
 
 
 

 
Terms and Conditions  

 
-  The University of Sussex Students’ Union is responsible for all promotional activity taking place 

in and around Falmer House. 
- SU Network and The University of Sussex Students’ Union will supervise all promotional 

activities 

 
    

1: Cancellation 
 

i. All cancellations must be made in writing and be received by the SU Network 
team. The notice period for this partnership is 3 months based on the extent of 
the offering and promotional timelines and deadlines  
3 months notice 0% cancellation fee 
2 months notice will incur a 50% cancellation fee 

            1 month will incur an 75% cancellation fee 
0 months will incur a 100% cancellation fee 

 
ii. If no cancellation is made, or the cancellation is received after commencement of 

the event, The Students’ Union reserves the right to charge the customer the full 
agreed amount. 

iii. Failure to attend the event/s on the day will automatically incur a 100% 
cancellation charge. 

iv. Failure to meet with criteria as set out in the Risk Assessment or specified by the 
Students Union or Sussex Estates & Facilities in order for the event to take place 
safely and with minimum damage to grounds could result in cancellation and will 
incur 100% cancellation fee. 
 

 
2: Our Liability 
 

 
i. The Students’ Union will  provide a refund/credit if we fail to meet the conditions 

of the agreed advertising or promotional activity. 
ii. The Students’ Union will not be liable for any direct, indirect or consequential 

loss, or damage arising from any rented, published, displayed or distributed 
media, promotional material and promotional equipment.  
 

 
3: Promotional Materials  
  

i. All advertisements and promotions must comply with the British Code of 
Advertising Practice, the Trade Descriptions Act and any other such Acts or 
regulations which may be in force to ensure advertising standards. 



ii. Any publicity or advertising submitted to the Students’ Union must not contain 
any defamatory, fraudulent, misleading or false statements. 

iii. The advertiser/ promoter warrants that any material included in their advertising 
or publicity does not infringe or prejudice the moral rights, intellectual property or 
copyright of any third party. 

iv. Marketing material of any kind should not seek to suggest that they are endorsed 
by the Students’ Union without prior written consent. This includes the use of 
photographic images of any areas controlled, or events organised by, the 
Students’ Union.  

v. Materials shall not be, in the opinion of the University or Students’ Union, 
offensive or obscene or anything that may prejudice the good name of the 
institution. 

vi. Sussex Students’ Union has various environmental policies in place to reduce its 
carbon footprint and therefore the use of plastic bags is not allowed. The Union 
recommends paper or canvas bags as an alternative. 

vii. Sussex Students’ Union reserves the right to refuse any material for publication 
or distribution   and holds within its rights the option to censor material in light of 
policy. 

viii. The Students’ Union reserves the right to refuse any artwork which is not in-
keeping with Union policies. Advertisers should check all artwork with the 
Marketing and Sponsorship Assistant before submitting advertising. If you require 
more information about such policies please ask the Marketing and Sponsorship 
Assistant. 

ix. Event sponsors must not promote using any methods which are not in-keeping 
with Union policies, such as irresponsible drinking and the objectification of 
people.  If you require more information about such policies please ask the 
Marketing and Sponsorship Assistant. 

x. The Students’ Union reserves the right to disallow promotion for an event/ events 
which clash with Students’ Union endorsed activities taking place on the same 
date/ dates. This includes the distribution of stickers, stamps or wristbands. 

xi. In addition, the Students’ Union has the right to refuse any advertising which it 
feels is against Union policy or in certain circumstances, any promotion which 
relates to any organisation which may be in direct competition with any of the 
services offered by the Students’ Union. 

xii. The distribution of leaflets, flyers, magazines, posters or any other material 
undertaken by the Students’ Union will only take place within areas which the 
Union is authorised to do so. 

xiii. Any advertising and or any websites that appear through linked adverts on 
websites/pages owned and or operated by the Union, shall remain the concern of 
the advertiser/ promoter. The Union will not be held responsible for the 
maintenance, content or technical upkeep of any such linked website. 

xiv. As with all publicity, any direct links must not include any promotional materials 
that contradict any of the previous rulings surrounding publicity materials. 

xv. In certain circumstances the Students’ Union can design artwork on behalf of the 
advertiser/ promoter - please contact us for more details. All artwork designed by 
the Union will remain the property of the Union unless express permission for the 
use of such material has been granted, in writing, to the advertiser/ promoter by 
the Marketing Manager. The Students’ Union will charge for the design of any 
artwork produced for, or on behalf of, the advertiser/ promoter depending on the 
type of artwork/ amount of work involved. Please contact the Marketing and 
Sponsorship Assistant for the current hourly rate applicable. 

xvi. It shall be the responsibility of the promoter/ advertiser to ensure all advertising 
copy is delivered to the Students’ Union in accordance with the dates and 
procedures set out and agreed in writing. The Students’ Union reserves the right 



to refuse to accept any advertising copy which misses the deadline and may be 
subject to charge. 

xvii. All advertisements must conform to the Students’ Union’s requirements set out in 
writing. If advertisements do not thus conform, the Students’ Union reserves the 
rights to amend advertisements to make them conform to the specification and 
may charge the advertiser/promoter for any additional work this may entail. 

xviii. All promotional material supplied by the advertiser/ promoter to the Students’ 
Union cannot be returned unless the Students’ Union is provided with self-
addressed paid postage packaging to return such materials 

xix. The Students’ Union reserves the right to sell booked advertising space to 
another company should the original promoter/advertiser fail to supply the 
required advertisement/ copy the previously specified deadline.   
 

 

 
4: General  
 

i. All advertisements, sponsorship or publicity must be ordered in writing 
ii. The placement of an order does not convey the right of the advertiser/ promoter 

to renew on similar terms 
iii. Acceptance of all advertising and promotions is subject to availability and 

acceptance of these terms and conditions 
iv. All promotional activity must be agreed beforehand and should be limited to those 

agreed with. Cross collaboration with other parties and cross-promotion would 
break these terms and conditions. Extra parties will be liable to a charge.  
 
 

 
5: Campus Based Promotional Activity  
 

 
i. When holding promotional activity on campus, promoters shall not display any 

product or literature that is, in the opinion or the University or Students’ Union, 
offensive or obscene or anything that might prejudice the good name of the 
institution. 

ii. Promoters shall not use any means of sound amplification or other mechanical 
means of attracting customers to their stall unless agreed in advance of the 
activity. 

iii. The playing of audio equipment is also prohibited unless agreed with the 
Marketing and Sponsorship Assistant. 

iv. No alcohol will be consumed at the event by promoters, nor offered to customers 
from the stall. 

v. No illegal substances will be used at the event by promoters, nor offered to 
customers. Any evidence of such use or supply will lead to exclusion as well as 
being reported to the Police. 

vi. Parking permits are available to on-site stall holders but spaces cannot be 
reserved. 
 
 

 
6: Health and Safety  
 

 



i. All promoters must comply with the University of Sussex Health and Safety 
Regulations 

ii. Falmer House and the surrounding areas are general thoroughfares, and extra 
care must be taken during setup and dismantling of stalls to ensure that there is 
no risk of injury to anyone 

iii. All promoters must have fully risk assessed all activity and should be able to 
produce this on request.  

iv. The Students’ Union will inform the promoters of emergency procedures (ie. 
evacuation routes, alarms and procedures for the reporting of incidents 

v. Under no circumstances are petrol generators to be used 

 
7: Environmental Policy 
 

 
i. The Students’ Union seeks to operate in a manner that is as environmentally 

friendly as reasonably possible and we expect external parties to uphold these 
views whilst working with us. 

ii. All promoters must store refuse and waste in an appropriate and hygienic 
container within their stall area during event hours and remove from the site after 
close. 

iii. All promoters should attempt to recycle and compost as much generated waste 
as reasonably possible. The Students’ Union will provide designated recycling 
points for this 

iv. Passageways are not to be obstructed by litter  
 
 

 
8: Unloading of Vehicles for Promotional Activity 
 

 
i. Unloading of promoters vehicles may only be carried out from pre agreed loading 

points 
ii. It is expressly forbidden for Promoters to enter Falmer House Quad or Library 

Square with their vehicles 
 
 

 
9: Promotional Stalls 
 

 
i. Promoters should confine goods to the space allocated to them 
ii. Promoters shall ensure their stalls are stocked, staffed and presented in a clean 

and tidy manner 
iii. Promoters must ensure that all awnings, sheets and covers, screens, clips and 

ties or other construction/means of support are secured in such a manner that 
they do not pose a health and safety hazard or nuisance to any person 

iv. Unless previously agreed, promotional stalls must not make any direct sales from 
the stall; this includes taking customers bank details and/or setting up direct 
debits. No financial commitment should be made by customers at the stall.  

v. Internet connection can be made available but all personal devices (e.g laptops, 
tablets, phones) and internet based promotional activity must be agreed at the 
time of booking  

vi. No flammable liquid, bottled gases, explosives, firearms, fireworks, flammable 
materials or noxious or potentially hazardous materials or substances shall be 



brought onto the campus unless agreed in advance. In the event that any such 
substances are agreed, appropriate insurance and health and safety certification 
must be available on request. 

vii. Passageways are not to be obstructed by promotional activity 
 
 
 
 
 

 
10: Food Products 
 

 
i. All promoters operating food and drink stalls shall comply with the Food Safety 

Act 1990 or such other relevant statutory instrument(s) in force, and the 
University of Sussex Food Safety Policy and Guidance to External Caterers as 
appropriate. 

ii. Promoters shall also comply with the Health and Safety at Work, etc. Act 1974 as 
it applies to their activity, and the University of Sussex Health and Safety Policies 
and Guidance to Contractors, as appropriate. 

iii. Promoters giving away foodstuffs must be registered with the Environmental 
Health Office where their business is registered, and must have a copy of the 
registration available for inspection when trading. 
 
 

 
11: Insurance 
 

 
i. Promoters are also recommended to obtain adequate insurance to cover against 

theft, fire and damage etc. The Students’ Union cannot be held responsible for 
any loss/ damage to belongings. 

ii. Promoters shall not carry out any act that might render the University’s or 
Students’ Union’s insurances void. 

 
 

 
12: Conduct 
 

 
i. Promoters shall be polite and courteous to all members of the public, staff and 

students as well as other promoters. 
ii. Promoters shall not use, or allow any part of their stall to be used, to cause 

annoyance, nuisance or inconvenience to the occupiers of other promotion areas 
or customers and occupants of surrounding buildings. 

iii. It is the client's duty to ensure that any data gathered from promotional activities 
is collected, used and stored in accordance with the Data Protection Act (1998) 

 

 
13: Payment 
 

 
i. All quoted prices are excluding VAT which is applicable to all promotional activity 

at the prevailing rate 



ii. Any unauthorised promotion by any of the formats outlined in these Terms and 
Conditions will result in such parties and activity being immediately removed from 
The University of Sussex property. 

 


