
 
FRESHERS’ FAIR 2019 
Stallholder Information Guide 

 
Thank you for booking your stall at the 2019 CUSU Freshers’ Fair.  
 
This guide is here to answer as many questions as possible before the event takes place.  
CUSU staff will be available to help with any questions you have on the day. 
 
Included in this guide are various sections that you may find useful:  
- Event information 
- Rules and regulations  
- Important notes from the risk assessment 
- Useful contacts  
 
If you have any queries, please do not hesitate to contact us by emailing 
freshers@cusu.cam.ac.uk.  
We hope you enjoy the Freshers’ Fair! 
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Event Information 
Times and locations 
The fair is held on Tuesday 8th and Wednesday 9th October. You will be allocated either an 
Indoor Stall (in either Kelsey Kerridge or the marquee on Parker’s Piece) or an Outdoor Pitch 
(outside of the marquee on Parker’s Piece). This will depend upon the booking you made and 
the category your club/society falls into.  

You should arrive at the fair to set-up your stall between 09:00-10:00, ready for the fair to start at 
10:00. Please head straight to your stall and in that hour, a steward will register your arrival. On 
your table will be some condensed stallholder information and your stallholder lanyards.  

We require all those who are staffing stalls to wear a lanyard. We provide each stall with a 
higher number of lanyards; this is so that they can be distributed amongst committee members. 
Please note the number of people that can be behind a stall at any one time has not changed.  

 Number of lanyards provided People behind a stall at any time 

Standard Stall 3 2 
Large Stall 5 3 
Outdoor Stall 5 5 
 
Please ensure that anyone behind your stall is wearing their lanyard at all times so to be 
identifiable to stewards and security (especially when entering/exiting the marquee/sports 
hall). To staff a stall you must be wearing your lanyard. 

The times of the fair are as follows:  

Tuesday 8th  
09:00: Stallholders may arrive to begin setup 
10:00: Doors open to all students 
15:00: Accessibility hour 
16:00: Doors close 
18:00: Venue empty 

Wednesday 9th  
09:00: All stallholders permitted entrance 
10:00: Doors open  
10:00: Accessibility hour 
16:00: Doors close 
16:00: Stall Holders take down tables 

If you have special requirements (for example, regarding transportation), please ensure you 
cover these beforehand in order to make sure the event runs as efficiently as possible. All 
enquiries should go to freshers@cusu.cam.ac.uk. 

Please note that the accessibility hour will require reduced capacity to the indoor venues and 
the prohibition of amplified music across all venues. This is to ensure a comfortable and 
accessible environment for students with disabilities and student parents.  
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Venues 
If you require the use of a vehicle, this must be confirmed in advance. Large vehicles (articulated 
trucks etc.) will be allowed onto Parker’s Piece for one hour only from 6am and small to medium-
size vehicles (cars, transit, and box vans) for thirty minutes only from 7am. The driver, 
registration number, and vehicle make will be noted upon arrival. This information should be 
provided before bookings close via the Outdoor Pitch Requirements form. If you have an indoor 
stall and would like to bring a vehicle onto Parker’s Piece, please contact 
freshers@cusu.cam.ac.uk to discuss your needs.   

Please note that the below times are non-negotiable. If you cannot adhere to the prescribed 
times, you cannot bring a vehicle onto Parker’s Piece. If you need to discuss any of this 
information further, please contact freshers@cusu.cam.ac.uk. 

Tuesday and Wednesday 
06:00: Parker’s Piece opens to allow access for large vehicles (e.g. articulated trucks, 
buses) for one hour only. 
07:00: Parker’s Piece opens to allow access for small to medium-sized vehicles (e.g. cars, 
transit and box vans) for 30 minutes only. 
07:30: Parker’s Piece closes to all vehicles entering the site. 
08:00: Parker’s Piece closes to all vehicle movements - all vehicles must be in position 
and stationary and remain so until 7pm.  
09:00 The whole site (Kelsey Kerridge and Parker’s Piece) opens to stall holders for 
registration and setup for one hour. 
18:00: Site closes to stall holders. Vehicles on Parker’s Piece must remain stationary 
whilst the green is used by commuters. 
19:00: Parker’s Piece opens to all vehicles leaving the site. 
19:30: Parker’s Piece closes to all vehicles.  

Wireless access 
The fair will have Eduroam wireless access throughout the Sports Hall of Kelsey Kerridge and on 
Parker’s Piece; however, access to this network will become limited due to the amount of 
people using it. If your stall requires Wi-Fi, you should source this externally. 

Comfort facilities 

 Toilets will be provided in each venue, with accessible and baby changing facilities both 
on Parker’s Piece and in Kelsey Kerridge.  

 There will be bins (including recycling bins). You will be expected to clean up any litter 
from your stall. 

 CUSU will be providing a table and chairs for all indoor stalls. Tables and chairs will not 
be provided for outdoor stalls unless requested in advance. 

 There will be a limited amount of extra chairs available. 

 

Rules and Regulations 

By attending the CUSU Freshers’ Fair, you agree to comply with the instructions of the fair 
organisers and stewards. The fair will not tolerate any abuse inflicted on CUSU staff or stewards, 
Kelsey Kerridge staff or other attendees and visitors. If asked to leave, you must do so 
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immediately; you will be given the opportunity to make a formal complaint at a later time if you 
so wish.  

Rules applicable to all 

1. No liquids other than water will be permitted in the halls, and absolutely no alcohol 
will be tolerated at the event. CUSU will maintain the right to deny entry to Kelsey 
Kerridge or the marquee to any person they suspect of being under the influence of 
alcohol or behaviour-altering drugs.  

2. Stickers are banned. 
3. No third party promotions are allowed on any stall.  

This includes, but is not limited to, advertisements on society fliers and the direct 
distribution of third party promotional material.  

4. No flyering of any queues or the areas outside/ immediately surrounding either venue 
is permitted except by prior, explicit consent of the CUSU Membership Engagement 
Coordinator.  

5. Amplified sound at your stall must not be at a volume higher than a normal 
conversation that would be had at the stall; amplified sound from stalls during the 
accessibility hour is strictly prohibited.  

6. No cash transactions should be conducted at the fair. CUSU cannot and will not 
accept any liability for any losses incurred.  

7. All items brought into the fair are brought at the risk of the stallholder involved. 
8. No one other than the marquee company is permitted to touch or access any 

equipment used by the company to erect or dismantle the marquee (for example, the 
ladders). This includes sticking posters/flyers etc. to the marquee walls. 

9. Only personnel from the hired electrics company will be permitted to 
use/touch/arrange electrical equipment.  

10. CUSU have banned ‘open food’ (i.e. that is not given to attendees pre-wrapped or 
packaged from a high-street supplier) for most participants, with the exception of a 
handful of commercial stalls. Food hygiene certificates have been received from all of 
these stalls.  

11. Smoking and vaping inside any venue of the fair is illegal and anyone found smoking 
or vaping will be removed from the fair.  

12. Any firearms brought onto site must comply with CUSU policy, which is available on 
the stallholder pages of the CUSU website and can be requested at 
freshers@cusu.cam.ac.uk.  

13. Ammunition is banned from the Freshers’ Fair without exception.  
14. If your activities do not show due consideration to others at the event, you may be 

ordered to stop certain behaviour, or you may be ordered to leave the event. 
Remarks, behaviour or language that is aggressive, disrespectful, threatening, 
intimidating, or designed to cause harm or disruption is unacceptable and will not be 
tolerated. This includes activities such as popping balloons or unsafe demonstrations. 
If you are unsure if your activities fit into this description, please contact CUSU. 

15. Any violation of the above rules may result in the removal of a stallholder from both 
days of the fair, possible banning from future fairs, and/or other penalties as may be 
enforced by CUSU, Kelsey Kerridge, the University of Cambridge, Cambridge City 
Council, or the Police.  
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Rules specific to indoor stalls 

1. You must not impede the movement of visitors in the aisles between stalls. The 
clearances between rows of stalls must be maintained for fire and safety regulations.  

2. No more than three people are permitted behind a large stall, and no more than two 
people are permitted behind a standard stall. You may not set up in other areas of the 
venue outside your stall. You may not conduct any promotional activity anywhere 
other than behind your stall.  

3. No posters should be put up on the stairwell or walls. These will be removed and 
destroyed by the stewards; the stallholder may be sanctioned.  

4. Do not create open flames inside the venue. If you are in an electrified area, your 
equipment must be PAT Tested.  

5. You must completely clear your own stall when you leave the fair, including the setting 
down of your table and chairs (if you have any accessibility requirements with regards 
to the setting down of your table and chairs, please inform the CUSU Membership 
Engagement Coordinator).  

Rules specific to outdoor pitches 

1. You may not set up in any other areas of the fair outside your defined pitch without 
prior, explicit permission from the CUSU Membership Engagement Coordinator. 

2. If you wish to use a vehicle to transport equipment to the site you must liaise with the 
CUSU Membership Engagement Coordinator regarding the hours that the Parker’s 
Piece vehicle gate will be open. Any vehicles used must be parked with due care and 
respect for other stalls’ activities, and due care taken for pedestrian safety when 
driving on and off the site. All vehicles should be removed once stalls are set up 
unless they are part of the stall/for display. No vehicle access will be allowed on 
Parker’s Piece during the opening hours of the event.  

3. If you wish to use a generator, prior explicit permission from the CUSU Membership 
Engagement Coordinator must be received, and all electrical equipment must be PAT 
Tested.  

4. All marquees, tents, or other self-build structures should be of sound construction and 
must be clearly marked to ensure that they do not present a hazard.  

5. No posters should be put up on lampposts or railings. These will be removed and 
destroyed by the stewards, and the originating body may be sanctioned.  

6. Open flames are banned from the event (with the exception of performers outside 
who have prior agreement). 

7. You must clean up your pitch when you depart the fair at the end of each day, leaving 
the site as you found it.  

8. Please do not dispose of rubbish from your stall in the council litter bins around 
Parker’s Piece. Use the bins provided.  

 

Important Notes for Stallholders from the Freshers’ 
Fair Risk Assessment 

General information 
Stewards will be located throughout the fair with brightly-coloured t-shirts (with ‘CUSU’ on them) 
and/or lanyards. Feel free to ask them any questions, or report any issues or incidents to them. 
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Security will be located at the entrances and exits of the fair and are available for you to report 
any incidents to.  

 Please heed any advice or instruction from stewards or security. Their first purpose is to 
ensure the safety of those visiting the fair; please support them with this.  

 St John’s Ambulance will be the first port of call for any injury. A first aider will be on-site 
at Kelsey Kerridge at all times.  

 There are fire exits out of every indoor space where the fair takes place. When you set up 
your stall, please note their location.  

 There are no planned fire drills. Should an alarm sound, please calmly leave the venue, 
following advice from stewards.  

 Do not block gangways or rows where you or others may require a prompt exit in case of 
emergency. Clear gangways are everyone’s responsibility.  

CUSU may need to temporarily stop access to any area of the fair for safety reasons. Please do 
not be alarmed by this and be reassured that any need for a queue is simply to ensure the safety 
and comfort of those participating in or attending the event.  

You are responsible for your own belongings, so please keep valuables with you at all times.  

Security are authorised to search bags and other articles of which they may become suspicious; 
please be aware that this is protocol for peoples’ safety and not a deliberate intrusion. If security 
or stewards ask you to evacuate the building please do not be alarmed but calmly and promptly 
follow any instructions.  

How you can help stewards 
Stewards will attempt to monitor any suspicious activity; please report any suspicious behaviour 
to a steward or security. We will monitor unsafe behaviour, warn individuals of unsafe activity, 
and act if warnings are ignored (e.g. by forcibly removing persons from the venue).  

 If stall holder activities or antics are unsafe in any way, stewards will act appropriately to 
remedy any risk posed by a stall (e.g. by removing any pieces of equipment, or 
attempting to stop risky activity by warning participants).  

 Persons acting in an unsociable or intimidating way will be ejected from the fair. If you 
are unhappy with a steward’s actions or attitude, please speak to a member of CUSU 
staff located in the function room of Kelsey Kerridge as rude behaviour will not be 
tolerated.  

 Persons either engaging in aggressive behaviour or blocking access to any part of the 
event will be forcibly removed by security staff if they refuse to comply with instructions 
to desist.  

 CUSU will not hesitate to call the police in dangerous situations or when any participant 
is being aggressive or showing violent behaviour.  

In the case of heavy rain or spillages, announcements and signage will signal where floors are 
wet and the number of persons admitted will be reduced to assist with managing a wet and 
humid environment. If there is rain during the fair, please be careful walking around and be wary 
of wet or damp floors.  

Please do not crowd or congregate on or near stairwells.  

Water is provided at each venue for your comfort. If the water bottle is empty, please contact a 
steward.  
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Setting down your stall 
You will be asked to carry your stall’s table to an exit point (which will be downstairs at Kelsey 
Kerridge). The tables are not heavy, but are cumbersome and have flailing legs. Please ensure 
two people carry a table and you only carry a number of chairs that you are comfortable with. If 
you are unable to carry a stall due to accessibility issues, please inform a steward. 

Useful Contacts  

Venue address 
Kelsey Kerridge Sports Centre 
Queen Anne Terrace 
Cambridge 
CB1 1NA  

Parker’s Piece (across the road from Kelsey Kerridge Sports Centre) 
CB1 1NA 

Before the event 
Prior to the event, your primary contact details will be: 

feshers@cusu.cam.ac.uk  01223 333 313 
 

During the event 
On the day, please use the stewards for any assistance needed. All staff members will have radio 
equipment to contact each other throughout the fair. For strictly urgent matters only, please 
speak to the Team Leader based in the CUSU Hub in Kelsey Kerridge. 

Following the event 
If you are concerned or have any queries, please contact CUSU’s Membership Team 
(membership@cusu.cam.ac.uk).  

Complaints 
We hope there won’t be any issues that arise at the fair, but should there be any cause for 
complaint following the event, please ensure you follow the routes outlined in the CUSU 
Standing Orders available at www.cusu.co.uk/constitution.  

 

www.cusu.co.uk                                                                  freshers@cusu.cam.ac.uk  


