Leeds University Union
Stall guidance for societies
The Info Point, Reception Foyer or LUU Bee may be booked via LUU Helpdesk. We need at least 2 weeks notice to book stalls in the union.

To book a stall you will need to complete a stall proposal form and a risk assessment and hand these in to the Helpdesk. They will then send you a confirmation if your proposal has been accepted.

Please carefully follow the advice in this document to reduce the amount of conflict between yourselves, other users of this area and the Union.

Please consider your risk assessment carefully and complete it fully in order to have your proposal accepted as quickly as possible. For guidance on this look at the risk assessment advice on our website www.leedsuniversityunion.org.uk/clubsandsocieties/safety/ or speak to your dev-co.

If the risk assessment does not show you have fully considered all risks involved in your stall the helpdesk may ask you to fill it out again before they will book the stall in; this is to ensure societies are actually considering this important aspect of having a stall.

If you are considering selling food please bear in mind the following:

Home made food- you must have a member of your society on the stall who has completed a food hygiene certificate. This certificate must be shown to the helpdesk when you hand in your proposal and must be displayed on the stall at all times.

All food (homemade or shop bought) – each individual item of food must be covered (i.e. each slice of cake or individual cupcake, not just the whole cake or the box of cupcakes, and all people working on the stall must have their hair tied back and wear gloves.  

Stalls are available between 10am and 4pm and there will be a table available for you at the time requested.  If the table is not already in place please speak to the Helpdesk team. (NB. We have been asked by LUU’s facilities manager to remove chairs from stall bookings.)

You should only use the table to advertise.

Please do not attach anything to the walls, existing display boards or shutters.

Please ensure that you do not block or reduce the access as this thoroughfare forms part of our fire escape routes, neither should you attach anything to, nor place anything under the shutters as these also form part of our fire safety systems.
Leeds University Union
LUU stall proposal form
Society:





Preferred Date of Stall:

Organiser:





Signature:

Tel:






E-mail:

Preferred Location:
Info Point 



Reception foyer



LUU Bee
Description of proposed activity:

Will there be home made produce? 


YES

NO

If yes: Name of person who holds the certificate_________________________

Do the Volunteering office have a copy of this 

YES

NO
Will there be shop bought produce?


YES

NO

If you have any queries please discuss them with your development coordinator prior to the event. Failure to comply during the event may result in your event being cancelled and many affect your future bookings.


HELPDESK STAFF  WHEN FORM RECEIVED CHECK THE FOLLOWING:

Risk assessment completed


(must be ticked)
Stall tentatively booked in to outlook & society informed
(must be ticked)

Food hygiene certificate in the folder on the O drive




Helpdesk staff ___________________ Date ______________

CONFIRMED BY DEV-CO 

CONFIRMED DATE___________________

CONFIRMED LOCATION___________________

Leeds University Union
Risk Assessment

	Name of Group
	
	Date of Assessment
	

	
	
	
	

	Hazards?
	Who might be harmed and how?
	What are you doing already?
	What further action is necessary?

	
	
	
	Action required
	By whom
	when
	Done

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Carried out by
	
	Review Date
	


