
Open Day 
Ambassador 
Training 2023



Open Day Dates

Friday 16th June

&

Saturday 17th June

9am-4pm



Attendee Numbers

We cap our events to 10,000 visitors.

Priority for places at all sessions will be 

given to prospective students, followed by 

parents, and then other visitors.



Public Car Parks

• The Gates (DH1 4SJ) – 470 spaces

• Prince Bishop’s Shopping Centre (DH1 3UJ) – 400 spaces

• Sidegate (DH1 5SY) – 107 spaces

Please note that there is a charge to park in these car parks. Additionally, there is a 

congestion charge of £2 which must be paid to drive through Market Place.

On Road Parking

Park and Ride

Belmont: DH1 1SR – 547 spaces

Sniperley: DH1 5RA – 330 spaces.

Travelling to the University/Parking



Park and Ride:

✓ One ticket must be purchased for each passenger (£2.00 per person)

✓ Must use the bus provided. Park and stride is not permitted.

Buses run every 15 minutes, Monday to Saturday.

• Belmont Park and Ride leaves at 00, 15, 30 and 45 minutes past the hour. 

The first bus is at 7.00 am and the last bus is at 6.30 pm.

• Sniperley Park and Ride leaves at 10, 25, 40 and 55 minutes past the hour. 

The first bus is at 7.10 am and the last bus is at 6.35 pm.

Travelling to the University/Parking



Shuttle Buses

Route 1
• Durham Train Station 
Southbound Platform
• Palatine Centre 
Stockton Road

Returning on the reverse 
route.

Route 2
• John Snow College (for 
Business School)
• South Road
• Palatine Centre
Stockton Road
• Sports and Wellbeing Park, 
Maiden Castle

Returning on the reverse 
route.

Route 3
• Dunelm House (DSU)
• Palatine Centre 
Stockton Road

Returning on the reverse 
route.

Shuttle buses will operate every 10-15 minutes starting at 08:30 and finishing at 16:30.

Last bus will leave Palatine Centre at 16:30pm to go to Train Station.



Event Bursary

• Check in is essential

• Event Bursary Claim Desk is located in the 

Teaching and Learning Centre.

• Payment can take up to 8 weeks following the 

event.



Open Day Zones*

Red Zone
• Lower Mountjoy
• Upper Mountjoy
• Palatine Centre
• Teaching &

Learning Centre
• Bill Bryson Library
• Information Hub

Blue Zone
• Palace Green 
• Bailey Colleges
• Market Place
• Durham

Students' Union

Yellow Zone
• Business School,
• Hill Colleges
• Al-Qasimi Building 
School of 
Government and 
International Affairs 
(Politics)

*Now for staff/ambassador use only. Not used to refer to 
zones for attendees as no longer included on guide.





Staff

Deputy Event Manager 

(Friday) & 

Event Manager 

(Saturday): Megan Clark

Event Manager 

(Friday): Karen Wilson

Deputy Event Manager 

(Saturday): Boawe 

Rankin-Carr



Staff

Yellow Zone Manager: 
Ellie Stoddart

Red Zone Manager: Louise Rankin-Carr

Blue Zone Manager: 
Natalie Milburn

TLC Manager: 

Lucy McCabe

Green Zone (Travel) Manager: 

Jen Barton



Sessions

• First come, first served basis, 

• Prospective students get priority

• You may have to help to prioritise 

the spaces for prospective 

students.





https://www.durham.ac.uk/media/
durham-university/visit-
us/documents/open-days/Session-
locations-and-map-June-2023.pdf

https://www.durham.ac.uk/media/durham-university/visit-us/documents/open-days/Session-locations-and-map-June-2023.pdf
https://www.durham.ac.uk/media/durham-university/visit-us/documents/open-days/Session-locations-and-map-June-2023.pdf
https://www.durham.ac.uk/media/durham-university/visit-us/documents/open-days/Session-locations-and-map-June-2023.pdf
https://www.durham.ac.uk/media/durham-university/visit-us/documents/open-days/Session-locations-and-map-June-2023.pdf


Types of Sessions

• Presentations

• Tours

• Experience

• Drop-in

• Exhibitions

Top tip: Have the full Open Day guide or the Session Locations and Maps document downloaded
in a digital form (or open on a tab on your phone) to check the right pages in the guide for if 
someone asks you about certain sessions.



Colleges at a glance



Colleges Hub

Some of our colleges that aren't available to host drop-ins at the college are going to be 

joining us at the Colleges Hub on the day. This will be located on the top floor of the 

Teaching and Learning Centre!

These are the colleges that will be 

located in the Colleges Hub 

for both of the Open Days:

- Josephine Butler College

- St Cuthbert's Society

- College of St Hild & St Bede

- University College

Located in the Colleges Hub on 

Saturday 17th June ONLY:

- Van Mildert College



Lunch
Lunch/Refreshments

Voucher not required for 
lunch – just collect lunch 
from PC005 (Palatine Centre) 
on day

2 x 
Tea/coffee/water vouchers, 
collect from Zone Manager 
on morning

Please note: if you're 
working in Yellow 
Zone/near the Business 
School, you must bring a 
travel mug for hot drinks as 
they don't do takeaway 
mugs!



Lunch for attendees...

• Any of the listed cafés or restaurants 

in the guide.

• Food Court in Library Square (variety 

of local vendors)

• Durham University outlet in Food 

Court (selling American-style hot-

dogs)



Refreshments/Water...

• Free drinking water available from 
any of the listed buildings

• Posters dotted around buildings 
but good to have knowledge of

• Some buildings have water 
fountains available, others require 
requesting water from the café.



Information Points

Locations of 
Information Points

Teaching and Learning 
Centre
Information Hub
Colleges Hub

Palace Green

Geographical Map 
(Corner of South Road 
and Stockton Road)

Business School
(Including Admissions 
information desk) Market Place

Train Station



Information Hubs

Information Hub at TLC

• Top of TLC
• Professional Support
• Student Enrichment
• Academic Departments (see guide for 

which ones)
• Colleges Hub

Note which drop-ins are NOT in the TLC



First Aid

• We have multiple first aiders on site who will be available.

• If the situation is life threatening, please call 999 as a priority.

• You can call for University security (who are first aid trained) on the 
following number:
0191 334 2222

• Ask people for help. (Staff or other visitors)

• If it is an incident whereby you cannot leave the scene, please ask a fellow 
ambassador to get a staff member for you.



Left Luggage 

• Next to Event Bursary Claim Desk 
(Teaching and Learning Centre)

• Not locked
• Items are left at the 
   owner's risk.
• Will close at 4:30pm 

(items then taken to 
security)



Faith Facilities

We have access to a number of faith facilities for on the 

day.

Many of these facilities are available to use, including 

multi-faith rooms at St Aidan’s College and Trevelyan 

College (ask college reception staff for details), and 

Muslim Prayer rooms on Old Elvet or immediately North 

of Grey College.

Attendees will need an access code for these buildings 

which can be collected from event staff.

For more information on our faith facilities, 

please visit: durham.ac.uk/faithsupport



Quiet Room

We have a designated quiet room for use 
during the Open Days which people can 
use as a space set aside from the noise 
and crowds of the event. 
The room is PCL008 in the Palatine 
Centre.

A handful of students have indicated that 
they would find this room helpful during 
the Open Days and so please be aware 
to know where you can direct someone 
requesting this on the day.



Roles & 
Responsibilities



Mandatory Training
Equality, Diversity and Inclusion

Health and Safety Induction at Durham University

Fire Safety at Durham University

Safeguarding Children

You are required at all times to comply with the relevant University rules, 
policies and procedures in force from time to time which are available on our 
intranet

Please familiarise yourself with the policies especially the one relating to social 
media.

durhamuniversity.sharepoint.com/sites/ph/SitePages/Personal-Internet -
Presence-and-the-use-of-Social-Media.aspx



ACT Training

- You should have all received an email from Kellie which included 

information about your essential learning and ACT Training.

- The ACT Training is mandatory and we request that you all complete 
this before working on the Open Days.

- Training can be found on the ProtectUK website 

(https://www.protectuk.police.uk/group/2?type=catalog)

- Key messages are the 'power of a smile' & 'see it, say it'.

- The training will soon become part of the law following Martyn's Law
as a result of the Manchester Arena Attacks of 2017.

https://www.protectuk.police.uk/group/2?type=catalog


ACT Summary

Action Counters Terrorism

Pre-event

• Challenge unusual behaviour – Prevention/Deter

During the event

• See, Check, Notify – See it Say it

• Power of hello and good customer service

Download the Protect UK app



ROTA

You should have all now received an email from us with 

your allocated role. If you are working both days but 

have only received one email – then you have been 

allocated the same role for both days!

If you are working both days and have received two 

emails, then this is because you have been allocated to 

a different role each day - the day will be next to the 

role title in the email.

You should all shortly be contacted by your zone 

manager. If you are working two different roles, then 

you may be contacted by two zone managers (or a 
college and the zone manager).



All three points below must be completed prior to working – 
If not it could result in a delayed payment

• Accepting the offer
1) Log in to the University Careers account (where you applied) 
2) Click on the ‘Offers’ tab
3) Read through the offer and any attachments 
4) Please accept or decline the offer

• Onboarding
1) Log in to the University Careers account (where you applied) 
2) If you have accepted the offer, you now need to complete your onboarding by clicking ‘My offer’ 
3) Click ‘Complete’ on the welcome page to begin
4) Please enter all the required information on the ‘Personal Information’ and ‘bank details’ page. 
5) Download and read the University IT regulations. 
6) When you have completed everything there will be a full green bar underneath the ‘Tasks Remaining’ 

• Right to work checks

Open Day Ambassadors



Academic Support Ambassadors

Your role is to help in the academic session, assisting with questions and chatting about your 
experience.

• Meet and greet visitors 
• Complete and return tally sheet – this is very important
• Give the presenter lunch vouchers for their ‘team’ if required
• You will be directed about what is expected by your academic, (so if you haven't heard from 

your academic, you can reach out to them, speak to us at the end for a contact name)
• Some possible roles include:

– Present your experience as a student of the department you are representing.
– Give a short talk (you can use powerpoint as an aide memoir)
– Participate in a Q&A about your experience
– Give tours of the Department.

You must also help with signposting visitors to the sessions before they start.



Industrial Action – anticipated on both days
- If no academic members of staff are present at your session, please immediately notify your zone manager or the nearest 

member of staff.  This may be your building lead. Find the nearest member of staff who will manage the session. 

- As the allocated student ambassador, you are NOT expected to provide cover for the session or give any academic 

knowledge in replacement of an academic member of staff. Your role does not change and you are there to purely give the 

student experience perspective.

- We ask, in this situation for you to utilise your knowledge as a student in the department to give an overview of your student 
experience within the department.

- You may choose to bring along a powerpoint presentation talking about the different aspects of being a student in the 
department. We have a template if you would like this. It is not required that you deliver a presentation, but it may be helpful 

for you to use to aide your memory.

- If you feel comfortable, you can open up the session to a Q&A but do not feel as if you have to answer any questions that 

would usually be directed to an academic member of staff. You are only expected to answer questions about student 
experience and your time studying.

- We will provide question slips in your academic pack that people can write down any questions you are unable to (or do not 
feel comfortable) answering. Collect these and put them back into your folder and we will pass them onto the relevant people 

following the event.

- The session does not (and likely will not) last the whole 1 hour and this is okay. If any attendees are angry or have further 

questions, please direct them to the member of staff.



Ambassador Pack

If you are an allocated academic session ambassador, you 
will receive an ambassador pack from your zone manager 
when you check in. It will include resources such as:

- Tally sheets
- Session in progress signage 
- Any other signage
- Q&A slips



Train Station Ambassadors (Travel Manager Jen Barton)

Your role is to help at the train station with people arriving from all over the country.

• Welcome visitors from the train station 
• Direct them to where they need to go

• Buses
• Walking route into the city 
• Taxi Rank locations

You will also have a 'Train Station Lead' member of staff (Steph Jamison) who will be on 
hand to help you.

You will be the first person they see from the University so 
remember to greet them with a smile!



Bus Ambassadors (Travel Manager Jen Barton)

• Guiding visitors on the shuttle buses 
• Displaying the bus signage in the bus
• Where to get off
• Encourage conversation and make the visitors experience positive – what 

are you interested in seeing today?
• Point out key buildings and zone areas
• Chat about your experiences as a student
• Informing travel manager of any delays, issues or concerns

Make sure you have a digital copy of the guide to be able to assist people while 
they are travelling on the bus.



Signposting Ambassadors

• Guiding visitors around the campus. 
• Stand where directed as indicated by your zone manager
• You will likely be asked about talks in your area; please see the Open Day guide to 

find room locations. 
• Ensure you know where rooms are located 
• Take some time at the start of the day to look around the area you are based and 

familiarise yourself with what's happening.
• Provide directions to areas of interest - colleges, the City Centre, Palace Green and 

cafés.
• Inform visitors that there are free shuttle buses available around campus.
• Familiarise yourself with the routes and timings of the buses along with the 

nearest bus stops.



College Ambassadors

• Your college will be responsible for your full training and what roles you will be 
undertaking on the day

• Speak to the lead member of staff in your college to find out what the plan for 
your lunches are (these vary by college)

• Work out the nearest bus stop and the routes around the city to assist people with 
navigating around the other colleges

• Remember to not talk down any other colleges, students are trying to work out 
where might be the best fit for them!

• Familiarise yourself with which other colleges are open and which are closed 
during these Open Days

• Use the handy Colleges Guide to help! (https://www.durham.ac.uk/media/durham-

university/visit-us/documents/UG-College-Guide-2023_Screen_Spreads.pdf)

https://www.durham.ac.uk/media/durham-university/visit-us/documents/UG-College-Guide-2023_Screen_Spreads.pdf)
https://www.durham.ac.uk/media/durham-university/visit-us/documents/UG-College-Guide-2023_Screen_Spreads.pdf)


Signage



The Consumer Protection Legislation (may be identified as CMA – Competition and Markets Authority) applies to 

Universities

- This includes University students working on behalf of the University on an Open Day or Post-offer Visit Day

- The information that we provide must be timely, clear, up-front, accurate and comprehensive!

- This requirement applies regardless of whether the information is provided in writing, visually or verbally.

- Failure to deliver on a commitment that we make could result in legal proceedings.

- If you don’t know the answer to a question direct the visitor to a member of staff.

- Make visitors aware that you are answering based on your own experience, but things may change each year.

- Don’t say something like: “I really enjoyed studying a module on Hinduism in my second year, you 

should definitely choose to come here so that you can study it, it will definitely still be available!”

- Do say something like: “In my experience, I really enjoyed studying a module on Hinduism in my second 

year, modules do change every year though so we couldn’t guarantee it would be available for you but 

there’s always lots of great options to choose from!”

Please have a read through this short document about CPL/CMA: CMA update (Quick Read)

Consumer Protection Legislation (CPL)

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/411392/HE_providers_60ss.pdf


Expectations in the role as a Student Ambassador

• Represent Durham in a positive manner

• Try your best to help or to point attendees in the right direction

• Remember the CPL/CMA Guidelines

• Take into account your safeguarding training when making any decisions

• Be Flexible- we may need you to switch roles on the day!

• Use the Open Day Guide to help you guide attendees

towards sessions and events

• Be proactive!

• Help out other ambassadors or staff members to the 

best of your ability.

• Enjoy yourself!



Top Tips

Don’t be afraid to say you don’t know!
Sometimes attendees might ask 
difficult questions and if you don’t 
know the answer then it’s perfectly 
okay to say you aren’t sure (and often 
better to do so!). You can always direct 
the student to a member of staff or to 
use the ‘Ask Us’ web enquiry form on 
our website.

Ask for help!
As staff we’re always here to 
help guide you and you 
shouldn’t struggle alone! Ask 
your zone manager if you need 
help or extra information, or 
any other staff member! Also 
ask each other, your fellow 
ambassadors can usually 
provide great advice too!

Unibuddy
For ambassadors 
registered on Unibuddy, 
use this to your 
advantage. You can 
encourage students to 
message you on there if 
you want to give 
additional information 
or links or carry on a 
conversation! You can 
also direct attendees to 
find someone with 
knowledge you might 
not have (e.g about 
another college or 
department).

Open Day Guide
Use this as your bible with all 
information you might need! 
Download on your phone to have 
it handy for details such as room 
locations and bus schedules.

Do your research
If there’s any locations you’re unsure of, or 
anything you don’t feel confident about 
then use our website and links before the 
day to familiarise yourself.

Dress appropriately
We all know what British weather can be like, make sure to check the forecast and dress 
appropriately! If it's going to be warm, don't forget suncream!



Answering Difficult Questions

- Do not be afraid to say that you do not know the answer to something

- You do not have to answer any questions that you are not comfortable answering!

- Always be mindful that things in the University have potential to change and frame 

your answers in relation to this

- Use the information on our website and Open Day guide to make sure you know 

where to signpost people to, for them to find out specific information, 

- if you don't know something it's better to ask someone rather than send someone 

to the wrong place!

- If necessary, refer attendees with difficult questions to chat to staff members! 

There will be staff available at the Information Points in the different zones all day.



Logging Hours and Pay

- If you’re working a full day, then your hours will be automatically recorded as 

8:00am- 4:30pm.

- Please be on time on the morning otherwise your zone manager will record late 

attendance.

- If your rota shows different to the standard hours, then this will have been 

logged already and we will make sure you’re paid for your rota’d hours 

(e.g if you need to finish early)

- A small team have been scheduled to stay until 5pm to help with close-down.

- If you work additional time that you're not scheduled to, please let us know by 

emailing sharon.dresser@durham.ac.uk so we can make a note for payment

- Payment will come through on the July payday due to the 

timing of the event

- If you have any issues with your hours or need to change anything 

on the rota, please let us know as soon as possible.



Duz the Durham Dog

- Duz the Durham Dog is our Event Mascot 

(follow their instagram @duzthedurhamdog)

- We are looking for volunteers who would like to 
be a part of helping to be Duz the dog!

- Would be part of a small team working on a 

rotating system to take photos with guests, do 
some dancing and create some content for our 

social media!

- If you're interested please send me an email on 

megan.l.clark@durham.ac.uk so we can review 
the rota and see if we can make it happen!

mailto:megan.l.clark@durham.ac.uk


Checking people in:

There are 3 ways people can check into the 

event. The first one is they can do it 

themselves. The second two involve 

assistance from you all so please be prepared 

for this!

This poster will be displayed in the reception 

of the main general buildings (TLC, Calman 

Learning Centre, Bill Bryson Library, Sports & 

Wellbeing Park, Palatine Centre) and college 

receptions. It has instructions on how 

attendees can use the event app to check 

themselves in.



Checking people in:

However, you (as ambassadors) can also 

check people into the event. This is by 

using the staff app that we have. You 

should all be able to login using the pin: 

Ambassador23, and then your email 

address as your name & password

Once you are logged into the staff app you 

can go to 'Event Check-in' and either:

a) Scan an attendee's personalised QR 

code that we have sent them

OR

b) Search for their name in the system



What to wear (T-shirts)

- If you are a Durham Student Ambassador, please wear your purple stash

- If you are an Open Day Ambassador and need to collect your blue t-shirts 

then you can come and collect from the front at the end of the training.

- Please collect one day and if you wish to collect another (if working both 

days) then please collect from PCL054 during the Friday Open Day.

- We will also have caps available (purple for DSA and light blue for Open 

Day Ambassadors) as the forecast is looking warm! You can collect these 

from PCL054 on the morning of the event

Please run an iron over your t-shirt before working if it needs it!



Any Questions?
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