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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 130527.

Accommodation

Here, you'll find details of hotels near the Bedford campus:

Premier Inn: Priory Country Park, Barkers Lane, Bedford, MK41 9DJ (three minute
drive, 18 minute walk).

Travelodge Bedford: Goldington Road Hotel, 403 Goldington Road, Bedford, MK41 0DS
(two minute drive, 16 minute walk).

The Bedford Centre Hotel by AccorHotels: 2 St Mary’s Street, Bedford, MK42 OAR

(five minute drive).

The Bedford Swan Hotel: The Embankment, Bedford, MK40 1RW (five minute drive).

Arrival

Please go to the Welcome marquee. To gain entry, you must register the details of who
will be attening before the event — through your ENet account — instrucatoons will be
sent to the lead booker by email.

Build-up and breakdown

Exhibitors will be able to set-up on Wednesday 19 June, from 16:00 until 18.00. You will
also have access from 08:00 on Thursday 20 June.

Build-up exhibitor access:

Wednesday 19 June: 16:00 — 18:00
Thursday 20 June: 08:00 — 09:15
Friday 21 June: 08:00 — 09:15

Breakdown times are as follows:
Friday 21 June: 14:30 — 17:00

Car parking

Free car parking is available for exhibitors on campus — please make sure you display
your parking permit (this can be found on the last page of this guide).

Catering

Complementary tea/coffee will be available for 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 located here, for
exhibitors to buy light refreshments and take their breaks.

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

e 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:
e 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 OQutlet 1: hound dog (hot dog)

e OQutlet 2: mac shack

e Qutlet 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.

If you are unable to leave your stand to visit a catering outlet, please inform a
member of the Event Team, who will happily purchase lunch on your behalf.

Deliveries

Any deliveries to your stand during the UCAS event must be completed and your vehicle
removed from the loading areas, no later than 09:00. The venue will not allow the event
to open if vehicles are blocking any fire exits, and trolleys are not permitted on the
exhibition floor during open hours in consideration of public safety.




If you’re expecting goods to be delivered by courier, please ensure they are aware of the
dates of the event and hall opening times. Deliveries made before 08:00 on Monday 17
June 2019 will not be accepted by the venue.

The address for couriers is:
Name and number of stand, UCAS exhibition, University of Bedfordshire, Bedford
campus, Polhill Avenue, Bedford, MK41 9EA

Electrical services and stand power

Electricity supply cannot be guaranteed but the University of Bedfordshire will try to
arrange a power supply to those exhibitors who have requested it.

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.

Fire evacuation

The University of Bedfordshire is not expecting any fire alarm tests throughout the dura-
tion of the exhibition. In the unlikely event of an alarm sounding, an evacuation will be
led by University of Bedfordshire staff and UCAS event staff. Please follow their instruc-
tions carefully, and if you find you require any additional help or

assistance during an evacuation please ask the nearest member of staff.

Risk assessment
A copy of the event’s risk assessment is available on page 13.

Exhibition stands and furniture

Space is strictly limited to 2m x 2m per exhibitor (4m x 2m for double stands). Please
make sure your stand does not exceed this size — as large stands cannot be
accommodated. A table and two chairs will be provided, if requested through your UCAS
booking. If you are unsure whether your university or college has booked furniture, you
can check by logging into your ENet account.

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
the event opening hours for the safety of visitors.

Event staff

There will be event staff available throughout set-up and opening times, who will be
easily identifiable by their red UCAS t-shirts. They can ensure empty boxes are cleared
away, aisles are kept tidy, and will direct students and exhibitors as necessary. Please do
not hesitate to ask for their assistance. Please note, they will not undertake any
excessive lifting.

First aid

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

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

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

Lost property

All lost property will be handed in to the registration marquee.

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.




Organisers

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

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.

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 on page 13. 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 with you to the event, and also email a copy to the
organisers at exhibitions@ucas.ac.uk.

Scanner collection

Scanners can be collected from the back of the exhibition marquee.

Security

There is 24-hour security on-site.

Smoking
Please use the designated smoking area which will be clearly signposted.
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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GUIDELINES FOR COMPLETING AN ASSESSMENT

The Amm of a REk Assessment is o dendify harards and nsks and implement sutable
comirol measures o reduce polential hamm in the workplace

HAZARD - Something with the polentisl to cause ham.
RSK - The likeihood of hanmn being resned.

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

2. ideniify the harads within the polivily. e, vsing machinery, mnfinel spares, woiking al height, elecinindy,
mamsl hending kne working,. exposure i Bzadoues sbcshorer sie.  Use of he HPA form should eeesis]
with the denfiicalion of ha=ads for e work or adivily that is planned and should be vsed o cory ool B
preiminery epocment

Birncrat Cican
Aning Gl ok

ER Dedermine the rsis imvoived and whal fype of inodent s aniicipeled, eg. conieel with
pquipment, sspinpislion, fals, sechondon, back ingry. vicencefpbirse Consiler wha and hoow many
penple will be pffecied, £f. empknpees, shidenis, viskor=. oniackss_

4 Esimaie the risk level withaut the benelit af eny conbml messines.
Rk |ewed = liplihond x sevesiy

Wy Likady

HIGH [12-25) ceriain ar near cesigin that harm will resull i seioos nunyfiamape

BEDILM (8-10) ham will pmimbly pecwr eyjuerily with minar inurydemepe

LAY (1-0) i = unikely thal am will be cased and the auicome would resul n very minor

nprydamage.

a High srul medium sk levels will require comimal messunes o reduce the sk evel o es iow Bs s reesonsbhy
s pracicahie  This onld be achieved by for @mEmple, Guading, Safely ProceduesiWorking Prachices,
Speculst Tmining, Mechanieal Asssiance, Subsiiiulinn of heramkons subsiance n subsiance of ower sk,
=

Easiy forssaeatds . has | Comman Decamence

ek podiailial 10 i

Linwhibwrod
Lk
Fiareaass abie wnder
Eilan O culcliots

Personal Prmiective Bquipment should anly be considered, o= the os] resart. F alemalive el messunes
cannal schiewe 8 lower risk level

[i R R pssess the risk ievel with exsting o new conbml messires in place.

Saome pdiiinal eaminal messunes may be requied o redoce therisk.  inserl who these coniml measres will
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acivily or evernl tokes plarss

[} R Compleied ssecomenls should e shaed and dsoissed with &l persons mwobed in He
acivitwpmcessinperaion and whene possible, sipned o confam ther undersiarding and mmbvement
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'R The conpieled sseconenis should plsn be signed by the pssesaw, Head of DeparimentfSopport
b - Depuiimeni or Desn and 2 member of The health and saisly depariment

100 Al pmesamenis shauld be reviewed, 2= aml when fhere s any Sgnificant change or sually whichever s
snoner
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11 Generic rsk asspameris are pecepiishie where peliviiesipmes=ecioperalinns ae consisient amess the
wnkplece Howewer, these mur] be sl aplel, ac sppropisie, o consider indivalosls ard ioesl emronmend

ity of
ordshine
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12 There may be other sk asceements thal need o be urderinlen separalsly,
Foreample: bMamsl handling
COSHH [Comimd of Subshanrr= Hazandous io Health)
hew & Expectant mathers
Yaung persomes
Sine=sx
Al these may need other sperific pecesment fonms o be completed
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UCAS HELOA

UCAS Events
Exhibitor Code of Conduct

Introduction

UCAS organise a network of Events across the UK for prospective students to receive information, advice and
guidance regarding their future education and career opportunities from a wider range of institutions and
arganisations. In order to ensure that students’ needs are at the heart of the Events, and that all exhibitors
are able to effectively engage with students, it is necessary to require all exhibitors to adhere to the following
cade of conduct. The code of conduct has been agreed jointly between UCAS and HELOA.

Staffing

s Al members of staff who will be attending or working on the Events should see a copy of the Code of
Conduct and be able to comply fully. They should display a high standard of professionalism in their
work and offer information, advice and guidance effectively and with integrity.

» Exhibitors should provide appropriate personnel to staff the stand, adequately trained with sufficient
knowledge to offer quality representation of their institution or organisation. Pre-event information
should be passed on to those attending the Event,

» Please carefully consider the number of staff working at each Event. All staff should be able to
comfortably work within the allocated space provision. UCAS recommends no more than two staff
for a 2m x 1m stand, three people for a 3m x 2m stand and six people for 6m x 2m stand. Any
additional staff may be asked to leave if the health, safety or comfort of visitors or other exhibitors is
compromised.

s Seminars are delivered on an impartial basis. To uphold the Events’ impartiality, those asked to
deliver a seminar at the Event ensure their presentation delivers general advice and guidance, and
naot be perceived to deliver an unfair bias towards a particular HE provider, organisation or company.
Any presenter who does not support impartiality will prohibited from delivering seminars at future
Events.

»  Exhibitors should inform UCAS and the Local Event Organiser if they are unable to attend an Event.
Many Events are at capacity with a waiting list of exhibitors, Non-attendance at Events, without prior
notice, may jecpardise participation at future Events.

Marketing materials

* Al promotional material should be relevant and provide a balanced view of the organisation it
represents.
*  Unless a specific stand size has been booked the standard provision of space is:
o Shell scheme: 3m x 2m. Furniture will not automatically be provided = you can select during
the booking whether you would like the standard furniture.
o Campus Events: 2m x 1m. One table and twa chairs will be provided to fit within this space
allocation.

Display stands and all materials must be of the appropriate dimensions to fit within this space
allocation without obstructing the aisles or neighbouring stands. Storage space at Campus Events is
minimal therefore all banner stands/prospectus storage must be kept within the stand area and

must not obstruct neighbouring stands/ aisle space or cause trip hazards. If the stand size exceeds
the provided space allocation exhibitors will be asked to dismantle/adjust their display materials
to fit within the allocated space.

During Events

+  Exhibitors should arrive and set up in sufficient time before the opening of the Event and not to
depart until the Event has officially closed. Exhibitors are required to remain at the Event for the
duration of the opening times so to ensure that all visitors have fair access to information and advice.

+  Stands must not be dismantled whilst visitors remain in the hall for health and safety reasans.

«  Exhibitors must remain on their stand throughout the Event and do not carry out any promotional
based activity in the gangways or between stands, This is for the purpose of both health and safety
and to ensure students are able to access a range of information, advice and guidance.

#  Exhibitors should wait for students to approach, rather than ‘touting’.

+ Information, advice and guidance must not be to the detriment of other Exhibitors.

s Trolleys/cases cannot be brought onto the Event floor during Event opening hours,

Upholding the Code of Conduct

UCAS and HELOA recognise that exhibitors work hard to ensure that they are able to comply with the code of
conduct and in the unlikely Event that issues arise, any concerns will be addressed quickly.

Any exhibitor, local Event erganiser or visitor with concerns should initially raise these with the UCAS
Representative present at the Event. The UCAS Representative will liaise with the relevant exhibitor{s) in
order to seek aresolution. All issues raised will be logged and reviewed regularly by UCAS and HELOA. If
issues arise repeatedly, the individual with overall responsibility for UCAS Events at the
institution/organisation will be notified and appropriate resolution sought. Attendance at future Event will
be jeopardised if the code of conduct is not upheld.

If concerns relate to serious health and safety issues, the UCAS Representative (or Local Organiser) will take
any immediate steps required to ensure the health and safety of staff, exhibitors and visitors.

Outside of Events, UCAS can be contacted via events@ucas ac.uk
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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 20109.



