac'Uk
Accidents and NEAr MISSES...........ccuveirurmierniniinissse e 06 M: 07568 130527 M: 07860 593780
J AN ¢ 1Y 1 PR 06
O
Car PALKING.c..veeeieeeeeeeeeee ettt ettt ettt as 82 Stephanie Strange Emma Hall
Cash machines Student Engagement Customer Relationship
Caterln ............................................................................ 06 and Recruitment Manager Markeﬁng Assistant
Coache§ ...................................................................................... 07 E: steph.strange@beds.ac.uk E: emma. L hall@beds.ac.uk
D ...................................................................................... 07 M: 07803 454464 M: 07860 593811
............ R R R R R R R R R R R R TR RELERRCLREE 08
D1 =0t n T o] o LN 08
E .............................................................................................................. 09
EMErgency proCedUIEsS........ueivuiieirieeeeciee e e 09 Lee Bowling Lilly Bygate
Event ambassadors. .. e 09 Student Engagement Student Recruitment Officer
e 09 and Recruitment Manager E: lillybygate@beds.ac.uk
. . E: lee.bowling@beds.ac.uk M: 07510 585399
I (T 5y A= 1o TR 09 M- 07711 188459
............................................................................................................... 09
U 1= 1 o Lol 09
T L <] o 1= P
L eeese e o Our team of event
LOSE PrOPEITY. oot 09 staff are easily
O ......................................................................................... 10 identifiable in their
o OrZaNiSErS.....uuiiiiiiiiiiiiic e 10 red UCAS t-shirts
.................. ARCRRL LR R R R R R R R R e e R R e R R L SR IR R DR SR R 10 andjackets.
ParKiNG. .o i 10
2 N
RISK @SSESSIMENT..c..eveeeeeeteeeeeeeeeereereseeeeeseseeesesseseeessessesseessesses %8 EaCh Stznd will ;
S s 10 ave a designate
1Y 1410114 o= SRR 10 staff member to
UCAS Code of CoNdUCE.......ccciviiiiiiiiiiicc 11 offer support
&lsk ASSESSMENT....coiiiiiiiiiiiei e 12 throughout the
OteS ..................................................................................................... 23 eXhibitiOn.

Please note that the University of Bedfordshire has multiple campuses - the UCAS
exhibition is hosted at the Bedford campus:
University of Bedfordshire, Bedford campus, Polhill Avenue, Bedford, MK41 9EA
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UCAS exhibition A-Z

Accidents and near misses

In the event of an accident or near miss while on-site, please report to the event
organiser as soon as possible on 07568 130 527.

Arrivals

A member of the Events Team will greet your coach and inform your students of the
programme for the day. Our event staff will then take your students to the Welcome
Marquee, where they collect their programmes and their entry tickets will be scanned.
Your students will then be able to enter the exhibition halls. If any of your students
forget or misplace their tickets, they’ll be able to re-register on-site in the Welcome
marquee.

Your exhibition ticket is personal to you and should not be passed on to other group
members, as this would compromise the security of your data. To comply with data
protection regulations, it’s essential that individuals at our exhibitions use their own
ticket — both on entering, and when visiting exhibitors stands. Anyone found to be in
breach of this will be asked to leave the event, and will have to register again to be
re-admitted.

Unfortunately, we have no coach parking on campus — please advise your coach driver
that they will be asked to park off-site.

Car parking

Free car parking is available for visitors on campus, but it will be limited.

Cash machines

Credit and debit cards are only accepted in the Gateway Cafe and the Global Cafe.

The University has a free cash machine, which is located in the Campus Centre building.

Catering

All catering outlets on campus will be open during the event, but are expected to be
busy.

Teachers and exhibitors

Complementary tea/coffee will be available for teachers and exhibitors throughout the
exhibition in the teachers and exhibitors’ lounge, which is located at the rear of the main
marquee, next to the Sports Hall. There will also be a shop and lounge area to buy light
refreshments and take your break.

In addition, the following catering outlets will also be open:

Global Cafe: Located next to the main campus theatre in D block, will be serving:
e sandwiches

¢ hot and cold beverages

e assorted 6” deep-pan pizzas

e burgers and chips

Gateway cafe: Located in the main Gateway building, will be serving:
¢ hot and cold beverages
¢ sandwiches, paninis and toasties

Catering marquee: Located next to the demonstration zone, there will be three
temporary catering outlets serving:

e Qutlet 1: hound dog (hot dog)

e Outlet 2: mac shack

e OQutlet 3: platini’s asian street food

In addition, there are smoothie outlets around campus. Students can also purchase ice
creams, crisps, drinks, boxed salads, and fresh fruit from all outlets.

Coaches

To ensure a smooth and steady flow of coach traffic, in and around the University of
Bedfordshire, we have produced an important set of guidelines for teachers and coach
drivers. Please make sure these guidelines are read by your school representative, and
your coach company. There is no coach parking on site, and you will need to make prior
arrangements with your coach company to park for the duration of the event.




Please follow directions to the University of Bedfordshire (postcode MK41 9EA). On ar-

rival, there will be signs and event staff directing coaches to a designated drop-off point.

Please make sure you arrive at your pre-arranged arrival time, as we have approximate-
ly 10,000 visitors arriving by coach over the duration of the event. If your coach is signif-
icantly early, you will be asked to keep your students on the coach until your allocated
arrival time — please ensure your coach driver is aware of this.

On arrival at the university campus, each coach will receive a short briefing from a
member of the event staff, before the students disembark. At this time, we will need
to collect the following pieces of information from a member of school staff on each
coach, so they will need following information to hand:

o School/college name.

° Contact name of staff member on-site.
o Expected departure time.

o Coach company name.

Directions

By road

From the north, leave the M1 at junction 14. Take the A422, following signs for Bedford.
From the south, leave the M1 at junction 13, then follow the A421 to Bedford. From the
Al, south of St Neots, take the A428 to Bedford, the Bedford campus is next to the A428,
on the eastern side of Bedford.

For more detailed directions, please visit: www.unibeds.info/Bedford-directions

By rail

There are frequent trains, operated by Thameslink and Great Northern, from London St
Pancras International station — journey time is about 50 minutes. East Midlands Trains
run from London St Pancras station — journey time is about 40 minutes.

There are also direct trains from Leicester, Derby, Nottingham, and Sheffield. Services to
the West Midlands, Lancashire, and Scotland are via Milton Keynes.

Emergency procedures

The exhibition is supported by a designated Health and Safety Team who have a remit to
ensure the safety and welfare of our visitors.

Event staff

For 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.

First aid

First aid facilities are available at the event, with a designated team of first aiders on
hand throughout the exhibition. Should medical assistance be required, please request
this from a member of staff.

Insurance

The organiser has adequate public and employee liability cover. A copy of the certificate
can be found at the back of this pack.

While the organisers take every precaution to protect visitors’ property during an event,
they are not responsible for any loss or damage. All group leaders should ensure they
have adequate public and employers’ liability cover, in line with the booking terms and
conditions.

Internet

WiFi can be accessed on campus through Eduroam (if you work for a university or
college that also supports this scheme). Guest Wi-Fi is also avilable but not accessable
from all loctions. Please note WiFi access is not guaranteed.

Lost property

Please note that any goods, materials, deliveries, or miscellaneous items left on-site at
the end of the exhibition will be treated as abandoned and disposed of accordingly.

Please do not leave any items unattended as they will be treated as suspicious and
disposed of.




The organisers can be found in the marquee and are contactable via mobile phone.

TO WHOM IT MAY CONCERN 2= July 2018
Parking

Please refer to Car parking and Coaches. Dear SirfMadam

THE UWIVERSITY OF BEDFOADSHIRE AND AlL ITS SUBSENARY COMPANIES

‘We onfirm that the abave Institution is 8 Member af U_M. Assoriation Limited, and that the

Risk assessment folowing cavers are currenitly in place:

The organiser has completed a risk assessment for the event. A copy of this can be found
Certifiate No. YD164580BEDT 18A/DES
on page 12.
Perind af Indemnity 1 August 2018 10 31 luly 2019
Limit of Indemnity £25 000, 004 arry one evertt unlimited in the agprepate
Includes Indemnity ta Principals
Smoking Caver provaled by O8E Insurance [Europe] Umited and Exress Inaurers
Please use the designated smoking area which will be clearly signposted. PUBLIC AND PRODUCTS LIABILITY
Certificate af Entry No. UMDE3/2
Perind af Indemnity 1% August 2018 to 37 luly 2019
Includes Indemnity ta Principals
Limit of Indemnity 20,000,008 ary one evert and i the aperesate I respect
af Producis Liahility and unimited in the aperegate n
respect of Pulalic Liabilby
Caver provaled by U_M_ Association Limited and Booess Cover Providers led by
OAE Inwuranre [Furmpe) Limited

If yau hawve amy guenes in respect of the abave details, please do nat hesilate 1o contadt us.

Yaurs faithdfulhy

Voot G~

Paul Cusition
For UM Assoriation Limited

waod Masagernans S  rogsared i England s Wales, no. 5343) i iy 3:1

M. Associati on Lt ogister ddness of both oo 5 it Hi e L B BAB. o Mlanagement IS0 i
ol WAT Rgictration Numbar: 212248635, KEGs DERER IR
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GUIDELINES FOR COMPLETING AN ASSESSMENT

The Aim of a Rk Assessmend is o idendify harards and risks and implement sutable
comirol measwres to reduce poleniial hamn n the workplace

HEFINITHINS:
HAZARD - Something with the potential to case ham.
RISK - The likelihood of hanm being realsed.

1. Ideiify an pclivily, prrecs ar operslion where there s polenksl for injry or damage.
Comrside rwhether i s essenkal for The acivily fo continue, e, siihout The harand there is no rskc

2 denkify the harads within the adivily. e, using machinery, mnfinel Spares, wirking st height, eleciricily,
mamsl herdiing ke wodkdng. exposue o Baadous sbshaer se.  Use of he HIPA form should assis]
with the denfiicalion of ha=ads for e work or adivity that is planned and should be vsed o cary ool B
preiminery eepocment

ER Dedesmnine the risks imvolved and whal type of incdent s anlicipeled, eg. onleel with movingfsharp

4 Esimaie the risk ievel withaut the benefit af eny conbml messines.
Rissk Leved = lielihond x sevesily
HIGH [12-25) cerban ar nesr cesisin that harm will resull o senoos nunyfiiamape
MEDILWA (5-10) ham will pmimbly pecur eyjuesrily with minar ilurphlemepe
LCAY (1-H) i = unikely thal mm will be cemised and the aricome weuld resul n very minor
inurydamage:

LR High erud medium risk levels will reguire coniml messunes o reduce the risk evel 1o es ow Bs s reesnebly
pacicahie  This onld be achieved by o @mEmple, Guading, Selely PrceduesiWoring Prachices,
Speculst Tmining, Mechanieal Asssiance, Subsiiiulinn of heramkons subsiance n subsiance of ower sk,
=
Pasonal Prmieciive Bquipment should anly be considersd, o= the os] resart. F alemalive coriel messaes
T Echiewe 8 lowes sk evei

[i R R psess the risk ievel with existing o new conbml messires in place.

T Some pdiiinal eaminal messunes may e requined ioredoce therisk.  inserl who these coniml measres wll
be pchonexl by For carily use an asienisk 7] o highight those thet nesrd i be put inio place befone the
aciily or everrl okes plarss

i R Compleied ssecomens siould b sheed and dsssed wih &l persons inwobed in He
eciviypmeessinperaion and where possible, signed b confam their undersiersding and immlvement

LR The compleledi ssesonenis should Blsn be signesl by the pssesswr, Head of DeparimentfSoppart
Depurimesni or Desn and 2 member of The healh and saisly depariment

100 Al pmeconenis shauld be reviewed, 2= aml when fhere s any sSignificant change or snmually whichever s
snoner.

11 Generi: sk asspssmenis ane pecepishie where acliviiesipmoesesioperalinns ae consishent amoss the
woihpisce. However. these mirs] be miopisl, &= sppropisie. 0 consider indvidesls sl ibeal emarconmenl

12 There may be other 1=k asceements thal need o be urderinlen separalely,
Foreample: bMamsl hanling
COSHH [Comimd of Subshanre= Hazandous io Health)
hew & Expectant mathers
Yaung persomes
Sine=sx
Al these may need other sperific pecesoment fonms o be completed




Venue:

University of Bedfordshire
Bedford campus

Polhill Avenue

Bedford

MK41 9EA

Opening hours:
09:30 — 14:30

Contact details before the exhibition:
T: 01242 544808
E: events@ucas.ac.uk

Contact details during the exhibition:
T: 07900 996736
W: ucas.com/exhibitions

General enquiries:
Event staff wearing red UCAS t-shirts will be available to offer help and advice
if you have any queries.

Thank you for registering to attend the UCAS Bedfordshire Higher
Education exhibition on 20 — 21 June 2019.





