
Regulation for Stand Building 
 

 

Stand Fitting Regulations 
1. All advertising and logos must be within the specified height limits and must not be sited on 

back of dividing walls, especially where they overhang an adjoining stand. 
2. All stand structures, signs, exhibits etc. must be contained within the area allotted and may 

not project into or over the gangway. 
3. If you have a shell scheme stand, all exhibits and stand fitting material must be contained 

within your shell scheme stand. 
4. All painting on-site must be carried out with water-based paint. Finishes having oil or 

cellulose base are not permitted to be applied on-site. 
5. Artificial flowers are highly flammable and give off toxic fumes. These must not be used for 

stand dressing. 
6. All stand structures must be completely self-supporting. Suspension may not be made from 

the roof of the exhibition halls, nor may any fixing be made to the structure of the building. 
Nothing may be drilled, attached or bolted to the hall floor. 

7. It is the responsibility of the exhibitor to examine the site allotted pre-show in order to avoid 
costly adjustments to stand structures from any building obstruction or pillars, for which the 
organisers cannot accept any responsibility. 

8. All solid timber under 25mm thick must be impregnated (pressure process) to CLASS 1 
flame-resistant standard. Boards, plywood, chipboard etc. must be treated in the same way 
if they are under 18mm thick. Solid timber over 25mm thick need not be treated. All such 
treated timber must have BS476 CLASS 1 marked on them. 

9. Plastics used for construction and display purposes (including exhibits) must conform to 
BS478 Class 1 Fire Regulations. Lexan and Macralon are acceptable. Perspex must not be 
used. Polycarbonate is widely used for clear sheeting. 

10. Textile fabrics used for interior display purposes on the stand must be flameproof or 
purchased already treated by use of the approved chemicals in accordance with BS5438 and 
BS5852. Textile fabrics used for interior decorative purposes must be fixed taut and / or in 
tight pleats (not draped) to a solid backing and secured at least 50mm above floor level to 
avoid a trip hazard, not touching light fittings or other heat sources. 

11. On Space Only stands, the name and stand number of the company exhibiting must be 
displayed prominently on each side of the stand. 

12. All work must be carried out using non-flammable material. 
13. The Organisers may, at the expense of the exhibitor, remove or alter anything in, on, or 

forming part of any stand if, in their opinion, it is desirable to do so in the interests of the 
exhibition. 

14. The design of the stand must be such that it can be erected and dismantled within the time 
available. 

15. All doors must have a clear window (min size 250mm x 250mm). If being used by visitors, the 
door must be min 800mm wide and give a zone of visibility between 900mm and 1500mm 
above floor level. 

16. All glazing used in the construction of stands must be safety glass. It must comply with the 
current UK Building Regulations and relevant British Standards, including BS6206 and 
BS6262. Any uninterrupted, large areas of clear glazing shall be indicated so as to be readily 
apparent (for example by warning stripes, dots or logos). Overhead glazing shall be of wired 
or laminated glass, or be otherwise adequately protected from shattering. 

17. Exhibitors are responsible for ensuring their stand contractor employs safe working practices 
and are aware of their responsibilities under the Health and Safety at Work Act. 



18. Lone working, especially after-hours, is not permitted on-site. All persons must have a 
colleague to assist them where suitable. 

 
Stand Fitting Regulations - Space Only Sites 
Please also refer to: 

• Complex structures 
• Contractors 
• Electrical installations 
• Equality Act 
• Height restrictions 
• Health and safety 
• Stand fitting regulations above that apply to all stands within the exhibition 
 

If you have a space only site at the show, you have a legal obligation to build your stand to the 
required standards as outlined by the Venue, Organiser and Local Authority regulations, some of 
which are outlined below. 

1. Space Only sites are not provided with any walling. On divided sites, exhibitors are 
responsible for erecting their own walls. Exhibitors may not use the back of other stand 
walls without the consent of that Exhibitor concerned. Such walls must be a minimum height 
of 2.5m and the walls must be dressed above 2.4m to a maximum height of 4m. 

2. Solid runs of stand walls along gangway edges are forbidden. All stands, irrespective of 
height, must have at least 50% of each frontage either open or fitted with (approved) 
transparent material with no more than a 4m continuous run of solid walling. Please take 
neighbouring exhibitors into account when designing your stand. 

3. Platforms - the provision of a platform may be regarded as necessary in order to cover some 
electrical installations and is the responsibility of the exhibitor. The general height of the 
platform should be no more than 100mm.  
Open corners of stand floors and platform shall be splayed, rounded or angled, if not 
protected by heavy exhibits, to avoid sharp corners and tripping hazards. Platform edges 
must be fully highlighted and the use of the platform must be included in the Risk 
Assessments. 
Due consideration must be given to the needs of disabled visitors. If a platform exceeds 
38mm, it is recommended you incorporate a wheelchair access ramp. If a ramp is included 
the gradient must be no greater than 1:12, the ramp must be a minimum of 1m wide and be 
in a contrasting colour to the rest of the stand floor. It is also recommended that handrails 
be applied to either side of the ramp to assist the less mobile and prevent slips/trips. 
If a ramp is not practical or safe, then exhibitors must ensure that compliance measures to 
the Equality Act are included in the open period Risk Assessment e.g products clearly 
displayed on the perimeter of stands, a portable ramp is available for use if required, stand 
staff are trained to understand the needs of the disabled and allow more time to deal with 
them, hearing loops available, seating with arms is provided, large format print etc. 
Details of ‘super platforms’ (at a height of 600mm or more) to which persons have access 
must be submitted to the Organiser for approval of the Authorities. Please note that this is 
classified as a complex structure, therefore notification must be sent to Matthew Lambert at 
Maelstrom Event Solutions no later than 24th August 2018 including full structural 
calculations. 
The flooring must not be less than a nominal 25mm thick. Platforms must be of a strength 
and stability to carry and distribute the weight of stand fittings, exhibits, stand personnel 
and visitors having regard to the live loading limits of the floors. 

4. Branding is not permitted on the back of walls overlooking neighbouring exhibitors. Should 
there be a query regarding this onsite, the Organisers' decision is final. 



5. All speakers are to be positioned within the boundaries of the stand and angled so that they 
face inwards towards the centre point of the stand. Noise output will be monitored on-site 
and the Organisers reserve the right to terminate any display causing a nuisance. 

6. Barriers are required to protect exposed edges of stairs, landings, balconies and other 
changes of level exceeding 380mm. 

 
Fire Safety 
Exhibitors must adhere to the Local Authority and Fire Brigade Regulations. 
Any goods on your stand must be Class 1 (B.S. 476) fire retardant and will be subject to the following 
regulations 
See also Stand Fitting Regulations 
 
Timber used in stand construction and displays 
All timber under 1" thick must be impregnated (pressure process) to Class 1 standard. Boards, 
plywood, chipboard, etc., must be treated in the same way if they are under 3/4" thick - timber over 
1" thick need not be treated. Treated boards will have BS476 Class 1 marked on them. 
 
Plastics 
Plastics used for construction and display purposes (including exhibits) must conform to BS476, Part 
7/Class 1 Fire Regulations. Perspex must not be used; other polycarbonates or plastics that comply 
with BS476, Part 7/Class 1 can be used instead (Lexan and Macrolon are examples of acceptable 
alternatives). 
 
Fabrics used in display 
Textile fabrics used for interior display purposes on the stand must be flame proofed or purchased 
already treated by use of the approved chemicals, in accordance with BS5438. 
Certain fabrics need not be proofed i.e. wool, twill and felt. 
Textile fabrics used for interior decorative purposes within stands must be fixed taut and or/ in tight 
pleats (not draped) to a solid backing and secured 3" above floor level, not touching light fittings. 
 
Stand dressing 
Artificial plants and flowers are combustible and give off toxic fumes and must not be used for stand 
dressing. Silk type flowers are acceptable provided they have been fireproofed to BS476 (part 7) and 
are thus marked. 
 
Gangways 
The gangways used in this venue are the minimum permissible in law. Under no circumstances will 
exhibits, stand dressings, tables etc., be allowed to encroach into gangways. Offending items are 
liable, without warning, to be removed. 
 
Storage 
No excess stock, literature or packing cases may be stored on or around your stand. 
 
Naked Flames 
Naked flames or flammable liquids are only permitted if they are part of the product being exhibited 
and only at the discretion of the Venue's Fire Officer. A full Fire Risk Assessment must be carried out 
by a competent person on behalf of the Exhibitor, and all safety control measures so required must 
be in place at the show and the Venue Fire Officer notified. The Organisers must be notified at least 
14 days prior to the tenancy, and permission gained in writing. 

 

 



Health & Safety 
 

 
All activities on-site (including but not limited to stand construction, demonstrations and 
breakdown) must comply with all current health & safety legislation. 
 
This section of the manual has been produced to provide exhibitors with clear, simple 
suggestions for understanding health & safety & implementation of a suitable & sufficient 
safety management programme to comply with Health & Safety procedures. 
 

Statement 

It is the policy of Hennik Group, to endeavour to seek the co-operation of all concerned in order to 
achieve the highest standards, in all aspects of Health & Safety.It is important to ensure that safe 
working practices are maintained at all times, which includes ensuring that everyone is reminded of 
their responsibilities whilst working at the exhibition. 
 
As an Exhibitor, it is essential that you are aware of your obligations; as an Exhibitor, Contractor or 
Agency you have a duty under the Health & Safety at Work Act 1974 to ensure that all personnel, 
contracted by you are aware that they have a responsibility, so far as is reasonable practicable, for 
the health, safety and welfare of all employees and that any plant or systems of work which may be 
used are, so far as is reasonably practicable, safe and without risks to health. This includes that all 
employees are provided with information, instruction, training and supervision to ensure not only 
their own health and safety, but also that of others working or attending the vicinity. 
 
Under the COSHH Regulations 2004 (Control of Substances Hazardous to Health), exhibition stands 
are considered to be a workplace. It is therefore your responsibility to ensure that all your staff and 
subcontractors have received sufficient Health & Safety training and are provided with the correct 
protective clothing and equipment to enable them to carry out their work in a safe manner in 
accordance with COSSH and the Act. 
 
You are also required to have in your possession a copy of your own Health & Safety policy and 
risk assessment as well as those of each contractor employed by you which may be requested 
during the exhibition 
 

Your Duties & Responsibilities 
As an exhibitor, you have a legal duty of care for the safety of anyone who may be affected by your 
activities. You are ultimately responsible for all aspects of safety on your stand during the build up, 
open period of the show and during the breakdown. Where you contract out the building and finish 
of your stand to other parties / contractors, you are still vicariously responsible for activities of your 
contractors. It is your responsibility to ensure you have done the below: 
 
• Completed the Health & Safety Declaration Form (found on the compulsory form) 
• Undertaken a risk assessment for your stand, relating to the entire exhibition (this must 

include the transmission of Covid-19 as a risk, further details on this can be found in this 
section) 

• Notify the organisers of, and carry out a risk assessment for any significant risks (as outlined 
on the compulsory Form) 

 



Space Only exhibitors also have responsibilities under CDM regulations 2015 as a ‘client’. 
 

Site Induction 
Everyone coming on site during build up and breakdown must complete the site induction – this 
can be found in the forms section of this manual. 

Drugs & Alcohol 
Any person suspected to be under the influence of alcohol or drugs will be asked to leave the  site 
immediately. The consumption of alcohol in the venue during build-up and breakdown is not 
permitted. 

Emergency Procedures 
Ensure you have read the Fire & Emergency procedures contained within the site rules. 

Fire Regulations – Stand Build / Dressing 
Any goods attached to your stand will constitute part of your stand and will be subject to  these 
regulations: 

• Timber, under 1” thick must be impregnated to CLASS 1 standard. Boards, plywood, 
chipboard etc. must be treated in the same way if they are under ¾” thick. Treated boards 
will have BS476 CLASS 1 marked on them. 

• Plastics, must conform to BS476 Class 1 fire regulations. 

• Fabrics, must be flame proofed or purchased already treated by use of approved 
chemicals. Fabrics such as wool, twill and felt do not need to be treated. 

• Flowers, artificial flowers are highly flammable and give off toxic fumes, so real    flowers 
are to be used for stand dressing. 

• Gangways, the gangways must be kept clear by LAW. Under no circumstances will 
exhibits, stand dressings, mirrors or chairs, be allowed to encroach into gangways. 
Offending items are liable without warning to be removed. 

• Further details can be found in the Space Only Exhibitors section of this manual 

Written Documentation 
A written Company Health and Safety Policy should exist if the company is 5 or more strong.  See 
Section 2(3) of the Health & Safety at Work Act 1974 (HASAWA). 
 
A “suitable and sufficient” risk assessment should be compiled covering your participation in the 
exhibition (see also section dedicated to risk assessments below). 

Work Equipment 
All equipment provided for work within the venue must be suitable and appropriate for the tasks 
required. The use of “domestic” quality equipment is not acceptable. 

Portable Power Equipment 

• Portable power equipment should be used for the purpose for which it was designed 
and have correctly fitted and used safety guards. 

• It shall be visibly marked as inspected and tested within the previous 12 months. 

• Portable electric tools are to be used with the minimum length of trailing leads and 
such equipment should not be left unattended with a live power supply to it. 

Working At Height 

https://drive.google.com/open?id=1F9ODtSS1wftKjSkJzQNTCkKKTniIHvOI


A person is working “at height” if there is a possibility of their being injured from falling. 

• Where work at height is necessary, a risk assessment must be carried out to identify  
the appropriate means of access and all work at height must be properly planned, 
organised and supervised. 

• Working at height should not be carried out if it is reasonably practicable to do the 
work in any other way. 

• Equipment used for working at height must be suitable for the task, work equipment is 
available and that appropriate training has been provided. All equipment must also be 
appropriately inspected. 

 
Please refer to http://www.stop-the-drop.co.uk/audiences/contractor for further 

information 

Protective Clothing 
All stand contractors and staff must wear suitable protective clothing relevant to their job,   which 
includes eye, ear, foot and hand protection. During build-up and breakdown, all personnel must 
wear hard hats when working beneath or near overhead working. 

Flammable Liquids / Chemicals 
Flammable liquids and substances must be used and stored safely and segregation from waste     
and other risk areas. 
 
Chemicals and flammable liquids must be removed from the exhibition venue after use by the  user 
or, in exceptional circumstances, brought to the attention of the venue cleaning department for 
safe and proper disposal. Such products must not be placed in general rubbish  bins or skips. 

Dust & Fibres 
Any construction process likely to generate dust and fibres must be controlled under COSH H and 
processes involving high levels of dust will not be permitted to take place inside the venue. 

Noise 
The Control of Noise at Work Regulations 2005 are now in force and you are now required to assess 
the risks to your employees from noise at work, take action to reduce the noise exposure that 
produces the risk, provide your employees (and those in the immediate area) with hearing 
protection if you cannot reduce the noise exposure and ensure that the legal limits on noise 
exposure are not exceeded. 

Electrical Safety 

• All electrical work within the Halls will be carried out by the Organisers’ nominated 
contractor. 

• Compliance with the Electricity at Work Regulations 1989 is mandatory. 

• A suitable amount of sockets and power should be ordered for the requirements of your 
stand.  

• Overloading of sockets and cable runs using extension leads is prohibited. 

• You are not permitted under any circumstance to carry out your own on-site wiring. 

On Site Monitoring 
To ensure that these duties are complied with at all times, the Organisers have appointed 
dedicated Health & Safety staff to monitor the show floor throughout the build-up, open period 
and breakdown. In the event of you or your contractor not following correct health & safety 

http://www.stop-the-drop.co.uk/audiences/contractor


practices, the Organisers and Venue will following this 3 step procedure: 
 

1. First issue a verbal warning, 
2. Then a written warning 
3. Finally if bad practice continues the Organisers / Venue will issue a Cessation of Work 

Notice, requiring the contractor / exhibitor to leave site until such time as correct 
materials or correct working practices are satisfactorily implemented. 

RISK ASSESSMENT & METHOD SATEMENT 
 
Exhibitor risk assessments will need to include the transmission of COVID-19, together with  the 
control measures to be implemented to minimise this risk, during all stages of the exhibition 
(build up, open & breakdown). Please use the below to assist and don’t hesitate to get in touch 
with the operations team if you would like to discuss in more detail. 
 

RISK ASSESSMENT GUIDELINES 
As exhibitions and events are deemed as hazardous environments, it is a requirement under 

Regulation 3 of Management of Health and Safety at Work Regulations 1999, that every 

employer and all self employed carry out a risk assessment. This regulation requires exhibitors 

to assess the risks to workers and others, who may be affected by their work business. This will 

enable them to identify the safety control measures they need to take to comply with health 

and safety law. All exhibitors are required to undertake a suitable and sufficient Risk 

Assessment which should include all work practices, hazardous exhibits and the risks to be 

found on site. Space Only exhibitors must also ensure that they or the company responsible for 

building and dismantling their stand send a copy of their Risk Assessment and Method 

Statement when submitting stand plans. 

By Law, your Risk Assessment must be 'suitable and sufficient': A suitable and sufficient risk 

assessment is one that: 

• Correctly and accurately identifies the hazard. 
• Disregards inconsequential risks and those trivial risks associated with life in general. 
• Determines the likelihood of injury or harm arising. 
• Quantifies the severity of the consequences and the numbers of people who would be 

affected. 
• Takes account of any existing control measures. 
• Identifies any specific legal duty or requirement relating to the hazard. 
• Will remain valid for a reasonable time. 
• Provides sufficient information to enable the employer to decide upon the appropriate 

control measures, taking into account the latest scientific developments and 
advances; enables the employer to prioritise remedial measures. 

 

It must also be simple to understand, implement and communicate to all your staff and 

contractors. Below are some guidelines to assist you with writing a Risk Assessment. 

 

Step 1: Look for the hazards: 

What equipment, materials and chemicals will be used? How much noise and dirt will there be? 

What are the ground conditions? What vehicle movements and lifting operations have to be 

considered? Do you need to schedule a 'Late Working Rota' to avoid tiredness and accidents? 

How will you be disposing of waste? Are there any electrical installations? What hazardous 

vehicles/exhibits do you have? Can visitors fall from a height? Can visitors harm themselves on 



any of your exhibits/stand fitting? What fire prevention measures will be put in place? Will 

anyone be undertaking any heavy lifting? Is there any working at height taking place? Are any 

power/hand tools being used? Will there be catering on the stand that will result in food 

waste? Will there be any hot surfaces? Are you having any live displays on the stand that will 

require additional safety measures? Is there anything that could pose a slip/trip hazard? 

 

Step 2: Decide who could be harmed and how: 

Who will be affected by your work and most at risk? Think of your employees, contractors or 

Exhibitors on or near your stand, through to the visitors themselves. Safe working depends on 

co-operation and exchange of information between firms on site, so take this into account and 

consider necessary precautions on every aspect of the work being carried out, which may 

include training and the provision of relevant information. 

 

Step 3: Evaluate the risks and write down Control Measures: 

Once you have done this adequately, you can then decide on the appropriate action you are 

going to take to eliminate them. Ask yourself (a) can the hazard or risk be removed completely 

or done in a different way; (b) if the risk cannot be eliminated, can it be isolated, controlled or 

reduced (and detail how); (c) can protective measures be taken that will protect the entire 

workforce/visitors on site? Protective work wear should be considered as the last step to take 

and may not be the only solution. 

 

Step 4: Record and notify the findings: 

Write down the findings of your Risk Assessment. Pass on information about significant risks to 

those people identified in Step 2 and record what measures you have taken to control those 

risks. Write it all down, then do it on site and remember to keep it simple. 

 

Step 5: Review your findings: 

This allows you to learn by experience and take account of any unusual conditions or changes 

that occur on site. The Stand Manager and/or Principal Contractor should draw up the Risk 

Assessment as well as a specific Method Statement and go through it with all relevant parties in 

advance of the Show. Update the Risk Assessment as and when required, such as if new work 

practices are brought in or new staff employed or the working environment changes in any 

way. Ordinary hand-written changes are quite acceptable, but remember to implement the 

changes required for next time. 

 

Remember that you must communicate any changes to your Risk Assessment to all those that 

are involved, otherwise you will have wasted your time and potentially put your colleagues 

at risk. 

 

Method Statement Guidelines 
• It is vital that an Exhibitor undertakes a suitable Method Statement and submits it 

at the same time as the stand design. 
• Please note that the legal requirement to produce a Risk Assessment will assist you 

when preparing the Method Statement. 
 

Question: What do I include in the Method Statement?  

Answer: Your method statement should, as a guide, include the following: 

Responsible Person(s): 



The employee who will be responsible for the construction and breakdown of your stand): eg: 

'Mr ............' is in charge on-site, and can be contacted on (mobile) in an emergency out of 

hours. 

Details of the Stand: 

The loadings, dimensions, location, unusual stand features): eg: To be erected in Hall......on 

stand........surface total...... upper deck m² structural calculations for a design load of....... kg/m² 

Access: 

Details of the entry point into the halls and the route to the final position: eg: There will be no 

abnormal deliveries - the estimated number of vehicles on-site will be three. 

Erection and Timetable: 

The sequence and schedule in which all the stand elements will be built, including alignment, 

electrical connections etc): eg: We will erect the stand in two teams - one team for the upper 

deck and one team for the back wall, partition walls, displays etc (forklift trucks see lifting); The 

estimated number of hours to erect the stand is 36 which will fit in with the Organisers 

timetable; there will be no late working for this exhibition; the number of personnel needed 

(within the time allowed) to safely complete the stand is eight. 

Stability: 

Methods of ensuring adequate structural support of any stand element that requires cross 

bracing, with calculations and inspection certificate from an independent structural engineer: 

eg: Stability will be ensured at all times. Procedures as follows: upper deck structure consists of 

pillars and beams (heavy-duty steel beams of square section (20 x 20cm consisting of IPB 200 

steel). Steps of Erection First frame assembled on floor, truck lifted into the vertical, held by 

temporary props. Second frame will be likewise truck lifted to vertical and connected to first 

frame using beams. Props will then be removed as this rectangular structure can stand for 

itself. It will be positioned and aligned as appropriate. Any pillars and beams will then be 

connected to the basic structure one after the other (in sequence) until the upper deck is 

completed. Wooden beams will be inserted into the steel beams to provide support for the 

platform floor boards (screwed to wooden beams). Stairs will be assembled and attached to 

upper deck. Before proceeding to other work on the upper deck the balustrades/railings will be 

fitted. 

Lifting: 

Outline the equipment that will be used, their capacities, weight, locations and floor loadings. 

Check the operative's current licence or Certificate of Competence; check machine's inspection 

certificate or maintenance record: eg: Forklift truck required for erection - 2 tonnes lifting 

capacity to be sourced by the appointed lifting company and provided locally. 

Scaffolding: 

Include details of temporary and mobile scaffolds, access towers and other work at height 

which you intend to carry out: eg: A 3m mobile scaffold tower will be sourced locally, with all 

safeguards properly employed on-site. Operatives will be trained and experienced in scaffold 

systems. 

COSHH: 

(Any proposed use of hazardous and toxic substances must be advised to the Organisers and 

Venue. Outline the protection provided for employees and workers on adjacent stands): eg: 

There will be no hazardous or toxic substances used on-site. 

Environment: 

Consider any abnormal noise that may be present, or work which may create dust or fumes. 

What ventilation and other control measures will be provided?: eg: No abnormal noise, dust or 

fumes will be present. Current hall ventilation is adequate. 



Services: 

Note where electrical work will be carried out, welding, gases, compressed air, water or waste 

services will be brought onto site: eg: Electrical work will be carried out by the appointed 

Contractors. There will be no welding, gases, compressed air, water or waste; 

Safety features: 

Identify the safety equipment and precautions that you will be providing on-site, including 

protective measures that you will be implementing for all of the above, and areas of risk as 

highlighted by your Risk Assessment: eg: Hard hats will be supplied to all staff in the vicinity of 

overhead work; a banks man will be employed when reversing our vehicles. 

Exhibits: 

Provide the Organisers with any/all details on exhibits which may present a risk to the public 

and/or the operator. How will this exhibit be delivered onto your stand? What machine 

guarding or other special requirements are there? What hazardous waste will be produced?: 

eg: The machine will be roped off and strong transparent guards used as detailed in our Risk 

Assessment. It will be delivered onto the stand by the appointed lifting company. The waste will 

be collected after the show shuts each day and removed. 

 



Site Rules & Site Induction  
 

 

Site Rules 
 
Whilst working at Smart Factory Expo 2022, it is important that you are aware of the 
safety rules, procedures and arrangements that are in place for your safety and that of 
your colleagues.  
 

All of your employees and contractors are required to read these Site Rules prior to 
working at Smart Factory Expo 2022 and the following apply to all staff, organisers, 
contractors and exhibitors: 
 

• Comply with Venue Traffic Rules and follow the instruction of venue traffic marshals at 
all times 

• Vehicle access into the halls has to be approved by the Venue/Organisers of the event.  

• Any vehicle or plant driven within the hall must adhere to the 5MPH speed limit and 
operate with hazards/turned on lights. 

• Drivers must give way to pedestrians within the event hall/s and pedestrians must give 
way to vehicles within the loading bay/s 

• No persons are permitted to operate plant or machinery (including fork lift trucks) 
unless they have received adequate training 

• Appropriate management and safe methods of working at height is required at all times 
– in any areas where working at height is being carried out, the immediate area must be 
controlled 

• Ladder work must only be conducted for short work periods - you must NOT stand on 
the top tier of your ladders -any unsafe ladder work may result in the employee being 
ejected from the venue 

• No substances are to be used in the hall which have not been pre agreed by the venue 
and event organiser 

• Any person suspected to be under the influence of drugs or alcohol will be ejected from 
the venue 

• Appropriate PPE & footwear should be worn whilst working in the venue – flip-flops, 
open-toed sandals, etc. are NOT acceptable 

• No hot works can take place in the venue without a Hot Works Permit being issued 

• All contractor accidents, incidents & near misses must be reported immediately to the 
organiser 

• Work Tidy - during builds and breakdowns, you must ensure aisles are kept clear at all 
times and that all waste is to be disposed of in an appropriate manner 

 

 
 



Site Induction 
 

1. EMERGENCY PROCEDURES 

 

SECURITY 
• If you have any security concerns please contact a venue employee or the 

organiser’s office. Inform them of the nature and location of the problem.  
 

• Do not leave any personal belongings or valuables unattended on your stand, the 
venue and organisers cannot be held responsible for any losses.  
 
 

FIRST AID 
• Should you need medical assistance contact a venue employee or the organiser’s 

office.  Inform them of the location and nature of the medical emergency.  They will 
radio for assistance.  

 

• If possible give the following information: 

• Who you are  

• Who the injured person is 

• Exact Location  

• Nature of medical emergency 

• Is the patient male or female 

• Approximate age 

• Are they breathing, conscious or unconscious 

• Nature of illness – do they have chest pains/are they bleeding, etc. 
 

DO NOT PHONE FOR AN AMBULANCE – a venue first aider will do this if required. 
 

All accidents, incidents or near misses must be reported to the Organiser/Venue Event 
Manager 

 

FIRE 
On discovering a fire: 

• Raise the alarm by contracting a venue employee, informing them of the nature and 

location of the incident 

• Remove persons in immediate danger to safety 

• Close doors behind you 

• Only tackle fire if exit is obstructed 

 

EVACUATION 
• In the event that the venue needs to be evacuated the following announcement will 

be broadcast over the public address system: 



“Attention please, attention please. We have an emergency within the buildings. 

Please leave by the nearest available exit. Do not use the lifts” 

• Immediately leave the building the nearest 

exit 

• Do not use lifts 

• Do not stop to collect personal belongings 

• Muster on the piazza as shown on the plan  

• Do not leave the assembly point unless 

instructed 

Do not re-enter the building until instructed 
 

2. WELFARE ARRANGEMENTS 
 
ORGANISERS OFFICE 

• The organiser’s office will be located outside the Exhibition Hall in the Lower 
Galleria. If you need to contact a member or the organisers team on-site please call 
+44 (0)1746 764100. 
 

TOILETS 
Toilets will be provided during the build-up and breakdown periods in the following 
locations;  

• Level 2 (Ladies, Gents and disabled toilet both City Side and River Side) 

• Mezzanine Level (Ladies, Gents and 2 x disabled toilets) 

• Lower Galleria Level (Ladies, Gents and 2 x disabled toilets) 
 
CATERING AND WATER 

• Food outlets are available onsite during build up and breakdown on the Upper 
Galleria 

• Other catering outlets are available around the Albert Dock and surrounding areas 

• Water fountains are located on the lower galleria and lower riverside entrance 
 
SMOKING 

• Smoking (including e-cigarettes) is only permitted in the designated smoking areas 
 

ALCOHOL AND DRUGS 

• Anyone found to be drinking alcohol or taking drugs will be asked to leave the venue 
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