Exhibitor
Pack 2019
EXISTING EXHIBITORS - To retain your
2018 trade stand position for 2019
please return completed application
forms by 28th June. Locations can only be
guaranteed if we have received a
completed Application Form and
payment by the deadline of 28th June.
For existing exhibitors who would like a
change of position, please indicate this on
the application form. From early July we
will begin offering site options to existing
exhibitors in date of receipt of application
form order. To ensure that you get your
preferred location, we advise exhibitors
to apply as soon as possible.

NEW EXHIBITORS– Please complete and return
the application form. From mid-July we will start
offering available sites in date from receipt
order.
If you have any questions or queries, or to discuss
options available please contact Mia Glass on
01444 892700 Ext 203 or mia@seas.org.uk

Important dates

Payment Details

28th June 2019 – Deadline for applications from existing
exhibitors, who wish to retain 2017 site.




Early July 2019 - Sites will be offered to existing
exhibitors, requesting a change of site location.



Mid July 2019 - Sites will start to be offered to new
exhibitors, in date of receipt order.
3 - 4 weeks pre-show – Exhibitor packs issued.

Cheque payments to: SEC
Card payment can be made over the phone.
Please call 01444 892048
BACs Payments (please use your company
name as reference)

Account name: SEC
Bank: Lloyds
Account Number: 01265901
Sort Code: 30-18-30

STAND APPLICATION FORM
SATURDAY 23rd & SUNDAY 24th NOVEMBER 2019
Please return your completed application form to: Corrie Ince at
South of England Agricultural Society, Selsfield Road, Ardingly, West Sussex, RH17 6TL
Contact details - 01444 892 700 Ext 206 or corrie@seas.org.uk
Exhibitor Name:

Website:

Contact Name:

Email:

Address:

Post Code:
Landline Telephone:

Mobile Telephone:

I wish to retain my 2018 position

I wish to request a change of location

Covered Space

Price per stand
+ VAT

Frontage

Depths set

Additional metre
frontage + VAT

FOOD & DRINK HALL

£353.74

3m

3m

£110.00

FOOD & DRINK
MARQUEE

£234.09

2m

2m

£100.00

GIFTS & GREETINGS
MARQUEE

£234.09

2m

2m

£100.00

CLOTHING &
ACCESSORIES
MARQUEE

£353.74

3m

3m

£110.00

Fixed Price
+ VAT

Frontage
Set

Depths
Set

£215.00

6m

3m

£315.00

6m

Open Space

Electricity – Food Pavilion (16 amp)
Electricity – Gift Marquee (16 amp)
Electricity – Clothing Marquee (16 amp)
Electricity – Refrigeration connection for Food Pavilion only
Electricity – Open space connection (16 amp)
Electricity - Open space connection (32 amp)
Alcohol Licence - Copy of personal licence required

Furniture – 6 foot by 2 foot trestle tables
Furniture - Chairs
Accommodation – Based on per bunk per night

Amount
£

6m
Rate (+VAT)

UTILITIES

Amount
£

Quantity

£40.00
£40.00
£40.00
£40.00
£75.00
£90.00
£15.00
£5.50 each
£1.65 each
£20.00

VAT @ 20%
Grand Total: (please make cheques payable to SEC)
Description of products :

I/We agree to abide by the Terms and Conditions of the South of England Agricultural Society

Signature: ………………………………… Name: …………………………........... Date:
This is not a VAT invoice. A Tax Receipt will be issued when payment has been made (VAT Registration Number 191014787)

Amount £

MANAGEMENT OF HEALTH & SAFETY AT WORK REGULATIONS 1992
I, Iain Nicol, CEO, together with the Board of Trustees of the South of England Agricultural Society, South of England Centre,
Ardingly, Haywards Heath, West Sussex, RH17 6TL (hereinafter called the Society) in order to comply with the above named
Regulations are required to carry out an assessment as to the risk to health and safety of our employees while at work,
and any other person who may be affected by our work activity. This assessment is necessary so that the risks can be
identified and preventative and protective action taken to ensure compliance with the law.
The Society acknowledges and accepts these responsibilities in respect of staff who are in their direct employment, and
those who are self-employed on contract, when working where other teams of workers or self-employed persons are
engaged, and where each other’s activities could present a potential hazard to the health, safety and welfare of all
parties.
Regulation 9 of the above named Statute identifies the need for co-operation and coordination
to ensure that a high standard of health, safety and welfare is maintained on a shared workplace at all times. This will
include:
a. Co-operation with other employers
b. Taking reasonable steps to co-ordinate the measures taken to comply with relevant statutory provisions
c. Taking all reasonable steps to inform other employers of the risk to their employees’ health and safety
We recognise that in order for the above action to be effective, it will be necessary for an assessment to be made in
order that foreseeable events likely to cause risks or hazards can be identified and a decision made between the site
occupants as to what action will be taken.
This joint plan of action will be written down and exchanged between all parties involved on the site.
NB In situations of serious and/or imminent danger and for dangerous areas, the emergency procedures will clearly set
out instructions as to what action is to be taken by all staff irrespective of employment status and will be ACTIONED
WITHOUT QUESTION.
CO-OPERATION WITH SITE AGENTS (THE CONTROLLING EMPLOYER AND MULTIOCCUPANCY WORKPLACE).
Where the main employer controls the work site, our employees, the staff of other firms at work on the site and selfemployed persons under contract to our Society will at all times assist the controlling employer or his agent in assessing
the shared risks and co-ordinate any measures. However, where there is no controlling employer, it is agreed that for
such sites there shall be appointed a health and safety co-ordinator who shall be competent to meet the needs of
these Regulations and whose responsibilities will extend to bringing together the efforts of individual employers and selfemployed on the site.
It is recognised that this appointed person may need to seek advice from another competent person (i.e. location of
underground power lines, gas and water utilities etc.) in order for the risk assessment to be made and to determine
appropriate measures.
To eliminate these possible risks, the Society will, as far as is reasonably practicable, undertake to provide such financial
and material support to establish a safe working environment. All staff are required to follow the safety procedures and
practices as laid down at all times.
IMPORTANT
Personnel who are employed by the Society or those who are self-employed are listed in the attached appendix.
However, you are reminded that it is your duty to report to the Society details of any dangerous work situations that
might represent a serious or imminent risk to yourself or others (e.g. broken or defective guards that would render a
component as failing to comply with relevant Regulations).
ERECTION OF TEMPORARY BUILDINGS, TENTS, AWNINGS AND SIMILAR STRUCTURES
The Society requires that with any tender and/or application for erection of the above named structures, a risk
assessment that relates to health and safety is carried out in accordance with the following:
1.
2.
3.
4.
5.
6.

Health and Safety (The Management of Health & Safety at Work) Regulation 1992 (Risk Management
Assessment).
A method statement for the activities that would be undertaken in respect of the work to which that tender
refers.
A copy of the tender candidate’s current Statement of Safety Policy Health & Safety at Work etc. Act 1974
section 2 (3) refers.
A copy of the Manual Handling Operations Regulations 1992 assessment in respect of the movement of heavy
and/or difficult articles (where relevant).
Evidence that, following all relevant site inspections (where necessary) due consideration has been given to the
protection of the essential services of electricity (both above and below ground), telephone, gas, water and
drainage.
An assurance that at all entrances to such temporary structures, positive steps will be taken to alert the user as
to the change of levels so as to provide a safe means of access to and egress from by securely placed ramps
etc. Tripping hazards must be clearly identified by demarcation tape or similar. Availability for disabled access
should also be considered.

7.
8.
9.

Confirmation that each exit will be equipped with the current and correct fire/emergency exit signs.
Where guy ropes etc. are used these will be located so as not to impede the safe and free access from these
temporary structures in event of an emergency.
Confirmation of the understanding of and the procedures in place to ensure compliance with the Reporting of
Accidents, Disease and Dangerous Occurrences Regulations 1995 and the details to whom such incidents are
to be reported on site and to the Society.

PROTECTION OF PEDESTRIANS
The Society accepts that they have a responsibility to ensure that visitors to any event for which they have overall
control are not placed at risk.
With regard to the duties imposed by Regulation 9 of the Health & Safety (The Management of Health and Safety at
work) Regulations 1992 (Risk Management) the Society requires that the organisations, firms and their staff will cooperate in order to maintain the following requirements:
VEHICLE MOVEMENT
Suppliers to trade stands must ensure that they vacate the site before public admission to the event. The only exception
to this rule will be:
1.
2.
3.
4.
5.

The movement of emergency vehicles (Fire, Police, Ambulance) these vehicles will be identified by blue colour
flashing beacons.
Doctors on duty their vehicles will display a green colour flashing beacon.
The transportation of Honored Guests of the Society, during visits to and from events, stands or other official
business, these vehicles will use an orange colour flashing beacon where fitted or use hazard warning lights
and display dipped headlights.
The movement of the Society’s own service/supply vehicles or those authorised by the Society i.e. contractors,
caterers service vehicles etc. These vehicles will use an orange coloured flashing beacon and display dipped
headlights when fitted.
The Society requires that all contractors’ vehicles travel on the Showground at a safe speed and be aware of
the risks to others. Failure to observe this requirement could jeopardise current and future contractual
agreements.

SERVICE PROVIDERS
In order that the Society can satisfy itself that all due attention has been given to the matter of Health & Safety by firms
engaged to provide a service at events for which the Society has overall control, it will be necessary to submit the
following documents:
Statement of Safety Policy
Risk Management Assessment (including regulation 9)
Details of staff training in respect of procedures in an emergency
SOCIETY PERSONNEL
CEO: Mr Iain C Nicol
Health & Safety Advisor: Miss Marion Virgo
Working Foreman: Mr Mick Brixey
South of England Agricultural Society
Selsfield Road
Ardingly
West Sussex
RH17 6TL

RISK ASSESSMENT FORM GUIDANCE
IMPORTANT NOTICE: Please read the guidance below and then complete,
sign and return the Risk Assessment Form overleaf.

Potential Hazard:

Who would be harmed:

Existing Controls:

Further actions required:

Slipping/tripping
hazards, chemicals
(e.g. battery acid),
moving parts of
machinery (e.g.
blades), work at
height, pressure
systems, vehicles
(e.g. fork-lift
trucks), electricity
dust (e.g. from
grinding), fumes
(e.g.vehicle
engines), fire (e.g.
combustible
materials, rubbish,
flammable
substances, LPG
etc) and ignition
sources (flames,
smoking etc),
manual handling,
marquee erection
and weather
related risks, noise,
livestock on stands,
lifting.
Look for hazards
which you could
reasonably expect
to result in
significant harm
under the
conditions in your
workplace.

Hazard - Who might be
harmed? Office staff,
maintenance personnel,
contractors, people
sharing your workplace,
cleaners, operators,
members of the public.
Pay particular attention
to: staff with disabilities,
visitors, inexperienced
staff, lone workers -may
be more vulnerable.
There is no need to list
individuals by name – just
think about groups of
people doing similar work
or others who may be
affected.

For the hazards listed,
do the precautions
already taken meet
the standards set by a
legal requirement,
comply with a
recognised industry
standard, represent
good practice, reduce
risk as far as
reasonably
practicable?
Have you provided
adequate information,
instruction or training,
systems or
procedures?
If so, then the risks are
adequately controlled,
but you need to
indicate the
precautions you have
in place.

Is more control needed
to reduce the risk?
Where the risk is not
adequately controlled,
indicate what more you
need to do on the Risk
Assessment Form, i.e.
remove the risk
completely, try a less
risky option, prevent
access to the hazard,
organise work to reduce
exposure to hazard,
issue personal
protective equipment,
provide welfare facilities
(e.g first aid).

RISK ASSESSMENT FORM

Potential Hazard:

Risk Assessment for:
Prepared by
(PRINT) Signature:

Who would be
harmed:

Existing Controls:

Further actions required:

EXHIBITOR TERMS AND CONDITIONS
Winter Fair 2019
All exhibitors, their contractors and employees, while on the Showground, shall be subject to the rules and regulations of the
Society, as interpreted by the Council, and the Stewards and Officials appointed by them.
1.
a.
b.
c.

d.
2.
a.
b.
c.
d.
e.
3.

APPLICATION FOR SPACE
All applications must be submitted on the appropriate application form, which must be signed by the exhibitor or their
representatives, such signature being an acceptance of the regulations.
A remittance for all charges must accompany the Application Form.
Entries for the leaflet will be taken from the “Description of Exhibit” provided on the Application Form. Exhibitors’ goods
displayed must be in accordance with the description on the Application Form. Should you wish to be omitted please indicate
in the space provided at the bottom of the application form.
A personalised Risk Assessment must be returned in order to proceed with any site.
ALLOCATION OF SITES
The allocation of sites and positioning of trade stand space will be entirely at the discretion of the Society, although every
endeavour will be made to meet any request made by an exhibitor regarding the position of their stand.
If an exhibitor does not wish to be placed adjoining any other particular exhibitor, this must be clearly stated in writing at the
time of making the application
Site boundaries will be marked & in no circumstances will exhibitors be allowed to occupy a larger space than that allocated.
No exhibitors may carry on any activity outside the limits of their own stand.
No exhibitor shall sub let any portion of space allotted to them or move to any site other than that allocated to them.
CANCELLATIONS BY THE SOCIETY OR WITHDRAWAL OF SPACE RESERVED
The Society reserves the right to postpone or cancel the Show or particular event or events if such cancellations or
postponement arises out of strikes, lockouts, trade disputes or labour troubles or any other cause beyond the Society’s control
including, but without limitation, act of God, Government act, regulation or request, fire, accident, disease, war, riot, inability
to obtain adequate labour or materials, or inability to obtain a sufficient number of entries. Full refunds of Trade Stand and
associated fees will be made, however the Society reserves the right to levy an Administration fee of 5% of all such Trade
Stand and associated fees.
Once a stand location has been agreed, the booking is considered confirmed, after this should any exhibitor withdraw from
the Show or cancel the space reserved for them for any reason, the following rates of forfeit shall apply. Written confirmation
received up to 30 days prior to the date of the Show – 50% refund, after this time NO REFUND. Any outstanding balance at
point of cancellation will be due for payment immediately.

4.

REFUSAL OF ENTRY
The Society reserves the right to refuse any entry whatsoever, whether received prior to the closing date for entries or not, and
also reserves the right to cancel any entry which may have been accepted, without any reasons being given.

5.

SERVICES
ELECTRICITY – Please indicate your requirements on your Application Form. The use of generators is strictly forbidden.
All electrical appliances must carry a current and valid Portable Appliance Test certificate (PAT).
No Halogen lights allowed.
GAS – It is the responsibility of the exhibitor that any item of gas equipment forming part of a trade stand has a current
CORGI tested certificate, which should be available for inspection by the Society’s Safety Officer at any time, who is
empowered to carry out spot checks on all gas appliances and certificates and if in default arrange for the item to be taken out
of service.
In the unlikely event of disruption or loss of all or any of the electricity, howsoever, arising, the Society will not be held
responsible.

6.

RESPONSIBILITY OF EXHIBITORS
THE SOCIETY WILL NOT BE RESPONSIBLE IN ANY WAY FOR ANY ARTICLE, MACHINERY OR OBJECT OF
ANY KIND EXHIBITED ON THE SHOWGROUND. The exhibitor shall assume full responsibility therefore including
liability for all claims arising out of the exhibition, handling or housing of such exhibits and the conduct of the Stand
generally. The exhibitor shall indemnify the Society against all claims, damages or expenses whatsoever in a way arising out
of the presence of the exhibitor or their exhibits on the Showground. Acceptance of the foregoing provisions shall be a
condition of entry. EXHIBITORS ARE ADVISED TO INSURE AGAINST FIRE, NOT ONLY AS REGARDS THEIR
OWN PROPERTY, BUT ALSO AGAINST THIRD PARTY CLAIMS.

7.
a.
b.

DISCLAIMER OF LIABILITY
The Society will not be responsible for the death, injury, disease, or loss caused to any exhibitor or to their agent or servant.
Under the requirements of the Reporting of Accident, Disease and Dangerous Occurrences Regulation 1995 (RIDDOR) all
accidents that are classified as major under these Regulations must be reported to the Society and also to the appropriate

statutory authority. All injuries that occur to exhibitors, their staff or members of the public who visit stands, displays or any
other facility, no matter how minor they may appear to be.
8.

CATERING
No exhibitor may sell any foodstuffs or beverages for consumption at the show on their stand.

9.

EXHIBITORS’ VEHICLE PASSES AND ADMISSION WRISTBANDS
Each exhibitor will be allocated two wristbands, each wristband will admit one person each day of the show. Vehicle passes
must be completed with the requested information and clearly displayed, to gain admittance to the showground,
including set up days.

10. ADMISSION OF VEHICLES, STAND PREPARATION AND REMOVAL OF EXHIBITS
a. Set-up times will be from Friday 22nd November from 8.00 am until 7.00 pm. On Saturday from 7.00 am. The Food Pavilion
will be locked at 7.00 pm on the Saturday and 8.00 pm on the Sunday.
b. All wet or greasy goods are to be put on polythene sheets.
c. No adhesive tape is to be used on floor surfaces, and if food spillages are likely please ensure that the floor is adequately
protected.
d. All paint and varnish used must be dry by 8.30am on the first day of the Show.
e. All stands are to be open and ready for business by 8.45 am until 5.00 pm on Saturday 23rd November & 8.45 am until 4.00
pm on Sunday 24th November.
f. No part of a stand may be closed or dismantled until after 4.00 pm on the last day of the Show, failure to comply with this
regulation may exclude you from exhibiting at future shows.
g. Vehicles to be used for the removal of stands will not be allowed to move on the Showground whilst the public are still in
attendance, or such later time as circumstances may require.
h. All stands and goods are to be removed no later than 8.00pm on Sunday 24th November
11. LITTER
Exhibitors must have their sites and immediate area cleaned up at the close of the Show daily.
12. RADIO MICROPHONES
No exhibitor shall be permitted to use radio microphones.
13. “CHEAP JACK” TRADERS AND AUCTIONS / JOKES AND TRICKS / KNIVES
Exhibitors’ goods displayed must be in accordance with the description on the Application Form. Vendors of “Cheap Jack”
articles or itinerant vendors who may have gained admission to the ground will be removed. The selling of goods by auction,
shouting or behaviour that causes a nuisance to visitors or exhibitors is strictly forbidden. The definition of “Cheap Jack”
shall rest with the Society’s Stewards and Officials who have the power to remove offending exhibitors and their goods from
the Showground. All goods sold must clearly be displayed to the public before sale. The sale of knives is restricted to persons
over the age of 18 years.
14. DOGS
Dogs will not be allowed. This regulation does not apply to Guide Dogs.
15. NON COMPLIANCE WITH REGULATIONS
a. The Society’s officials have power to order the removal of any article from the Showground or to close the stand of any
exhibitor who does not conform to the Regulations of the Society, or the directions of the Stewards without any refund being
made.
b. The exhibitor shall assume full responsibility, including all claims arising out of the exhibition, handling or housing of such
exhibits and the conduct of the stand generally.
c. The exhibitor shall indemnify the Society against all claims, damages or expenses whatsoever in any way arising out of the
presence of the exhibitor or his exhibits at the South of England Centre.
16. EMERGENCY EVACUATION PROCEDURES
All exhibitors must follow the directions of the Stewards and or officials for their area without question.
17. IMPORTANT FIRE PROTECTION NOTICE
a. ALL EXHIBITORS ARE REQUIRED TO PROVIDE A SUITABLE FIRE EXTINGUISHER OR EXTINGUISHERS
IN THE INTEREST OF FIRE PRECAUTIONS, COUNTY FIRE OFFICERS MAY VISIT STANDS.
b. It is not permitted to install any heating or cooking appliance inside a stand, which is not specifically laid out for the purpose.
Exhibitors wishing to use heating or cooking appliances for serving samples in their stand must have these appliances
installed at a safe distance from combustible materials, and heating appliances must be fixed securely on a non combustible
heat insulating base and surrounded on three sides by shields of similar material. The shields of non-combustible material
should be at least 2 feet / 60cms away from combustible fabrics or other materials and care must be taken to ensure that no
combustible materials can be blown against the heaters. Heating appliances, gas piping and gas cylinders must be kept out of
reach of the public and stocks of inflammable liquids and spare gas cylinders must be kept in a safe position outside the stand,
and care taken to avoid leaking or spilling.
c. The Society reserves the right of inspection by one of its official representatives of all stands and the official shall have full
authority to order that the use of any appliances or equipment be discontinued immediately if in their opinion they constitute a

d.
e.

danger. All stands using bottled gas are required to have the installation checked by a qualified fitter to ensure that the
apparatus is safely installed. The decision of the Society in this matter must be accepted as final.
Exhibitors will realise that these precautions are essential and non-compliance with them renders the stand liable to closure.
Exhibitors are advised to insure against fire, not only as regards their own property, but also against third party claims.

18. Health & Safety at Work Act 1974 and Food Safety Act 1990
Enforcement officers from the local Authority will be undertaking spot checks for Health & Safety and Food Hygiene and if
major contraventions are found, the exhibitor will be asked to close their stand and leave the Showground immediately.
PUBLIC LIABILTY INSURANCE All exhibitors are required to have Public Liability Insurance and may be asked to
provide a copy upon request.
19. SALE OF ALCOHOL
All sales of alcohol on the Showground will operate under the Society’s premises licence, cost per exhibitor is £15.00 + VAT.
A copy of the Personal Licence must also be forwarded to the Society at time of application. Alcohol can only be sold or
authorised by an individual who holds a personal licence, alcohol being defined as any drink or product with an ABV of over
0.5%. This means that is an individual employed by the trade stand is not a personal licence holder, that person can only sell
alcohol on the Showground licensed premises if permission to do so has been given by the trade strand personal licence holder.
The Society requires that every individual engaged in the sale of alcohol must be age 18 or over and have received training
from the trade stand personal licence holder regarding the four licensing objectives as follows:
The Prevention of Crime and Disorder, Public Safety, The Prevention of Public Nuisance, The Protection of Children from
Harm
20. SMOKING LEGISLATION
In accordance with the Health Act 2006, smoking is prohibited in all buildings and marquees.

Winter Fair Show Layout 2019

Food & Drink Hall

Food & Drink Marquee

Clothing & Accessories
Marquee

Gifts & Greetings
Marquee

