[image: ]Activities Fair Booking Form
Thursday 22nd September 2011

Please complete this form to book a space at the Activities Fair.  Booking forms must be returned to Deborah Berman by Friday 24th June.
If you have any questions about booking a space, please contact Deborah at d.berman@shu.ac.uk or on 0114 225 4785.

	Society name
	

	Contact name
	

	Contact email address
	

	Contact phone number
	



	Do you require access to a power supply? 
*In case of there not being enough power points, access will be allocated on a first come first served basis.
	Yes / No

	Has any electrical equipment you will be using been PAT tested?
	Yes / No

	Will any equipment need to be PAT tested?
* Equipment older than 3 years will need to have been tested.
	Yes / No




All stalls will have two exam tables, and two chairs.
Stalls will either have a backboard or a wall behind them for displaying posters, banners and other eye-catching decorations.
The nominated contact detailed above will be sent a confirmation email in August, confirming their booking and containing details of PAT testing and other useful information about the Activities Fair.

By submitting this form, you agree to abide by Hallam Union's terms and conditions (on the next page).



Hallam Union Activities Fair - Terms and Conditions
Conduct
By taking a stall at Hallam Union's Activities Fair, you agree to abide by the rules of the Union, and agree to contain your stall (music, litter and otherwise) reasonably within the bounds of your stall area. Societies wishing to play music at their stalls should please bear in mind that any music or noise should not inhibit the activity of those in adjacent stalls. Those deemed by the organisers to be contravening the terms and conditions will be given one written warning and removed from the building should they fail to abide by the terms and conditions thereafter.
Licensing
Please be aware that our license is very specific on some issues. Please enquire if you intend to give away anything that you believe may breach our license. Any food samples should be hygienically pre-packaged. The Activities Fair is not an opportunity to sell or take money (cash, cheque, direct debit or otherwise) for products/services or otherwise. No long-term binding contracts between exhibitors and stallholders are to be enforced at the Activities Fair. Any persons attempting to do these things will be acting in defiance of our terms and conditions. The only exception to this rule is regarding the opening of personal accounts with attendee banks and building societies (societies are not permitted to have accounts external to the Union).
Alcohol
No alcohol is to be given away or sold by societies.  No alcohol is to be brought into the Activities Fair or consumed upstairs in the Hubs.  The Eye bar may be open for soft drinks at the discretion of Hallam Union, and Bar Phoenix will be selling all drinks and food as normal.
Stalls
Each booking is expected to represent one society. Joint stalls will not be permitted. Due to space restrictions, a maximum of 2 people should be manning a stall at any one time. The stall size is approximately 1.5m wide x 1m deep x. 2.4m high (The table size is approximately 1.8m x 0.6m).  Other society members are permitted to circulate the Union and promote the society away from the stall.
Preparation
Attendees are expected to bring all of their promotional material, signage and otherwise fully prepared. It is your own responsibly to bring any tools or stationery that you feel you may need. Hallam Union are under no obligation to lend, hire or give away any such implements and will be reluctant to do so given the busy nature of the day. We will be very willing to deal with any related questions at any stage prior to the day of the event.
Do not expect printing or photocopying to be done on the morning of the Activities Fair.
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