[image: image1.jpg]STUDENTS

UN[ON

City University London Students’ Union





Freshers fayre 2009 
Guidelines for Clubs and Societies

Event Info 
The event will take place on Wednesday 23rd September at Saddlers Sports Centre, from 10am until 3.00pm. Doors open to stallholders at 9.30am for set up. Taking down time is from 3- 4.30pm.
You will be required to sign in upon entry as a representative on the day. You will be given a badge with your activity name on for identification purposes. 
What is available to you?

You will have a stall allocated to you (either a table against the wall or  a table with display board, with two chairs) on the day of the fayre. Nothing else will be supplied so you need to bring your own promotional materials and sign up resources. No printing can be provided for you on the day. 
What do you need? 

Enthusiastic members, a smile on your face, a sign up sheet for contact details of potential members and plenty of advertising. Think back of when you arrived during Freshers Fortnight and how you wish to be treated as a new student. 

The Do’s and Don’ts 
· At least two representatives from the club/society will attend the briefing/setting up meeting at 9.00am 

· Another two volunteers will stay behind after the Fayre to take the stall down.  

· All club/societies are responsible for the set up and dismantling of their own stall, and removing any promotional materials on the premises. 
· Stalls are to be manned at all times on the day. Only a maximum of 2 representatives per stall are allowed due to the layout of the venue. If you exceed that number members will be requested to leave the stall. 
· All materials distributed from stalls must be approved beforehand by CULSU to ensure compliance with CULSU marketing and equal opportunities policy. Failure to do so may result in literature being removed and destroyed and could be subject to further disciplinary action.
· Flyering is only allowed on individual stalls. At no time may you flyer or distribute literature in any other part of the Freshers’ Fayre,  City University or City University Students’ Union premises. 
· For insurance purposes, all items/equipment taken to the Freshers’ Fayre will have been registered with CULSU prior to the day. If you wish to bring any other equipment outside the normal measurements of the stall, the Students’ Union needs to be made aware of this two weeks before the Fayre. 
· You will be provided with your membership fee beforehand to inform students, but do not accept any money at your own stall for membership fees. 
· All health and safety regulations must be adhered to. 

· Under no circumstances can external companies, networks or associations that may have links to the club/society be allowed to advertise their services or distribute materials, nor can the club or society advertise on their behalf.
· Please refrain from rowdy behaviour.  The Students’ Union reserves the right to ask individuals or groups to leave the venue if the event is disrupted in any way. Bad behaviour may also lead to disciplinary action including suspension of the offending club or society.

· No food or drink can be consumed in the Sports Hall. 

· It is not possible to provide stalls with electronic power points, so you are not permitted to connect ANY electrical equipment. The use of laptops is permitted at your own risk and only if battery powered. The Students’  Union will not be held liable in cases of damage or theft. 

· Please do not move any furniture or trail cables across walkways. The layout has been designed to ensure safety and accessibility, and provide everyone with maximum benefit so therefore it must not be changed.
· The space in front of the table provided cannot be utilised, due to the lay out of the venue. 









We hope that you have a successful day!

If you have any further queries, please ask Student Activities staff on the day


