SHEFFIELD STREET STALLS
PROCEDURES & REGULATIONS
· Club/society/media group stalls must be booked through the ARC staff (su.arcstaff@lse.ac.uk). 

· Your club/society/media group must be registered with the SU in order to make a booking.
· When a booking is made, the club/society/media group name, a contact name and contact details will be taken (email address and phone number), along with the times you wish to book the stall for (maximum time is 09:00-16:30GMT). 
· We will also make a note of what you plan to do on your stall, and may ask further questions, please respond in a timely manner to these as an unanswered query will delay your booking confirmation. 
· When your booking is complete you will be given a stall number and this number refers to your ‘pitch’ location, along with confirmation of your booked time slot.
· You will need to go to the SAW Ground Floor Reception to sign out your assigned table.  
· At the end of your allocated slot please promptly return the table to the reception. 
· Please ensure that if you need to hand the stall to another member of your group that they know the procedure for putting away the stall.
· For health and safety reasons you must not place your stall in front of any of the Fire Exits/Exits of the Saw Swee Hock Student Centre or any other building on the street. 

· Once your ‘pitch’ location has been designated to your group, please note that this is a fixed location (if you are unsure of your ‘pitch’ location, a map of these ‘pitch’ locations can be found taped to your stall table). Your group’s stall activities must remain within your designated ‘pitch’ – this is primarily for health and safety reasons. 

· Generally your ‘pitch’ location will not be under the SAW Glass Roof/Pavilion unless expressly stated in your booking confirmation.
· Please do not use any paint or markers directly on the surface of the table, the street or any buildings (e.g. windows, doors, etc.).
· Your stall should have always be supervised by representatives of your group (a minimum of 1 person to a maximum of 3 people, for crowd management purposes).
· Should you wish to cancel a stall, you must give the ARC Staff 24 hours’ notice (or let us know on Friday before 12 for a Monday booking). This will hopefully give everyone a fair chance of booking stalls throughout the year. 
· If you turn up more than 30 minutes late for your booking, it may be reallocated to another society, as most days there is a waiting list for the stalls.
· Since Sheffield Street is a public highway, buying or selling of goods is prohibited.

· You are not allowed to sell tickets/products on the stall for events/profits (no cash handling). 
· You can promote events. Should you wish to encourage people to buy an event ticket you may have a laptop/tablet on the stall and people can purchase tickets online. 
· You are not allowed to have non-LSE students or people employed by an external organisation hosting your stall, this includes giving out leaflets belonging to such external organisations.
· For fundraising events, you can only legally ask for ‘suggested donations’. For example you can state that people can get a cupcake for a suggested donation of £1, but if someone wishes to donate a different amount  (including a lower amount) then this donation must be accepted and the cupcake given out.
· If you wish to offer food for donations, this is at your own risk and basic food hygiene procedures must be followed when preparing the food. 
· Any food on the stall must also be labelled clearly as home-made and with the ingredients listed; in addition, no food is allowed to be cooked on the street.
· Should you wish to offer hot beverages on your stall, the Students’ Union offers an easy, cost-effective alternative (including the supply of necessary equipment).
· Risk assessments must be completed should you wish to organise any major events; please speak to the Societies Development Coordinator, Dave Bradshaw – d.bradshaw@lse.ac.uk regarding this.
· The school have stipulated that amplified music is not allowed on Sheffield Street, and in addition, the use of gas cylinders is prohibited on the street or anywhere around the Students’ Union buildings.

The breach of any of the above regulations can and will result in the loss of your groups stall booking privileges and a fine which will be directly taken out of your club/society/media group bank account.
Should you have any queries about this please contact the ARC Staff (su.arcstaff@lse.ac.uk)
Please follow these safety instructions when using the tables.

1. To avoid any accidents there must be two people available to move the table; likewise when returning at the end of use. This preventative measure has been put in place due to the heavy nature of the tables. 

2. When mounting the tables, you must fully extend the four limbs of the table, to allow adequate balance on the floor and you must also ensure these are folded back in place when dismantling and returning the tables to the storage cupboard.

3. When placing your stall on Sheffield Street, do not place it in front of ANY fire exits of the Saw Swee Hock Student Centre, please stick to your ‘pitch’ location.

4. Please note that you may not be allowed to use any of the equipment if you choose to ignore any of these instructions.
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