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EXTERNAL SIGNAGE POLICY *
All signage
In order to regulate the many and varied uses of signage across campus and to ensure a consistent approach the following policy has been drawn up as the point of reference on the matter.

Before any signage can be installed on any University of Reading property or land permission must be received from the Director of Estates and Facilities, or in the case of Events from the Director of Corporate Relations and Events, or Conference and Events Manager (Venue Reading), as appropriate. Signage includes posters, flyers, banners, signs attached to lampposts or buildings, A-frames etc.  Compliance with all relevant University policy is required. Wording for signage (but not posters) will need to be approved in advance as part of this process.
Nothing can be placed in the ground without permits to dig being issued.

Any signage obscuring existing signs or causing damage to University property will be removed and any signs not appropriately secured (e.g. by fixing to lampposts other than with string, or similar temporary easily removable materials) may attract a maintenance charge for its removal.
 Persons seeking permission must provide sufficient information, which will include wording, art work, size, method and location(s) of securing the signage and where appropriate a site plan showing position(s) before a decision can be given. Such information must be provided 28 days in advance of the date on which it is proposed to install the signage, to allow sufficient time for due consideration and if necessary discussion.
All signage and associated fixings must be removed by those responsible for the signage within 24 hours once they are no longer needed

Directional signage

Directional signage has been placed at strategic points on the campuses. This should alleviate the need for event organisers to utilise their own signage. 

Any signs and associated fixings approved as above and placed around the campuses must also be removed after the event/on departure, or there will be a charge for signage removal by UoR staff.

Venue Reading staff may be able to provide A frames for use outside or within buildings in which the event is taking place.

In all cases your event co-ordinator can offer guidance on what signage will be acceptable, subject to this policy.
Advertising signage

Any signage advertising businesses on University of Reading property must be in accordance with the conditions of the business’ lease.
Signage must be authorised as above and remain in the agreed position.

It will be the business’ responsibility to maintain the signs and ensure that they remain in good condition and are not causing any health and safety risks. Any signs found to be in disrepair or causing health and safety risks will be required to be removed and if not removed by the business, will incur a maintenance charge for removal.
Signage which is not in line with this policy may be reported to the Estates and Facilities Helpdesk on x7000 or fm-help@reading.ac.uk and we will deal with it in accordance with this policy
*Signage erected/posted by the Student Union and tenants is also subject to this policy.
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