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Resource Background 1
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What is the eGuide?

The eGuide brings together guidance for achieving common standards of health, safety and
operational planning, management and on-site conduct for events at all participating AEV member
venues. The scope and development of the eGuide follows extensive consultation with operations
professionals within the exhibition and event industry in order to ensu re an overall approach that
remains broadly acceptable to the community. The status of the eGuide is similar to that of an
Approved Code of Practice. Itis an industry-specific guide developed by authorised professionals
from the UK eventvenues. It incorp orates health, safety and operational practices that represent
compliance with Building Regulations and health and safety legislation.

Now recognised as the industrydés best practice doc
working industry professionals who represent the best advice currently available, and who
themselves have to work within the guidelines in their own professional capacities. Senior
representatives from ACC Liverpool, Alexandra Palace, Business Design Centr&ventCity, ExCelL
London, Farnborough International Exhibition and Conference Centre, Harrogate Convention Centreg
Manchester Central, NAEC StoneleighNEC, Olympia London, QEIl Centre, Ricoh Arena, SEC,
Stadium MK, Silverstone,The International Centre - Telford, The Brighton Centre, The O2 and
Yorkshire Event Centrecurrently sitonthe eGuide working group , meeting twice a year to steer
the guidance thematically and address any complex or contentious topics. A number of additional
venues also participate in this process and are gradually moving towards formal adoption of the
documentthemselves. Additionally, the eGuide sub-committee works all year round to maintain
the detail of the document, ensure consistency and simplify rules and regulations to the greatest
possible extent.

The current eGuide sub-committee comprises:

Tim Byrne 1 ExCelL London

Matt Constance - ExCel London

lan Tynan - ExCel London

Michelle Baldwin - NEC

Sin Richards - Olympia London (Chair of the eGuide strategic committee)
Paul Brough - Olympia London

Kimberley Cassidy 1 SEC

Tracy Mitchell -Slater - SEC

Instructions from this group are subsequently collated and actioned in the document by Alden
Arnold, Association of Event Venues.

By coming together, and proactively seeking to identify where working co nditions and regulations are
common (or, due to unique site circumstance, different), contributing venues are, in essence,
providing the answers to questions that organisers and supplier companies may have resulting in
more efficient on-site activity, a smoother operation for the event organiser, and, therefore, a more
polished product for the client, exhibitor and visitor.

In competent hands these guidelines should be an invaluable tool, simplifying health & safety
planning and management and other operational issues on the floor.

Application

For the purposes of this document the wothel Oevent ¢
participating eGuide venues. It must be noted that in multipurpose venues where exhibitions ,
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conferences and other like events can be run alongside sporting fixtures or musical entertainmentin
arenas, other guidance or legislation may be more applicable for specific activities.

How to Use and Engage with the eGuide

The eGuidewill save hours of painstaking and detailed work for any AEV venue seeking to maintain
regulations that are compliant with UK law . Notwithstanding a few points of detail, which can be
separately annotated, any AEV member venue that hosts any degree of exhibition business activity
should be able to adopt these guidelines wholesale. The guide equally provides the basis for
organisers to plan the operational management of their event and for suppliers and client s/exhibitors
to understand whatis required of them.

It mustbe stressed, ho wever, thatthis is a guidance document. If meticulo usly followed, it should
ensure that users are compliant with current health and safety law. Nevertheless, the particulars of
eachexhibition (or similar event) should still be considered on an individual basis and venues,
organisers, suppliers and clients/exhibitor s must all remember thatitis ultimately their responsibility
to ensure thatthey address health & safety, and other operational issues properly, in compliance
with the law.

It mustalso be stressed that all employers have a legal duty to employ staff that are competent to
manage health & safety, and other operations that are relevantto their level and range of
responsibilities. This guidance alone is not a substitute for proper training and experienc e.

The committee welcomes any constructive comment on these guidelines. If you feel you can
contribute, please email eguide@aev.org.uk and your point will be considered at the next committee
meeting.

If you require additional health & safety supportt here are a number of specialist companies
providing consultancy, training and floor management capabilities within ESSA and AEO Associate
membership.

EIA note on legal compliance

The AEV, AEO and ESSA trade associéions are managed by the EIA secretariat. EIA advocates that
members of all three associations work within or beyond the requirements of UK law. Where a British
standard, HSEguidance, approved code of practice, other central or local government guidance or
examples of case law suggest that specific working methods or standards are needed to meetthe
requirements of UK law, the EIA advocates that members adopt these. In instances where groups of
members wish to collaborate on finding alternative, but equall y as safe, methods of work that they
feel are more suited to the operational constraints of the event industry than those described
elsewhere, the EIA will facilitate that collaboration and any benchmarking or HAZOP activity thatis
required, advise members of their specific duties and liabilities and where requested publish their
findings, typically within the eGuide. The EIA cannot and does not however officially advocate any
standard or working practice other than those produced by HSE, BSIor other government agencies
and offices, whether published within the eGuide or not, and reminds all organisations, members and
non-membersalike, thatitis their individual responsibility to assess the risks of their work and to
establish practices that comply with the law and that prevent work related injury andill -health.
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Risk Assessment 2

Clickhere to return to main navigation page

Other relevant sections:
Company Health and S afety Management Responsibilities P9
Health and Safety Management Responsibilities P82

Subsections:

Event Risk Assessments

5 Steps to Risk Assessment

Fire Risk Assessment

Exhibitor Risk Assessment
ContractorsdRisk Assessment

Vetting Risk Assessment

Consultation

Summary of Risk Assessments atEvents
Risk Assessment Templates

D>I>>I>»>ID>»I>»I>I>» > I>

Event Risk Assessment

There is an absolute legal requirement under the Management of Health and Safety at Work

Regulations (MHSWR)toc ar ry out d ¢éslufitabéet &Thismesnksthatisnaig s s me n't
denti fy all &mnifigantrisksiare thasd whichiae ke@sonably foreseeablein terms of

probability and severe enough in outcome to warrant consideration e.g. they are morethan trivial.

Risk assessmentis a MANAGEMENT responsibility and all but the simplest risk assessments should be

carried out by competent staff who are knowledgeable about the event or the activity in question.

Generally, the venue will produce a generic risk assessment for the halls which indicates common
hazards and control measures for all events. The organiser should then produce their own specific
risk assessment detailing the hazards and controls for that particular event.

Examples of common risks associated with any event or exhibition are as follows:

Multiple contractors working in a single workplace

Fall from working at heights and working on a live edge
Slips, trips and falls on a level surface

Manual handlingi lifting or mov ing of heavy/awkward loads
Falls on stairs or escalators

Injury from electric shock

Objects falling from height or loads falling from vehicles
Impact injury from moving vehicles

Injury form use of work equipment e.qg. circular saws
Hanging wires

Structural collapse of seating or an exhibition stand
Outbreak of Legionnaires disease from a water feature
Food poisoning incident from temporary catering outlet
Fire and fire related incidents

Major incident and civil emergency

Excessive working hours

Stress

Alcohol and drug misuse related incidents

I > I>» T T> I>» T IT>» I> I > > I > T>» I > I>»

Before diving into the detail, however, itis necessary to thin k about the event in totality. Any eventis
a combination of three factors as follows:
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The type of event e.g. trade or consumer (for entertainment eventst he type of entertainer)
The type of visitor expected and numbers expected
The venue

> > >

This combination will create a risk dynamic which is unique to that event alone. The risk assessment
in total should be setin that context.

5 Steps to Risk Assessment
There are two key definitions which are an important part of the risk assessment vocabulary.
A 6hazardd is something with the potential to caus

A 6riskd is the potential f or ha mbnatoooflixedihoodaral!l i s e d.
severity and which is detailed in step two below.

The key is recognising that whereasthere are a great many things which are hazardous, itis the
context in which they arise which dictates whether or notthey are actuallyari sk.

The most widely accepted approach in the events industry is the five steps approach as follows:

Step 1: Identify the hazard and who could be harmed
Step 2: Assess the risk

Step 3: Develop controls

Step 4: Implement controls

Step 5: Monitor and review

Step 1: Identify the Hazard and Who Couldbe H armed

This is the hardest part as itinvolves predicting everything that could re asonably foreseeably go
wrong. There are various approaches to this based on the type of hazard or the type of harm as
follows:

Types of Harm
A Hazards that cause injury, such as a broken bone
A Hazards to health, such as noise

Type of Hazards

A Physical e.g. a vehicle

Chemical e.g. carbon monoxide in exhaust fumes

Biological e.g. food poisoning

Ergonomic e.g. upper limb disorders from working at a key board
Psychosocial e.g. violence

> I>» > > >

It is importantto consider the potential consequ ences and who could be harmed. For example, with
an electrical fault the consequences are both potential injury from the shock or a fire.

Step 2: Assessthe Risk

This depends on the complexity of the operation. For simple processes itis often sufficient to award
a straightforward:

Low
Medium
High

> > >
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Most event risk assessments require more detail. It is necessary to assess both the potential
likelihood of an incident or accident and the potential severity if it does happen. A widely used format
is shown below:

Likelihood Severity
1. Very unlikely 1. Minorf/firstaid
2. Unlikely 2. RIDDOR 3-days recorded internally; 7-days reported to HSE
3. Possible 3. RIDDOR major injury
4. Likely 4. Death or very serious injury to one person
5. Almost inevitable 5. Death or serious injury to many persons

Risks areassessd both before and afte r controls are putinto place. Before controls, we are
assessing what would happen if there were no controls. Itis important when considering severity to
assess the most likely outcome. For example, consider a rigging operative falling from 3m onto
concrete. The operative could be killed or they could get away with no injuries. The most likely
outcome however, would be a major injury such as a broken bone.

Step 3: Develop Controls

A

>

p

>

>

>

>

Having determined what the hazards are, and to what extent they pose a risk we now need
to do something aboutit. We are required by MHSWR to take a methodical approach which
attempts to reduce risk at source. This can be considered under the following headings:
Eliminate the risk at source. Thereis a point at which any operation is simply too ris ky and
you must consider this. An alternative is to find a different approach. A good example of
eliminating risk at source is a mother grid. It eliminates the risk of riggers falling from height
by lowering the grid to the floor and carrying out a fix and hoist.

Substitute for a safer method or product. A good example is the use of emulsion paints as a
substitute for the more hazardous solvent paints in stand build, or at seated event
substituting a glass bottle with a plastic bottle for drinks.

Reduce the riskin a quantifiable way. A good example is the prolific use of centre tapped
earth transformers for temporary power (the yellow boxes). This reduces the voltage risk
from 230V to a safer 100V or below on the eventfloor.

Isolate from the hazard. Thisis a common form of control at event build ups. Workers are
isolated from the risk of falling objects when raising a lighting rig by taping off the area
under the rig to preventaccess.

Control the risk. Alltoo oftenthis is the start point in many poor risk assessments. Notice
how far down the order this is. The most common form of control on the eventfloor is the
use of security and floor management. Another example is an agreed safe system for the
lowering of stand panels (e.g. notjust letting them fall!) .

Personal Protective Equipment (PPE)are items such as hard hat and safety shoes. They are
only effective if something goes wrong. A hard hatis only of use if something falls on your
head. It also only protects you and notthe person nextto you unless they are wearing one
too. Far better to prevent the object falling in the first place.

Disciplineis also a method on which there is far too much reliance. ltis fairly self-evident
that simply telling people not to do things that are unsafe and then punishing them when
they do, is not an effective way of controlling risk.

The following example illustrates the general layout of a risk assessment using the example of
vehicle access.P=Probability of an injury, S=Likely severity should an injury occur, R=Risk rating
(e.g. PxS). With no controls the risk rating is assessed to be 8, which is HIGH and unacceptable.
After controls are putinto place it is assessed to be 4, whichis LOW and acceptable.
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Hazard Consequence Whois at risk P S m Controls PSR
Access and Impactinjuries |Staff 2 | Isolate pedestrianswith | 1 | 4 | 4
SS;?CSIZS Collision Exhibitors barriers '
Contractors Competent traffic
marshals to ensure even
Members of the flow of traffic and
public marshalling of routes
and cargo doors
Abide by house (venue)
traffic rules

Action Level

1-4 LOW'i no further controls required

5-14 MED:i justify/review for each event day
15+ HIGH 7 immediate action/further controls
needed

The MHSWR and associated guidance also requires that risks should be mitigatedvith a view to
achieving maximum reduction in the level of risk within the bounds of w hatis reasonably practicable.
This means that the employer should do what is reasonable within the constraints of the available
recourses in terms of time, money and per sonnel. This is not a licence to do nothing on the basis

that it is too expensive, but should be the result of careful consideration . The key word here is

0 r e a s oThadudstordto be asked is have you made reasonable provision to control the risks
relative to the costs of controlling them? For example, consider the requirement for Floor Managers
in a large exhibition. How many Floor Managers would provide just enough cover? Let us say you
decide that two would suffice. Three would be better but how muc h would it achieve in risk reduction
relative to the cost? This is the line of logic which you need to follow.

Step 4: Implement Controls

This is the business of implementing controls on the event floor itself. It is worthwhile considering all

the practical implications of control measures before they are putinto place. For example , you may

decide on full bag searches asa security measure. This may be easier said than done when you are
expecting thousands of visitors! If it must be done then you need to think of the practical application
such as the space for bag searches and the number of security staff that you will need.

Step 5: Monitor and Review
It is important to monitor the event floor to ensure that prescribed controls are actually in place.

You also need a system of reviewing risk assessments. Eventrisk assessments havex natural review
cycle anda new one is required for each event. For routine operations every risk assessment should
have a review date. Other times when risk assessmentsneed to be reviewed are:

When there has been an accident or incident

When there is a significant change in personnel or process
When there is a change in the law

When monitoring reveals problems

> > I>»

Fre Risk Assessment

The principles of risk assessmentgenerally still apply as they have been outlined above, however a

fire risk assessmentis a very specific legal requrement. Every venue must do a fire risk assessment.

They must make the findings available to an event organiser. For practical purposes, especially in

large venues, this may be the section which applies particularly to the halls. The organiser must then

do their fire risk assessment. The key question tc
alter the dynamics of the fireriskandfir e | oadi ng in the hall ?0
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Note : Fire Legislation and guidance referred to in the eGuide applies only in England and Wales and
will be updated as and when UK venues outside England and Wales adopt this guidance.
Notwithstanding, fire safety is a science and as such the key principles are generally applicable in any
venue.

Typical aspects which would increase the fire risk would be:

Naked flame on stands (candles or gel burners)

Use of compressed or flammable gases on stands

Use of pyrotechnics, lasersand other stage effects

Cookery demonstrations

Exhibition of motor vehicles

Likelihood of illegal smoking in outfield areas or in-built storage areas on stands
High levels of packaging waste

High numbers of complex structures

Hot works during stand construction

Dressing of stock or Octanorm panels with untreated (non-flame retardant) materials

> I>» I>» T I>» > T > > I

Exhibitors will also need to complete a fire risk assessment. To keep it simple itis suggested that
they fill in some form of return which either indicates t hatthere is no risk, or acknowledgesit, and
includes it as part of the stand risk assessment (see below).

Any stand which is a complex structure or space only stand on which large numbers of people could
gather will need a fire risk assessment simply because of the escape issue.

The Government has issued a set of guidancebooks for various industries. The principal guidance
which applies to the events industry is Fire Safety Risk Assessment’ Large Places of Assembly. Itis
written especially for venues for gatherings of over 300 persons. Other guidance in the series
includes Small and Medium Places of Assembly for small gatherings up to 60 or medium gatherings
up to 300, and Theatres Cinemas and Similar Premises.

A suggested fire risk assessment template can be found under Risk Assessment: Templates.
Exhibitor Risk Assessment

Every exhibition stand is a miniature workplace and therefore needs a risk assessment. Again, the

five steps approach will apply. There is a danger, however, of over complicating things. The erection

of shell scheme will be covered by the shell scher
stand is clearly without significant risk, there is n o need for a risk assessment, although there is a

need for the exhibitor to confirm that this is the case. Mostorganisers have a simple form for shell

scheme exhibitors to either confirm that they have no significant risk or indicate which they have and

how they intend to control it. This should be sufficient and can include the aspe ct of fire ri sk

assessment.

For space only stands itis a little more complex. They will have to produce risk assessment and
method statements for the safe erection and dismantling of their stands. They will also have to
produce a fire risk assessment for the stand once itis in use. If they have any other activities on the
stand, such as catering, this will also have to be covered by risk assessment.

Contractors ORisk Assessment

Contractors are the subject matter experts in their own field and must pr oduce a show specific risk
assessment for their activities. Again, the risk assessment should reflect the complexity of the
operation. As a guide, contractors generally fall into two categories. Thefirst category is those larger
contractors whose activities interact with other parties working in the hall s uch as the lifting
contractor. Their risk assessments should be reasonably comprehensive with specific detail on how
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they will control the risk to others. The se cond category is those contractors whose activities do not
interact greatly, such as floral delivery. These could be simplerrisk assessments focusing on ensuring
that they can operate safely in the hall.

Vetting Risk Assessment

Organisers should vet risk assessments to make sure they have beendone properly. The following
are common indicators of a poor risk assessment:

Too simplistic, does not cover the range of risks

It is simply a big book of all the risk assessments that the company has ever done without
any attempt to relate it to the sho w

It contains obvious and erroneous referencesto the last show they did

Generated by head office so the team on the ground have no idea whatis in it

Long overdue for review

It has clearly been done by someone who has never worked in an event venue

> >

> > >

Consultation

One of the major failings of risk assessments generally, is that they are done by people who only
have a partial grasp of whatis involved. It is very important to involve people who know the subject
matter. For example, at a ski show there w as a demonstration of ski stunts on a specially constructed
ski run. The organiser took the trouble to consult with a professional downhill skier on some of the
technical aspects such as safety distances and ski bindings etc.

Summary of Risk Assessment at Events

The following is a summary of the risk assessments that would usually be created for an event.

‘ Type Responsible party ‘ Copied to
Generic venue RA Venue Organiser
Venue fire RA Venue Organiser
Event RA Organiser Venue
Key contractors
Floor Managers
Event fire RA Organiser Venue
Floor Managers
Or g a n ikey eontracors Contractors Organiser (Available to Floor
RAOG s Managers if needed)
Complexstructures including a | Exhibitors Organiser, Floor Managerand venue
fire RA (via the organiser)
Shell scheme standsi where | Exhibitors Organiser
there is identified significant
risk or fire risk
V e n ukeycentractors Contractors Venue

Risk Assessment Templates

Contractors and organisers may find the templates hosted here to be a useful starting point.
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Company H ealth and Safety Management R esponsibilities 3

Click here to return to main navigation page

Other rele vantsections:
Risk Assessment p3
Health and Safety Management Responsibilities p82

In addition to complying with the Management of Health and Safety at Work Regula tions (HASAW)

and the Construction (Design & Management) regulations (CDM), the law requires organisations to

implement their health and safety arrangements using specific management system frameworks. The

recognised standardsare detailedint he HSEBE) §5HB6del GSuccessful Saf et

The health and safety aspects of events should be managed as closely to the framework as possible,
from the initial allocation of roles and responsibilities and risk assessment through to the on -site
safety monitoring stages, auditing, review, continuous analyses and improvement of

performance. This is only an outline explanation and companies need to train staff to ensure that
they fully understand ap plication of HS (G)65.

Taking a 0PI an, Do tom&hagsaghkalth aAdsafely can petpryon acbiéve a
balance between the systems and behavioural aspects of management:

9 Plani Determine your policy/Plan for implementation

1 Do Profile risks/Organise for H&S/Implement your plan

1 Checki Measure performance (Monitor before events/Investigate after events)
9 Acti Review performance/Act onlessons learnt

Further information can be found here.

The following is  required to comply with HS(G)65

Health a nd Safety Policy

A health and safety policy should set a clear direction for the organisation to follow. It should
contribute to all aspects of business performance as part of a demonstrable commitm entto
continuous improvement. It should specifically set out the following :

A policy statement

Your health and safety organisation

Your health and safety arrangements, particularly the planning arrangements for event
management

> > >

Organisational Structure, Roles and Responsibilities

The guidance requires an effective management structure and arrangements in place for delivering

your policy and creating a shared common under st ar
beliefs. The key areas to address are:

Communication
Co-operation
Control
Competence

> I>» > >

Specfic requirements for competence are setoutinth e fi He a | t h Respombkbilifeadf esteyct i on
Planning and Risk Assessment

There must be a systematic approach to the planning of health and safety at events centred on risk
assessment as detailed in the risk assessment section. In particular the requirement for risk

eGuide August 2020 pg. 9


https://www.hse.gov.uk/pubns/indg275.pdf

E S S A Event Supplier an d
Services Association

assessmentis a specific legal responsibility for any business enterprise where thereis significant risk
and an eventrisk assessmentis required for any event held in an eGuide venue.

Monitoring and Measuring Performance

Performance should be monitored and measured against agreed standards to reveal when and where
improvementis needed. Proactive monitoring seeks to identify weakness before accidents happen
and the key methods used in events are:

Health and safety tours
Health and safety inspections
Health and safety audits

> > >

If controls fail, reactive monitoring will discover why by investigating accidents, ill health or incidents
which could cause harm or loss. The objectives of active and reactive monitoring are:

é To determine the immediate causes of an accident or health and safety failing
A Tolearnfrom accidents and incidents in order to prevent them from happening again

Auditing and Reviewing Performance

Responsible companies conducthealth and safety audits of their event operations to ensure that

eventteams are complying with the law and com pany health and safety policy. These should provide

a systematic approach to identifying bothonstrengtt
Health and safety should form part of every post -event review on an event by event basis.

eGuide August 2020 pg. 10



ARV ESSA|znzmew AFO

Click here to return to main navigation page

AEL
Accessible Emission Limit

ANSI
American National Standards Institute

BSI
British Standards Institution

CDM
Construction (Design and Management) Regulations

COSHH
Control of Substances Hazardous to Health

dBA
A-weighted decibels

DEFRA
Department for Environment, Food and Rural Affairs

AT
Fork Lift Truck

GDC
General Dental Council

GMC
General Medical Council

HACCPO s
Hazard Analysis Critical Control Points

HMI
Hydrargyrum medium-arc iodide (used in lamps)

HSE
Health & Safety Executive

LOLER
Lifting Operations & Lifting Equipment Regulations 1998

LPG
Liquefied Petroleum Gas

Lux (IX)
Measure of the intensity of light

MEWPS
Mobile Elevated Work Platforms

MHSWR
Management of Health & Safety at Work Regulations
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PPE

Personal Protective Equipment

PUWER
Provision & Use of Work Equipment Regilations 1998

RIDDOR
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995

RNB
Royal National Institute of Blind People

SWL
Safe Working Load

WELs
Workplace Exposure Levels

WLL
Working Load Limit

XENON
ChemicalHement (used in lamps)
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Click here to return to main navigation page

Acupuncture Society - www.acupuncturesociety.org.uk
British Acupuncture Council - www.acupuncture.org.uk
British Standards Institute - www.bsi-global.com

CDM - www.hse.gov.uk/construction/cdm/2015

DEFRA - www.defra.gov.uk

Food Standards Agency - www.food.gov.uk

Gambling Commission - www.gamblingcommission.gov.uk
Gas Safe - www.gassaferegister.co.uk

General Dental Council - www.gdc-uk.org

Health Promotion Agency - www.healthpromotion.org.uk
HSE - www.hse.gov.uk

Lasermet - www.lasermet.com
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28 D aysONotice Required by the Venue
Click here to return to main navigation page
Subsections:

A General Guidance

General Guidance

AEO

1 There are many aspects of an event that will require notificati on or application to the venue no
later than 28 days prior to the tenancy. For convenience these ae listed as below and expanded on

in later sections as indicated:

| ttem | eGuide Section
Aerial equipment, including airships, balloons, blimps and Aerial Equipment and
drones Demonstrations
Alcohol sampling Alcohol
Animals Animals
Application for unenclosed kitchens Catering- Food
Child employment/patrticipation Children
Complex Structures Stand Plans
Créche details Creches
Detalls of special features with risk assessment & method Feature Areas

statement

Eventrisk assessment & risk assessments for any features
presenting special risks

Risk Assessment

Fnal floor plans Floor Plans
Gambling activities Gambling
Hazardous noise levels (exceeding 80 dBA) Noise

Hazardous processes or substances

Hazardous Substances

Heat Generating Displays

Heat Generating Displays

Lifting activities

Lifting

Organiserds public liability i

Playing or performing music and/or films

Music and Video Licences

Preparation, cooking & d  ispensing of food, including
sampling

Catering- Food

Secondary fixings for items to be rigged

Rigging

Serving alcohol from a temporary catering outlet run by an
operator other than the venueds catering p

Alcohol

Simulators and Rides

Simulators, Rides &
Inflatables

Special effects, including lasers, real flame, smoke
machines and strobe lighting

Special Effects

Special Treatments

Special Treatments

Temporary demountable structures

Temporary Demountable
Structures

Use of compressed gas or LPG Gas

Vehicles Vehicles

Ventilation systems for processes requiring ventiation Hazardous Substances
Visitor participati  on or adventurous & potentially Feature Areas
hazardous activities

Weapons Weapons
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Adult Entertainment 7

Click here to return to main navigation page
Subsections:

A General Guidance
General Guidance

1 Adult Entertainment, including but not limited to full or partial nudity, striptease, and lap dancing is
not covered by t he v eamangemests. ¥ouwilimeed to lthisd withdthe vesue n g
well in advance of the eventin order to ensure thata sexual entertainment venue licence is putin
place, or these activities will not be allowed.

2A specific Ilicence e.g. an O60Occasional Sex Establ
required. Please cortact the relevant venue for details of the application process , which may vary

according to the local licensing authority. Note that this is along , and in some cases expensive

process and organisers shouldnotify the venue of any adult content attheir ev ent atthe earliest

opportunity (prior to contract being agreed). When issued, the licence contains many conditions

which are vigorously enforced by licensing officers.

3 Many lifestyle events contain a number of stands selling/demonstratin g marital aids, sex toys etc.
It is generally accepted by the local authorities that, where the numbers of such stands is less than
10% of the total stand space, a Sex Establishment Licence is not required, as they do not form a
significant part of the event. This mus tbe agreed by each venue.

4 Special attention should also be paid to events thatinclude stages with elements of certain types
of entertainment, e.g. male danc e troops, burlesque shows etc. This is deemed to be striptease and
is prohibited under the conditions of an Exhibition Licence.

5 Where other forms of adult entertainment, such as classified films and/or computer games are to

be shown during an event, arrangements must be made to restrict under -age viewing of the
material.
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Advertising 8

Click here to return to main navigation page

Other relevant sections:
Signage p109

Subsections:
A GeneralGuidance
General Guidance
1 Only the venue's official sites may be used for advertising purposesi pleasereferto the venue.
2 Leaflets may only be distributed within the hall and in other areasthat may be agreed by the
venue. Generally, these will be within the tenanted space only and not in any public circulation areas,

outside the venue, or under car windscreen wipers.

3 Exhibitors and other event participants should check with the organiser as to what is allowed
within the eventitself.

4 Allvenues reserve the right to vet and approve the conte nt of any advertising.
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Aerial Equipment and Demonstrations 9

Click here to return to main navigation page

Other relevant sections:

Gas p78
Product Demon strations/Activities on Stands po7
Subsections:

A General Guidance

A Balloons

A Blimps

A Drones

General Guidance

1 The use of aerial equipment, including airships, balloons, blimps and drones within the venue is
strictly regulated. Applications for permission to use them must be submitted to the venue in wr iting,
together with a risk assessment, at least 28 days prior to the event.

2 The following must be considered whencarrying out the risk assessment:

The use of gas or batteries

Equipment failure

Obstacles within the exhibition, including drop wires, cables, truss, stands and signage

The possihility of items falling from the equipment

Compliance with the venuebs specific regulati
Competency of operators

> > I> IT> I>» I

3 Operators mustremain in visual contact and within radio range of aerial equipment at all times.
4 Exit signs and fire detection beams must not be obscured at any time.

5 A suitable take-off and landing/demonstration area must be planned into the floor layout , as
appropriate.

6 The venue may, for safety and security reasons, request that aerial equipmentis monitored from
the floor by a second person whilstin operation.

Balloons

7 Balloons must be secured by suitable means; a charge may be made for retrieval if any escape to
the roof or for any damage to air-handling units.

Blimps

8 Blimps must be tethered, atall times, to a secure weight thatis placed so as notto cause a
hazard.

Drones

90perators must comply with The Air Navigation Ord
Unmanned Al r ¢ mwheh ftyiog drones outdoors.

10 Drones must not be flown above any persons inside or outside the venue, unless under control of
a pilot in line with CAA guidance.

11 Their demonstration must be carried out within a specific, agreed area.
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12 The venue may require additional safety measuressuch as netting of a suitable design and
strength and/or proof of qualification from CAA -approved training centre to demonstrate pilot
competency.
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Animals 10

Click here to return to main navigation page
Subsections:

A GeneralGuidance
General Guidance

1 Written application for any animal or gathering of animals, wild or domestic (except assistance
animals) to be permitted on the premises must be submitted to the ve nue at least 28 days prior to
the event. A special licencemay be required, for example, in the case of performing or wild animals.
Any costs associated with obtaining the relevant licence shall be met by the organiser.

2 No animal welfare facilities are provided by the venue, therefore pets, except assistance animals,
are not permitted unless they form part of an exhibit or display associated with an event and are
approved by the venue. Pets must not be left in vehicles.

3 Eventsinvolving numbers of livestock may have to comply with specific DEFRA regulations.

4 Guidanceon animal welfare and appropriate safety measures shall be obtained by the organiser
from a suitably qualified veterinary officer, who may carry outan on -site inspection.

5Acopyoft he veterinary officerds report shall be
approval. Any costs incurred are the responsibility of the person seeking guidance/consent.

6 Animals must be appropriately supervised and sufficient welfare arrangements must be

maintained, to the venueb6s satisfaction, and
arrangements should be detailed in a risk assessment and include the following:

Transportto and from site

Feeding

Housing

Security

Environment

Noise levels

Exercise

Cleaning and sanitary arrangements
Sleep/rest

Protection from pain, injury, suffering and disease
Evacuationin an emergency

D>»>»>I>>I>»I>»>I> > D> >

7 In order to ensure the safety of visitors, s uitable guards/enclosures must be provided and warning
notices prominently displayed where appropriate.

8 Livestock must be properly contained when a stand is unattended and if exhibited outside an
enclosure, must be adequately tethered or suitably controlled.

9 Where visitors are able to pet or otherwise come into ¢ ontact with animals, or are able to touch
parts of enclosures which animals may also touch, hand wash units with hot water must be sited
adjacent to the animals and their pens for use by the public. Soap and water is considered to be the
most effective way of reducing infection and therefore gels and wipes are not allowed as suitable
alternatives.

10 Hand washing facilities should be marked on the event floor plan.
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11 Where itis proposed to replace hand washing facilities with any other cleaning method, such as
gels and wipes, this must be discussed in advance with the venue, as this may only be allowed in
certain venues and in certain circumstances.

12 Signs should be in place advising visitors to wash their hands after touching animals or their
enclosures.

13 Where it may not be obvious that animals are present at the event, organisers areresponsible for
making visitors aware of the presence of animals and that people with allergies may be affected.

14 The emergency evacuation of animals should be discussed with the venue and form part of the
fire risk assessment and emergency planning.

15 Proposed overnight housing of animals may not always be permitted and must be discussed with
the venue.
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Auctions 11

Click here to return to main navigation page
Subsections:
A GeneralGuidance
General Guidance
1 Auctions must comply with the Consumer Protection Act.
2 The sale of goods by competitive bidding may require an auction licence, which may involve a fee
and notice period, depending on the local authority. However, auctions that are carried outin aid of
charitable organisations may be exempt.

2The definition of a 6écharitable auctiond is as fc

6Any sale for the pur pos awlutafyorgamnisationittiewlple,ioma t he f ur
substanti al amount , of the proceeds of the sale is

36Voluntary organi sat i on 6whioleaaecarriedoutooahgt;for-prbfie act i vi
basis, but does not include any public or local authority.

4 Organisers of charitable auctions will need to provide details of the charitable status of the
organisation and the charity number.

5 Please contact the venue for further details.
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Build - Up and Breakd own 12

Click to return to main navigation page

Other relevant sections:

Stand Construction pl19
Temporary Demountabl e Structures pl38
Work Equipment/Tools/Processes pl50
Working at Height pl52
Subsections:

A General Guidance

A Construction Activity (CDM)

A Build-Up

A Breakdown

A Venue Specific Rules

Manchester Central& Harrogate International Centre i General
National Exhibition Centre (NEC)i General

General Guidance

1 Smoking, including that of electronic cigarettes, is only permitted in designated smoking areas, as
defined by the venue.

2 Children under 16 are not allowed in the halls during build -up and breakdown.
Construction Activity (CDM)

3 All construction work must comply with the current Construction (Design and Management)
Regulations.

4 The regulations cover the management of health, safety and welfare when carrying out
construction works.

506Construction workso6é includes the assembly or
structure (this includes shell scheme).

Roles and Responsibilities
6 Organisers, as part of the organisation for whom the construction projectis carried out, assume

the role of O6clientd under the regulations.
7A clientdos duties include:

A Making suitable arrangements for managing the project

A Appointing other duty holders, such as principle designers (those who prepare or modify

designs for a system relating to construction work) and principle contractors (those who
do the actual construction work)

Ensuring sufficient time and resources are allocated

Ensuring relevantinformation is prepared and provided to other duty holders

Ensuring the principle designer and principle contractor carry out their duties

Ensuring welfare facilities are provided

> I > >

8 Further Guidance

HSEsite guidance on CDM for events
HSE website

AEV/AEO/ES SA CDM resource pack
Association web app

> I> I I>
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A The assodation app is also available on mobile devicesi you will need to go to your
respective mobile platform and search for o6cdm

Build - Up

9 The build-up is a critical phase of an event for which organisersare ultimately responsible for all
activity taking place within the halls and external loading areas.

10 Organisersare encouragedto hold specific meetings with contractors, Floor Managers, H&S
Managers and all other appropriate parties, to plan and discuss management arrangements for the
build-up phase of the eventto ensure that responsibilities and safe working practices during the build
period are clearly understood. Appointed official contractors, exhibitors and stand contractors also
have a duty to ensure that they work sa fely. Exhibitors and contactors should have carried out a risk
assessment and issued PPE, if appropriate.

11 The following points should be considered during the planning process:

A Floor Layout: Consideration should be given to complex structures and their location,
particularly with regards to the width of the gangways around the stand. Consideration should
also be given to any other special build requirements for any contractors/stands, such as
whether a vehicle needs to be placed on the stand before oth er stands are built. Exhibitors
and contractors should be advised of the stand number and the location of the stand on the
floor, as well as the location of any service ducts or columns which may be on their stand
space.

Mark-out: 1 t i s t he @angbédityto cheekithatthe extebgion floor has been

marked out correctly, prior to the erection of any stands.

Build Schedule: The build should be scheduled wherever possible with consideration given to

the mix of space and shell scheme stands, for example, do space only stands have enough

room to build or can the shell scheme stands be built slightly later.

Heavy Lifting: A copy of the lifting programme should be given to the Event Manager, Traffic

Marshalls and the lorry park, if appropriate. Organis ers should also consider whether they

require a representative from the lifting contractor on the lorry park (only applicable if the

venue has a lorry park). A communication plan should be agreed between the li fting
contractor b &SdManggerands e g a s il reMariager, detailing heavy lifting
requirements and locations. If a stand requires special access and/or lifting requirements,
check whether a clear hall is required, for example, if an extremely large load is expected or
space for a crane is required. When heavy lifting involving more substantial equipment such
as cranes is required a schedule detailing the method of work, times of operation and safety
arrangements such as provision of a banks man should be agreed.

Vehicle Movement: Where practical, physical separation between pedestrians and vehicles

should be in place.

Fork Lift Trucks (FLT): As FLT operations are considered hazardous, the organiser should

consider appointing an official lifting contactor for work inside the hall. The lift ing contractor

and any other contractors using forklifts within the halls and the outside areas should follow
the appropriate H& S legislation, however, the responsibility for the FLT operation ultimately
sits with the organiser.

A Emergency Gangways:The emergency gangway plan should be communicated and issued to
all stands/contractors so they can plan accordingly and refrain from using the gangways as
storage areas. Organisers should also consider marking the emergency gangways on the hall
floor using appropriate tape, if the floor surface is suitable. Please check with the venue . A
copy of the plan should be on display in the or
be kept clear at all times throughout the build to ensure emergency vehicle and pedestr ian
access/egress, and the effective removal of waste during the build process. On occasions
when this is not practicable, 50% of the width of the emergency gangways should be
maintained to ensure access for medical equipment such as trolleys or wheelchairs, if
required.

p>2)

p>2)
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Off-loading: Storage of crates on gangways can also cause congestion and hinder the build
schedule for other contractors and exhibitors if their access has been blocked. The common
practice of off-loading vehicles of all stand fitting and p roduct onto the gangways should be
discouraged. Exhibitors and contactors should be encouraged to load their vehicles to fit with
their build programme so that the firstitems required are the first to be unloaded.
Housekeeping: Workshop benches/areas on the gangways should alsobe discouraged.
Wherever possible stands should be pre-fabricated and painted off site. If painting on -site the
hall floor should be protected. Stands generating sawdust are responsible for the
housekeeping of their work area and should sweep the gangways to maintain a safe
environment for all other exhibitors and contractors. Where trailing cables cause hazards,
battery operated equipment should be considered as an alternative.

Rigging: If rigging is required during a tenancy, cher ry picker/hoist access is to be agreed
with the organiser. There should be a banksman with the machinery and the work ing area
should be cordoned off.

Working at Height: All contractors and exhibitors have a responsibility to work safely at height
and should plan ahead and source the most appropriate equipment for the task. Working at
height should also be covered by the method statement and risk assessment.

Hot Work Permit: Organisers should be awareoftheve nue 6 s pr oc e s ot wakr
permit and should ensure that contractors and exhibitors are aware that a permitis required
before any hot works take place. Hot works include welding and angle grinding. A hot work
permitis required f or any hot work taking place on -site, regardless of whetherth e works are
taking place inside or outside the halls.

Carpet Laying: Carpet should be off-loaded, transported and laid in a safe manner so as to
prevent the risk of accidents. Gangways should be clear to allow this activity to safely take
place.

Breakd own

12 A decision between the organiser and the venue will be taken as to the requirement for a
breakdown meeting, when this should take place and who should be invited to attend.

13 Following the closure of an event, breakdown will commence only when the ve nue has confirmed
that the hall is clear of all visitors. The opening of vehicle/cargo doorsfor contractor access must be
authorized by the venue.

14 The breakdown should be scheduled, managed and monitoredin order to ensure that emergency
gangways are maintained as evacuation routes and for emergency vehicle access.

15 As breakdown is usually very busy and can create hazards, itis extremely important activities are
controlled and carried outin a safe manner in all areas . Emphasis should be given to:

A

p

>

Communication: Advising exhibitors and contractors of the details of the breakdown process
in advance is key to ensuring their understanding of arrangements and co-operationin
maintaining a safe environment. Organisers must consider the timings publishedin their
exhibitor manual relating to the commencement of breakdown making sure enough time is
given to enable the halls to be clear of visitors.

Trolleys: Trolley movement should not commence until the venue and organiser have agreed
it is safe to go ahe ad. Access via the vehicle entry/cargo doors not the hall entrance is
usually made available. Itis best practice to nominate a suitable pedestrian door to separate
vehicle activity from the pedestrian access point. Consideration should be given to e xhibitors
with trolle ys on their stands and instruction should be given to allow visitors to clear the halls
before trolley movement begins.

Security: Full door manning is recommended during the last open hour of the exhibition and

obt a

the firsthour of breakdownto ensur e that contractors donod6t gz¢

closing, or immediately after the closing tannoy. Providing visitor or exhibitor badges to
contractors to enable early access should not be permitted.
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Removal of Carpet Gangway carpet removal should be planned and details of the schedule
for removal agreed. Removal usually starts fromthe rear of the hall working towards the
front. It isimportant that carpeting contractors are fully briefed and supervised, working in
pairs, methodically with care. Carpet rolls are cleared from gangways as removal happens.
Fork Lift Trucks (FLT): As FLT operations are hazardous raising of vehicle entry/cargo doors
should only take place once the venue and organiser are in agreement that itis safe to do
so. It is recommended FLT movement does not commence until initial breakdown activity
has passed (usually 1 hour from closure). When heavy lifting involving more substantial
equipment such as cranes is required a schedule detailing the method of work, times of
operation and safety arrangements such as provision of a banks man should be agreed.

A Waste: Leaflets and other leftover marketing collateral should be removed by exhibitors to
avoid the organiser incurring extra cost. Food waste should be placed in waste sacks and
placed in any appropriate and available bin or left for collection.

A Electrics Poweris normally switched off 30 minutes after the exhibition closes. Electrical

contractors must wait until stands are empty before removing electrical fittings, unle ss

permission is obtained from the exhibitor. Requirements for late power must be ordered
through the electrical contractor and should be considered during the breakdown meeting.

Shell Scheme: If the removal of specific sections of shell scheme are required to assist with

the breakdown and flow of exhibitors this should be carried outin a safe manner andin a

controlled area. Itis important to ensure gangways are not obstructed with removed

sections therefore consideration of how they will be stored is v ital.

Dismantling of Stands: It is usual for the early stages of breakdown to focus on packing and

removal of stock/product. Followingthis contractors can begin taking stands down and it is

important that this is controlled and does not expose those exhibitors still packing up to extra
hazards. Organisers should consider allphases of stand removal to ensure all partieswork
safely.

A Gangways Itisimportantto ensure emergency gangways mustremain atleast 50% clear

during breakdown (confirm with venue) . Consideration should be given to how items will be

removed from gangways as packing crates, stock/product and display components can cause
obstructions.

Traffic: Traffic is managed differently at each venue soitis importantthat organisers ensure

exhibitors and contractors understand and co-operate with the breakdown instructions.

Space to the rear of the halls is often very limited and organisers should consider this factor

in breakdown planning. Where practical, physical separation between pedestrians and

vehicles should be in place.

>

>

>
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Venue Specific Rules

Manchester Central & Harrogate International Centre I General

16 Manchester Centraland Harrogate International Centre require all contractors to wear hi -vis
during the build-up and breakdown of events attheir venues. Exhibitors who are allowedaccess
during periods of stand construction will also be required to wear hi -vis.

National Exhibition Centre (NEC) T General
17 Atthe NEC hivis jackets/vests must be worn at all times by all contract ors and exhibitors when
off-loading and loading vehicles within the loading bays (areas immediately outside the halls).
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Catering 6 Food & Beverage and Alcohol 13

Click here to return to main navigation page

Other re levant sections:

Gas P78
Sustainability P134
Water Features P146

Subsections:

General Guidance

Legal Compliance

Hospitality Catering

Sae of Food and Drink

Food and Drink Product Sampling

Alcohol

Stand Planning for Food and Drink Exhibitors/External Caterers
On-Site Management for Food and Drink Exhibitors/External Caterers
Venue Specific Rules

Scottish Exhibition and Conference Centrei Cookers and Ovens
The 02, ExCeL London and Olympia Londori Deep FatFrying
Ricoh Arena and ExCelL Londori General

D> I>»>>>I>»>I>» > > D> >

General Guidance

1 The venue will provide all food and drink for your visitors and any hospitality you or your exhibitors
may require.

2 Any alternative arrangements must be discussed with the venue at the earliest opportunity and
approved by the venue in writing.

3 Where the provision of food and drink by other (external) caterers or exhibitors has been
approved, full details of proposed preparation, cooking and dispensing arrangements must be
submitted to the venue no later than 28 days prior to tenancy.

Legal Compliance

4 Organisers are wholly responsible for compliance with food safety and food information (including
allergen) legislation by exhibitors and external caterers at their event.

5 Where there is a significant level of risk on any stands producing food for sampling and/or where

there is (venue-approved) retailing of food for on -site consumption, organisers must contract the
services of a 6commensurately traineddo fbythed saf et
venue. Some venues may either nominate a consultant, or carry out the consulting role, ata costto

the organiser.

6 Your food safety consultant will be able to clarify your legal responsibilities.

7 Environmental health officers of local authorities work with venues and food safety consultants in
monitoring and ensuring compliance with food safety and food information legislation, and they must
be allowed access to any work areas, when requested.

Food Safety

8 Guidance onfood safety and hygiene legislation can be found here:
www.food.gov.uk/business-industry/caterers/food -hygiene and www.foodstandards.gov.scot
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Allergens

9 The Food Information Regulations (FIR) also apply to all food and drink (including alcohol) sold,
supplied or sampled at events: www.food.gov.uk/businessindustry/guidancenotes/labelregsguidance

Local Authority Registration

10ln the UK, any organisation carrying out a 6food
with their local authority, or provide evidence of exemption from registration. This mustbe

completed no later than 28 days before the event, in order for food operations to take place.

Exhibitors should check with their local authority if in doubt.

11 Food operations include the following activities:

Selling food

Cooking food

Storing or handling food
Preparing food
Distributing food
Sampling food

> 3> I I D

12 It may not be necessary for international exhibitors at trade events to register as a food business.
Your food safety consultant can check this with tFh

Sale and S upply of Alcohol

13The organiser must apply for the venuefal®howr i tten
and provide a floor plan of the event, with areas highlighted where alcohal is to be sold/supplied, no

later than 28 days before the event.

14 In additionto The Food Information Regulations, the following legislation applies:

A The Licensing Act (2003), The Licensing (Scotland) Act 2005 and subsequent legislation
A 6The Weights & Measures (Specified Quantities)

Order 0
15 Anysaleorsupplyofalconol , i ncl uding sampling, is also subj
conditions.
l6Under the conditions of the venuebs premises |ic

Supervisor is the primary authority for licensable activities within the venue an d may therefore
approve or curtail any proposed sale or supply of alcohol.

17Where alcohol is sold or supplied by anyone ot he
out under the supervision of a Personal Licence Holder and a copy of the licence must be provided to

the venue. The licence must be valid in the applicable jurisdiction, i.e. England and Wales; Scotland,;

Northern Ireland.

18 Exhibitors from outside the UK wishing to sell or supply alcohol within the venue are required to
be authorised by a UK Personal Licence Holder, who is present on site at the event. The organiser
can provide this authorisation, providing they assume full responsibility for the operations on the
stand.
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Hospitality Catering

19The venueds ho paptiethalds extlysiveaights & supply gny food or drink,
including alcohol, for hospitality on exhibition stands and in other areas associated with the event,
unless specifically agreed otherwise by the venue in writing.

20 Where it has been agreed that an exhibitor may supply their own food and drink (see General
Guidance above), they must comply with the above legislation and a corkage or concession fee may
be applied.

Sale of Food and Drink

Any sale of food and drink by external caterers or ex hibitors must be approved by the venue (see
General Guidance above)

22 Food and drink (including alcohol) sold from stands must be sold in its original, sealed packaging
and be for off -site consumption only; where appropriate, it should be sold in mult i-packs.

Food and Drink Product Sampling

23 Exhibitors promoting an edible product at a food or drink event may offer samples of their
product to visitors, providing that:

A any proposed sampling activity is notified in writing to the venue
A allsamplesare offered free of charge
A the product being sampled is a core part of their business

Food sampling
24 The acceptable sampling sizes for food are:

A singly served, bite-sized portions
A individually wrapped items (for off -site consumption only)

25 Shoulda sponsor or exhibitor wish to offer samples that are largerthan the acceptable size, this
must be agreed by the venue and a fee may be applied.

26 Sampling must be carried out safely and in such a way that the risk of cross -contamination is
minimised. The following must be considered in a risk assessment:

Where food is placed and how sampling is supervised

How samples are offered, e.g. from a plate or bowl; samples must not be offered from the
blades of knives

Prevent i ndg popdionughdl,eitems, suchas Hreadstitks are used

Preventing people from putting fingers into food

Ensuring cutlery is used only once

Cleaning of crockery before replenishing samples

Where discarded items, such as stones or sampling sticks/utensils should be placed

> D>
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Drink Sampling
27 The acceptable sampling sizes for drinks are as follows:

Softand hot drinks - 50ml

eGuide August 2020 pg. 28



E S S A Event Supplier an d
Services Association

Beers/ciders or similar - 50ml
Winef/fortified wines/Champagne/alcopops and similar - 25ml
Spirits and similar - 5ml

In Scotland, only one sample of any alcoholic drink is permitted per person.

28 Where hot drinks are sampled, the samples must be offered in double -walled cups and consumed

within the exhibitorés stand; -fttinyg secureilidss.e cups must
Alcohol

Pre-Event

29Any exhibitors approved to sell or supply alcoho

whether for on -site or off-site consumption, must provide a copy of their Personal Licence.
Build - Up and Breakdown

30 The consumption of alcohol within the halls during build -up and breakdown is not permitted.
Alcoholic drinks will not be available from the catering outlets within the halls during these times.

31 The venue may operate a drugs and alcohol monitoring service. Please discuss ths with the
venue.

Event Open Period

32 Where the venue has approved the sale and/or supply of alcohol from a temporary outlet
managed by an external caterer, or from an exhibition stand, the following applies in addition to the
gui dance outelganle dCoummpdleiramc,ed above and O6Ri sk Asses

A The Personal Licence Holder must be present on site (in some instances, a named,
authorised representative may suffice)

A Alcohol can only be served during the hours stipulated in the venue's Premises Licence

A Products for retailing/sampling must be held in a secure area

Planning for Food and Drink Exhibitors/External Caterers

Risk Assessment

33 The key food-safety principles, known as Hazard Analysis and Critical Control Points (HACCP),
must be followed. This includes carrying out and documenting a thorough food safety risk

assessment (HACCP plan), outlining the critical control points of each activity taking place. This
includes the sale or supply of alcohol.

34 The HACCP plan should consider the hazeds and focus on measures criticalin dealing with them.

35 The hazards associated with the storage, transportation, use, preparation, and sale of perishable
goods are:

Microbiological contamination
Chemical contamination
Physical contamination

> > >

36 HACQP-based procedures are only effective where good hygiene practicesare in place.

37 Creating a HACCP plan:
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Identify:

A any hazards that must be prevented, eliminated or reduced to acceptable levels

the 6critical contr ol phichaontreli®essentialeopreverhoe st ep o
eliminate a hazard or to reduce itto an acceptable level

critical limits at critical control points

> >

D

Establish:

A effective monitoring procedures at critical control points

corrective actions when monitoring indicates that a critical control pointis not under control
procedures to verify that the corrective actions are working effectively

records to demonstrate that the above measures are being followed

procedures to be followed in the case of food poisoning/allergic reaction by consumers

> > > > >

Allergens and HACCP

38 A comprehensive assessment/allergen management plan (either separate or within the HACCP
plan) must recognise the possibility of illness or even death caused by an allergic reaction.

The allergen management plan mustinclude the following:

>

Accurate and verifiable information, available for the consumer to review, listing the 14
named allergens

Signage advising the consumer that this information is available

Recognition that consumers may have intolerances to a wide range of food

Effective segregation of foods containing allergens

Procedures to be followed in the case of allergic reaction by consumers

T > I T

39 For more information on HACCP visitwww.food.gov.uk/business-industry/caterers/haccp
Kitchens/food preparation areas

40 Kitchens must comply with the stand fitting regulations and, where cooking is taking place, be
enclosed with %2 hour fire -resisting construction.

41 All surfaces likely to be used during the event must be non -porous and easily cleaned. Suitable,
non-slip floor covering must be provided on the service side of any counter and in kitchens.
Carpeting is not suitable.

42 The kitchen/food preparation areamust be large enoug h to meet potential demand and include
adequate storage (refrigerated and ambient) and water and waste facilities.

Equipment

43 Equipment, including utensils and food containers must be kept clean, in a hygienic state of
repair and be constructed of materials that are not absorbent and are easily cleaned.

Cookers, Ovens and Fat Fryers

44 Cookers, ranges, hobs, ovens and deep fat fryers must operate on mains gas or electricity. The
use of bottled gas is not permitted. See Venue Specific Rules below.

45 Gasfired cooking and heating appliances must be installed by Gas Safe registered fitters, in
rooms or enclosures approved for the purpose and ventilated directly (where possible) to the open
air.

46 Appliances must be sited well away from any combustible materials and mounted on suitable,
non-combustible, heat-resistant bases.
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47 Deep fat fryers must be located on stands so as not to endanger anyone in a gangway in case of
flashover. They must be provided with thermostatic controls which will cutout at200°C in
accordance with BS EN 603352-37, IEC 60335-2-37 (Electric) and BS EN 203 1 (Gas), to prevent
overheating of the oil and flashover. Appropriate fire -fighting equipment must be available on the
stand, including a sufficient quantity of wet chemi cal. See Venue Specific Rules below.

48 Allfatfryers, including table -top fryers, must be installed and operated in accordance with the
manufacturerés instructions and guarded with suit

Ventilation

49 Where cooking is likely to create a high concentration of smoke or airborne fats e.g. barbequing,
grilling or frying, the activity will be subjectto prior agreement by the venue and it may be necessary
to ventilate the stand to the open air.

Food and Equipment Washing Faciliti es

50 It is the responsibility of each exhibitor/external caterer to assess the extent of their operation
and ensure that adequate, suitable and sufficient washing facilities are provided.

51 The washing facilities required are determined by factors such as the food safety risks posed by
the nature and scale of the operation and types of food, equipment and serving containers
(disposable/reusable), etc.

52 Where the sharing of washing facilities is proposed, the organiser must ensure that the overall
provision of facilities adequately services all exhibitors when operating at maximum capacity.

Hand - Washing Facilties

53 Where the risk assessment identifies that a hand-washing sink is required, a sink must be
dedicated solely for hand washing and be easily accessible at all times.

If the risk assessment identifies that a dedicated, communal hand -washing facility is sufficient,
the facility must be no further than 3 metres from any preparation area (in Scotland, hand -washing
facilities must be wit hin the preparation area).

55 Itis recommended that facilities for hand washing, food washing and equipment washing (where
required) are labelled with a suitable notice adjacent to each facility, to ensure that each one is used
only for its intended pur pose.

56 The following chart details the washing facilities required for each category of food operation (see
also Venue Specific Rulesat the end of this section):
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Low-Risk Operations Washing Facilities
Serving pre-packed, ambient foods, —| 1 Sanitising hand-wipes or anti-bacterial hand gel
e.g. crisps; soft drinks 1 Anti-bacterial cleaner and/or sanitiser

Washing Facilities

Medium -Risk Operations 9 Hand-wash basin with an adequate supply of hot water,

Serving pre-prepared and pre-packaged liquid soap, hand-drying facilities

(sealed) foods requiring heating up, | | T Disposable or sufficient quantities of utensils, if they are

e.g. pre-packaged sauces; tinned to be washed off site each day

ingredients; ready-to-eat foods 1 A dedicated wash-up sink if utensils are to be washed
on site

1 Anti-bacterial cleaner and/or sanitiser

Washing Facilities

9 Hand-wash basin with an adequate supply of hot and
cold water, liquid soap, hand-drying facilities

9 Separate sink for equipment washing

1 Separate sink for food washing/preparation

1 Anti-bacterial cleaner and/or sanitiser

High -Risk Operations

Cooking with raw ingredients or altering
the foodds propertie
e.g.rice; fish; shellfish; meat; poultry;
pulses; grains

—

57 The examples above are not exhaustive. If in doubt, your appoi nted food safety consultant will be
able to advise on specific requirements, in accordance with food safety standards and legislation.

Waste Disposal
58 Refer to the venue for venue -specific waste management procedures.

59 Designated disposal facilities must be provided for food and other waste. Waste must not be left
on site and must be stored and disposed of in a hygienic way, in suitable, closed containers.

60 Liquids mustnot be poured away in toilets, wash basins or floor ducts.

61 Waste oils and fats are categorised as hazardous waste and must be disposed of in accordance
with local authority guidelines. Each exhibitor/caterer is responsible for removing its own waste oils
and fats from the venue. Cleaning/disposal charges willbe incurred if any such products are left on
site. Further details can be found here: hitps://www.food.gov.uk/business -guidance/food-and-
cooking-oil-waste

62 Guidance onreducing food waste can be found in the Sustainability section.

Food Hygiene and Safety Procedures

63 Your food safety consultant is responsible for advising you on how to fulfil food hygiene and
safety requirements.

64 Hazards can arise whenever food is handled Proper procedures must be in place to ensure that
food is kept safe and peopleds health is not compr

Deliveries
A Checking deliveries for temperature, shelf-life and quality

Storage
A Providing racks for ambient storage, so that fo od is stored off the floor
A Keeping food covered
A Separating raw and ready-to-eat foods
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Storing only food in a food -storage area
Maintaining storage atthe appropriate temperature (see below)

> >

Preparation
A Ensuring that cross-contamination between raw and rea dy-to-eat food is prevented

Wrapping and Packaging
A Ensuring that wrapping and packaging is undamaged

Temperature Control

A Holding hotfood at a minimum of 63 degrees (Celsius)

Holding hot food at below 63 degrees (Celsius), for a single period of not mor e than two
hours

After this period of time, discarding , chilling (to 8 degrees or less) or reheating (to atleast 63
degrees/82 degrees in Scotland) and re-holding the food

Storing cold food out of temperature control, or in the event of a refrigerator bre akdown, for
one period of up to a maximum of 4 hours and discarding the food after this time

>» >

>

Supervision and Training

65 All staff engaged in food handling must be commensurately trained according to their duties and
supervised to ensure they work hygienically. Evidence of training may be required for inspection on
site.

On- Site Management for Food and Drink Exhibitors/External Caterers
66 Your food safety consultant will advise you on how to implement your HACCP plan on site.
Food Hygiene and Safety

Delivery
A Verify the temperature of the goods on receipt
A Move temperature-controlled products to the appropriate on -site storage immediately

Storage
A Verify thatthe planned arrangements for storage are being followed

Preparation
A Verify thatthe planne d arrangements for preparation are being followed
A Ensure that food preparation and dispensing areas are always maintainedin a clean
condition and a hygienic state of repair
A Ensure thatareas are well lit, free from rubbish and ventilated

Display
A Verify thatallergeninformation s in place and signposted

Temperature Control

A\ Verify thatthe planned arrangements for temperature control are being followed

Record temperatures to demonstrate due diligence

Take core temperatures with a disinfected probe thermo meter every 2-3 hours

Discard hot food after 2 hours if it has been kept out of temperature control, or earlier if it
deteriorates sooner

If cold food is to be stored out of temperature control or in the event of a refrigerator
breakdown, only do this for one period of up to 4 hours, after which time food must be
discarded. Record and closely monitor this.

A See below for temperature guide

> > >

>
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67 Anyfood which is unfit for human consumption must be kept apart from any other food and
l abell ed 6unfit foodé6.

Personal Hygiene

68 Good personal hygiene practices should be observed at all times.

69 Allfood handlers working with open food must be assessed as fit to work and:
Regularly wash their hands and cover any cuts with a blue, waterproof dressing
Wear anapron

Not wear jewellery that could pose a risk of contaminating food

Not handle open food within 48 hours of displaying symptoms of gastro -enteritis, dysentery
or any infection likely to cause food poisoning

I > >

Allegations of Food Poisoning/Allergic Reactio n

70 Allfood poisoning and allergic reaction allegations must be investigated by the food provider
identified by the claimant, in accordance with their HACCP plan. The venue should be notified
immediately.

Non - Compliance

71 The venue reserves the right to stop any food or drink operation if itis found to be non -compliant
or is deemed a risk to public safety.

Venue Specific Rules
72. Scottish Event Campus (SEC):
Cookers, Ovens and Fat Fryers

SEC allows the use of LPG for cookers, ranges and hobs.
Where fat fryers are used, a muslin ceiling must be installed.

For conferences, where alcohol is purchased from SEC Food, or a corkage charge is paid and the
alcohol is not being sold, then a Personal Licence Holder is not required.
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The SEC has specific regulations that must be followedi please referto the venue.

73. The 02, ExCeL London and Olympia London I Cookers, Ovens and Fat Fryers
No deep fat frying/fryers are permitted in any of the special event spaces at The O2 and ExCelL
London and in any areas of the venue at Olympia London.

74. Ricoh Arena T General

If you are not using the exclusive venue catering partner to service your event, the external catering
company used will need to go through an audit process i any costs associated to this process will
need to be covered by the external catering company or client. Please speak to your Event Manager
for further details.

75. Olympia London 1 Waste Disposal

Olympia London requires food waste to be segregated and promotes methods of reducing food
waste via 06The Waste and Resources Action Pr ogramr
promote the campaign to exhibitors and encourage them to use the free resources available at
www.guardiansofgrub.com
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Children 14

Click here to return to main navigation page

Other relevant sections:
Créches p41

Subsections :
A GeneralGuidance
General Guidance
1 Children under 16 are not allowed in the halls during build -up and breakdown.

2 Aclear policy, including a lost child procedure, mustbe in place with regard to allowing children
entry to the event. This must be communicated to all relevant parties.

3 Any event which has a large number of children attending as visitors must have an enhanced
security/stewarding presence, in accordance with the requirements identified in the event risk
assessment.

4 If childre n are to perform atan event, the organiser must comply with the Children and Young
Persons Act and the Children (Performances) Regulations, which set out maximum performance and
rehearsal times and minimum intervals for meals and rest. The venue must be i nformed of the
intention for children to perform at an event within the timescale required by the venue. A risk
assessment must be carried out for each child.

5 Licences for children are provided by their | ocal authority; for children not registered inth e UK, the
v e n ulecdl authority can provide licensing, subject to conditions.

6 Consideration should be given to those events which include children as an integral part of the
activity and where they could be required to rehearse during b uild-up periods. Where this is the case,
organisers have a duty to ensure adequate insurance provision and to specificallyinclude this aspect
of the event in their risk assessment.

7 If children are to work, including voluntary work experience, at an event, the organ iser must
comply with the Childrenand Young PersonsAct, which sets out when and where children are
permitted to work and the circumstances in which a child employment permit may be required. The
venue must be informed of the intention for children to work at an event no later than 28 days prior
to tenancy. A risk assessment must be carried out for each child.
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Connectivity (Wi- Fi) 15

Click to return to main navigation page

Subsections:

General Guidance

Answers to Frequently Asked Questions

Whatto Discuss with the Venue

What to Ask Exhibitors and Other Event Participants

> > > >

General Guidance

1 Eventorganisers are strongly advised to consider the complexities of providing Wi-Fi technology for
alarge number of users in an event environment and to liaise with the venue well in advance of the
eventto avoid disappointment.

2 The demands placed on WiFitechnology have increased dramatically from the basic domestic or

bar/cafe environment to the requirements of the professional business user. The high densityan d

complex live event environment generally requires advanced planning with experienced partnersto

avoid congestion and connectivity problemsi d e pl oyment of fout of the boxc
lead to disappointing results.

3 The primary Wi-Fichallenges within a live event environment are that networks not specifically

designed to serve large numbers of modern laptops, smartphones and other devices will not

generally be powerful enough, plRnstwdrkssetup mpact of ¢
unofficially by exhibitors and other event participants causes interference and impedes performance

further still.

4 PMSE (Programme Making and Special Events) licences must be obtained from Ofcom for any
wireless equipment, such as radios, microphones ard cameras. Organisers, exhibitors and suppliers
bringing wireless equipment to an event are responsible for ensuring that itis compliant. Systems
that operate in the following ranges are exempt from licensing:

A UHF: 863.100-864.900MHz (hand-held transmitters of 10mW and body-worm
transmitters of 50mw)

VHF: 173.700-175.10MHz

Audio equipment below 10 mW: 2.400-2.4835GHz

> >

Licence exemption does not provide users with any form of protection from other users and there
may be heavy sharing at certain locations. The ability of equipment to withstand interference may
depend onits design, quality and robustness.

Further information on wireless equipment licensing can be obtained from Ofcom at
PMSE@ofcom.org.uk 020 7981 3803 (weekday office hours) / 07866 423619 (outside office hours).

5 The following section provides some technical guidance to Wi-Fi technology, explaining the factors
organisers will need to consider to ensure their expectations are realisticand achievable.

Answersto Frequently Asked Questions

Whatis Wi-Fi?

6 Wi-Fitechnology allows an electronic device to exchange data wirelessly (using radio waves) over
a computer network, including high -speed internet connections. A device that can use Wi-Fi (such as
a personal computer, video game console, smartphone, tablet, or digital audio player) can connect to
a network resource such as the internet via a wireless network access point. Such an access point
(which may broadcast a hotspot) has a range of about 20 meters (65 feet) indoors and a greater
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range outdoors depending on the model and power of antennas. Wi -Fi coverage can be restricted to
an area as small as a single room, by walls that block radio waves or extend to many square miles,
achieved by using multiple access points.

Whatare its limitations?

7 Connecting to poorly planned Wi-Fi networks in busy enclosed event environments can be
problematic. This is often due to either of the factors describedin para 3: either a network not
designed to service the density of the devices that require connections or because other systems are
causing interference.

8 Wi-Fidevices use one of two bands to connect. These are 2.4 GHz (802.11b, g or n) and 5 GHz
(802.11a or n). The majority of smart phones (includ ing the older generation Apple iPhones), and
older laptops, all work on the 2.4 GHz band which due to the limited amount of separate channelsto
communicate on may become congested quickly. This limitation is typically due both to insufficient
planning of the wireless network and to the way some devices interact with the network (regardless
of how robustitis). 5 GHz Wi-Ficurrently offers a much better performance in these environments
due in most part to it having more channels to communicate on and fewe r devices at the current
time that can use it.

Are there technological solutions available to remedy this?

9 Yes, with the appropriate planning, communication and expectation setting, thousands of people

can connectto 2.4 GHz and 5 GHzWi-Finetworks. In the longer term 5 GHz networks will ease the

current congestion of 2.4 GHz networks, which still work well and are widely used by businesses on a

daily basis. However, WirkFi t echnol ogy should still be consider ¢
organiser s as opposed to the Abestodo option of wired co
better since the risk of external factors impacting the service is considerably less.

Why is the provision of Wi-Fiin event venues different from coffee shops, hotels etc.?

10 Size, scale and use. Whilst a coffee shop or hotel bar/lounge Wi-Fi infrastructure is generally
adequate for a small number of users checking emails, it would not be able to cope with a much
larger number of business users accessing more dataintensive functionality. The expectations of
business users in an event environment are much higher too. Therefore, it may be important to
conveyto your eventparticipants thatapaid-f or , fi Bu s i nksolstionGsinecassary in Waer
to give them th e same experience and capabilities that they have to pay for in their office locations
or, generally, in hotel rooms.

What causes interference with Wi-Fi that is different to other installations?
11 The following are some of the factors that can cause i nterference to Wi-Fi connectivity:

A Third-party wireless networks in close proximity

A Some lower specification microwave ovens

A Some older cordless phones

A Bluetooth devices

A Wireless video cameras

A Some audio senders

A Outdoor radio links

A Some wireless game contollers

A Zigbee devices (input devices such as mice/keyboardivands etc. with longer range than
say infrared that does notrely on 'line of sight')

A Some fluorescent lights

A Some poorly maintained electric motors

A Some industrial equipment

A Some physical barriers (including exhibition stands and other event structures)

A Peoplei the human bodyis anywhere from 45 percent to 75 percent water depending

on age and fithess level, and water can hamper Wi-Fi speeds as radio waves do not
penetrate water as well as air
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Does WiFineed wires?

12 In mostcases yes; because of their permanent nature access points within a venue will be wired
to provide the highest quality connectivity to the core network. Additional access points can be added
wirelessly (a technology called meshing) 1 typically this is done to add more Wi -Fi coverage in
outdoor areas.

When should Wi-Fi use be planned?

13 As soon as possible. Early planning is strongly recommended and encouraged by venues, many of
whom offer discounts for early orders. This allows any potential issues to be discussed and worked
through rather than encountering problems during the event.

What to Discuss with the Venue

14 To ensure that you understand exactly what Wi -Fi connectivity the venue will be able to deliver
duringyour event and can accurately set your customer ¢
following with your Event Manager:

15 How much Wi-Fi bandwidth does the venue have to offer?

16 Does the venue have a WiFi provision in the:
A Public areas
A Meetingrooms
A Halls

17 Is the Wi-Fi provision free of charge or a paid for service in the:
A Public areas
A Meeting rooms
A Halls

18 Is the Wi-Fi provision likely to cope with the way you expectit to be used at your event, for
example:

Checking emails

Streaming video

Research projects

Running websites & demos

> I> > >

19 Whatis the maximum number of concurrent users your system allows for, and how much
bandwidth could each user expect as a minimum during maximum utilisation?

20 Canthe venue increase the amountofinternet access? Thi s nprangtwaske!l ve fsl
since itdbs actually the internet connection that i

21 Is this number based on an even spread throughout the venue?
22 Do you have any way of increasing capacity in high density areas, such as cafes?

23 What system does your venue use for logging users on, how easy s itand is there any
opportunity for the landing page to be sponsored and provide a possible revenue stream?

24 Do you allow event participants to create their own Wi -Fi networks following the purchase of a
hard-wired connection? Note: most venues will not allow this as independently set-up Wi-Finetworks
will cause interference with the official infrastructure, impacting on the quality of all other networks.

25 Do you actively manage and potentially shut down rogue/unauthorised Wi -Fi networks? Note:
most venues will do this although in cases where they do not, or where they make concessions from
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time to time then your event participants will still need to be completely familiar  with the technology
and follow the following guidelines:

> > » >» D>

>

Hide the SSID so only specified devices can find it

Avoid open Wi-Fi access, as allocated bandwidth will very quickly be used up by
surrounding exhibitor and visitor devices. This may thenr esultin an inferior experience
If the wireless router has the option it should be set to the lowest power setting so it
does not broadcast across the venue and cause nterference with other networks

If a wireless router is being used for hard wired distributiont henthe wireless element
should be turned off

Where the option is available and the clientis compatible, only the 5 GHz frequency
should be broadcast. 2.4 GHz is unlikely to work so it will simply add to the interference
in the venue. If it can be turned off better connectivity will re sult

If an access point has multiple radios from which it may broadcast and only one is
required the others should be disabled

Most venues reserve the right to terminate connections should they cause interfe rence
with the rest of the show

What to Ask Exhibitors and Other Event Participants

> I> I>» > I>» >

What do you intend to use the Wi -Fi network for?

Hard wired solutions offer a more robust connection, would this serve your needs better?
How many devices are you intending to connectto the network?

How many concurrent users do you expect?

What levels of data transfer are you anticipating?

Are those devices using the latest software upgrades (iPhones, iPads etc.), as this may
affect their connection as opposed to the infrastructure thati s put in place?

Even on wired connections do you have t
computers and devices you plan to use as these may be needed to configure the
connection?

Will the event be utilising a mobile app? If sowhatsize isi t (e.g. 10Mb), will users
upload the app before attending the event, or on -site, and would there be
updates/downloads for the duration of the event?
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Creches 16

Click here to return to main navigation page

Other relevant sections:
Children p36

Subsections:
GeneralGuidance

Statutory Requirements
Venue Submission

T I I

General Guidance

1 In order to ensure that all relevant legislation and guidance is followed, organiser s should appoint
a professional creche company to run any creche at their event.

2 The design and location of the créche must be discussed with the appointed company, before a
room is designated for this purpose, as there are a number of specific conditi ons that must be met.

Statutory Requirements
3 The créche company may need to register the créche premises with Ofsted.

4 Due toits temporary nature, an event créche is exempt from registration with Ofsted if itis caring
for children under eight for four hours or less each day.

5 However, any creche providing care for individual children for longer than four hours will need to
be notified to Ofsted by means of an Exemption Notification Form, no later than 14 days in advance.

6 Further details can be found in the Early Years and Childcare Registration Handbook, published by
Ofsted and the Statutory Framework for the Early Years Foundation Stage, published by the
Department for Education.

Venue Submission

7 Créche provision must be considered in the eventrisk assessment.

8 Details of the proposed location and layout of the créche must be submitted to the venue no later
than 28 days prior to tenancy.
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Crowd Management 17

Click here to return to main navigati on page
Subsections:

A Pre-event Planning
A During the BEvent

Pre - event Planning

1 The organiser mustinformthe venue of anticipated attendance figures for the event during

tenancy negotiations, in order that suitable halls and dates can be agreed, tak ing into account the
maximum permitted safe capacities and concurrent tenancies. If the organiser subsequently foresees
a change to these initial figures, they mustinform the venue.

2 The organiser has a legal duty to ensure that adequate safety control s are in place, taking account
of the three main influences on crowd behaviours:

Design (access to facilities and services)
Information (signage, flyers etc.)
Management(stewarding, information and help points)

> I>» >

The following should be considered during both normal and emergency circumstances:

Ingress (access routes, visitor arrival flows, queuing space and entrances)
Circulation (concourses, areas around facilities)
Egress (exitroutes and exit-gate widths)

> > >

Where crowd safety management is not provided by the venue, the organiser must use the services
of a competent crowd safety management team.

3 The floor layout must take into account any significant features, viewing/queuing areas, goody bag

distribution points etc . which may lead to crowding in any one area and sufficient space mustbe

all owed in or-dpotsé.avbiedvéelmot may require some ofr
be considered where potential crowding issues are identified:

>

Amendments to the layout plan to incorporate space for additional catering areas, wider
gangways, queues and viewing areas

Pre-sold tickets only, with a limit on ticket sales for each day

Early opening time to avoid queuing in public circulation areas

Separate ticketing arrangements for theatres

Alteration of seating arrangements

Other considerations for specific events, e.g. where large numbers of wheelchairs, prams
and/or small children are anticipated

> > > > >

4 During the planning process, the organiser must provide the venue with the following informatio n:

Anticipated attendance with details of advance ticket sales or registration figures

Daily breakdown of anticipated attendance as and when requested by the venue

Number of complimentary tickets; details of special offers and marketing campaigns

Mix of visitors, e.g. male/female, children, babies, senior citizens and any other groups with
special requirements, e.g. people with disabilities

Profile of ticket eg.ddwdosgthe visitorsstayandmatwhattimethed 6 ,
majority arrives

Anticipated number of coaches/group bookings, if applicable

Location of registration deskst/ticket kiosks and catalogue points

> > > >

>

> >
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A Crossover of sessions, e.g. matinee and evening

5 Potential hot-spots and queuing areas should be identified and additional stewarding staff booked

to manage these areas. Stands carrying out demonstrations should not be grouped together and

must have a viewing area within the stand. It should be noted that gangways are not viewing areas.

Features that attract high numbers of v isitors may require specific arrangements (depending on the
visitor profile), such as O pstoppboceguree as, sui tabl e b:

6 The organiser must ensure thatthere are sufficient entrance widths, registration and ticketing staff
in relation to anticipated visitor numbers and predicted arrival flows. Sufficient queuing space is
required for normal i ngress but also for contingency/ delays on entry. It may be necessaryto open
registration/ticket desks early whereitis anticipated thatlarg e queues may form. The welfare of
those queuing should also be considered, e.g. holding area, toilet and catering facilities, and
separation from traffic.

7 Where the anticipated number of visitors may exceed the hall capacity figure issued by the venue,
the following must be implemented:

Daily monitoring of pre -sold ticket sales

Consideration of suspension of advance ticket sales to allow for a walk-up audience
Additional signage

Additional information on the ev ent website

Discussions with the venue regarding visitor management and delay to entry plans
Use of media to advise that eventis sold out

> > > > > >

During the Event

There must be a clear management structure and lines of communication

Visitor numbers within the hall must be monitored

Effective stewarding and sufficient staffing levels must be in place

Queuing areas should be identified for different groups, e.g. ticket holders, ticket purchasers
Additional kiosks/desks, where available, should be used as necessary

Signage should be used effectively to facilitate the queuing process and keep visitors
informed of arrangements

T > > > >

8 If visitor numbers are close to reaching the hall capacity, the following arrangements should be
followed:

A Ticketsales should be suspended to avoid closure

A Entry of visitors into the hall should be suspended if necessary and the venue will advise the
organiser when re-entry can commence

A All stewarding and security staff should be put on standby to ensure they are in the correct
positions

A Queues must be safely managed

A Specifically, if a hall is closed, security and stewarding staff must hold visitors away from
turnstiles and ticket points and the organiser must effectively communicate that entry has
been suspended

A The organiser should also make a separate room availade for handling complaints and ticket
refunds

Any incidents in connection with overcrowding should be notified to the venue
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Customs and Excise 18
Click here to return to main navigation page
Subsections:

A Generd Guidance

General Guidance

1 Exhibitors importing goods must contact Customs and Excise. Customs clearance of goods takes
place atthe port of entry.

2 The organiser is advised to appoint a customs broker or freight forwarding contractor who can

arrange clearance on behalf of exhibitors, as wellas transport to and from the venue and on -site
lifting.
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Dilapidations / Damage to Venue 19
Click here to return to main navigation page
Subsections:
A GeneralGuidance
General Guidance

1 All necessary precautions should be taken to protect the fabric of the building from damage during
the construction and dismantling of stands and features.

2 Any damage to the venue, over and above normal wear and tear to the buildi ng will be charged
accordingly.

3 This includes the removal of carpettape, fixings and nails and cleaning/repair of any other damage
to the floor however caused.
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Disability 20
Click here to return to main navigation page

Other relevant sections:

Signage pl09
Stand Construction pl19
Temp orary Demountable Structures pl38
Work Equipment/Tools/Processes pl50
Working at Height pl52
Subsections:

A The Law

A Organising Accessible Events

A Further Information

The Law

1 Eventorganisers must meettheir obligatonsa s &6 s e r v i creler fhe Emualitydhet. rTe@ct
states that a service provider has a responsibility to anticipate the needs of disabled customers; they
must ensure that Deaf and disabled people are not treated less favourably than non-disabled people
and that access and the same standard of service is available to all.

2 Health and safety legislation has primacy over the Equality Act.

Organising Accessible Events

Publicity and Access Information

3 Websites should meet required standards of accessible designWeb content accessibility guidelines

(WCAG) can be foundhere.

4 Information should be available in diffe rent formats, such as large print, audio and braille, if
requested within reasonable timeframes.

5 Promotional information should include details of adjustments that have already been made,
including facilities provided by the venue, to help disabled peop le plan their visit.

6 Videos or films should be audio described, subtitied and BSL interpreted.

7 Information about how to reach the venue should include arrangements for disabled people.
Booking Tickets

8 A policy on how disabled people book tickets should be clearly communicated on publicity material
and to ticket agencies, if appointed. A variety of booking options should be available, such as a

staffed phone line, fax, SMS, email and in person.

9 Disabled peopleshould be able to apply for an ext ra ticket, free of charge, ifthey are unable to
attend without a companion.

Event Layout & Stand and Feature Design

10 The layout and design of an event should be planned to ensure all visitors can safely and easily
travel around it.
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11 Features shoud be designed with access for disabled visitorsin mind. Level access to features is
important for wheelchair users, people with other mobility impairments and people with visual
impairments. Measures such as ramps can be used where access is required abge ground level.

12 Consideration should be given to providing a quiet room for rest.

13 Exhibitors should be encouraged to design their stands without platforms, where practicable, and
they mustincorporate a ramp into any platform so that customers ca n be served on the stand and
not from the gangway. Where multi -levels are used without ramped access, customers must be
offered the same service at ground level. Further details can be found in the Stand Construction
section.

Event Access
14 Arrangements for cars, taxis and coaches to set down passengers as close as possible to the
entrance of the event should be considered.

Disability Equality Training
15 Disability equality training is essential for front -line staff who interface with members of the
public.

Auxiliary Aides and Support

16 Hearing induction loops should be provided atinformation points and their availability clearly
signed.

17 If reasonable notice is received, the organiser is responsible for providing additional assistance for
disabled visitors, such as communication/language service professionals.

Further Information

18An overview of service providerso6 restpensi biliti
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Electrical Installation & Testing 21
Click here to return to main navigation page
Subsections:

General Guidance

Competence Requirements and Definitions
Note on UK Electrical Supplies

Stand Installations

Testing

Re-Testing

Modification or Addition to Stand Installations
Appliances

Responsibility

Floor Ducts & Service Tunnels/Overhead Walkway
Main Switchgear & Distribution

Earthing

Electrical Wiring

Lighting Circuits

Special Lighting Systems

Separated Extra Low Voltage Lighting Systems
Protection of Wiring

Local Switches & Socket Outlets

Electric Motors

Guarding Equipment

Transformers & Frequency Converters
Space for Working

Chokes & Capacitors

Lighting of Cages

Lighting of Signs

Lighting of Showcases

Electrical Discharge Lamp Installation
Electrical Cookers, Kettles, Irons, Radiators etc
Batteries

Harmonic Distortion

Electromagnetic Compatibility

Mains Supply

Mains Supply Cables

Appendix 1: Forms

Appendix 2: Inspection & Testing regimes
Venue Specific Rules

The O27 General

D) DI DI I I I I > > I I > > > I > D> > D> > >

General Guidance

1 The Electricity at Work Regulations, notably regulations 4 and 16, describe the requirement that

fAll (electrical) systemsshall atalltimes be of such construction as to prevent, so far as is

reasonably practicable,danger 0 and t hat ANo person shall be engag
activity where technical knowledge or experience is necessary to prevent danger or injury , unless

he possesses such knowledge or expeience, or is under such degree of supervision as may be
appropriate having regard to the nature of the wor
Wor k Regul at i o nBS76%lus@ godevttpracticeviidhis ¥idely recognised and

accepted inthe UK and compliance with itis likely to achieve compliance with relevant aspects of the

Re g ul a Absautesoinpliance with the BS 7671 standard is therefore generally considered to be

the strongest legal defence for any given party in the ev ent of legal action following an electricity

related accident, and some AEV venues may subsequently make this approach to electrical work a
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condition of tenancy.

2However, unless statepdeot h keoffividReGldde adoptieg veihdéshave e S
agreed to accept the following, modified guidance as an acceptable minimum standard for electrical
installation within their halls (effective from July 1 =t 2012). This is an independently created

methodology, developed from 2008 by a specialist ESSAAEYV facilitated task force consisting of

senior members of the event venue, electric and safety communities, and where adopted is believed,

by them, to deliver a strong legal defence given the unique operational challenges in the event

production environment. Under the auspices of the general eGuide committee, the task force is road -
mapped to review and develop this guidance on an ongoing basis against future legislation and

emerging technological and methodological advancements and remains proactive in seeking

comment and insight from both inside and outside of the event industry.

3 It is stressed, however, that venues, organisers and electrical contractors must all make their own
decision as to what constitutes compliance with the law by means of a su itable and sufficient risk
assessment (taking into consideration the unique profile of each project and, where appropriate,
advice from their health and safety adviser, legal representative and insurer).

Competence Requirements and Definitions

Electrician (testing, labour control, fault finding)
4 Qualified to the standard of City and Guilds 2360 part 1 and part 2 or City and Guilds 2330 part 1
andpart2 i or equivalenti plus in either case an appropriate 18™ Edition qualification.

Competent Person(installation)

5 Qualified by training and experience having worked in the exhibition electrical industry for at least

5 years, and be able to prove this via provision of a reference froma ESSA/AEV Technical Committee
member or AEV/ESSA Board Member, opossession of a professional card such as a JIB card, or
others as stipulated by ESSA/AEV Technical Committee.

Mates Wirer, helper
6 Always under supervision, working with a competent person or electrician.

Apprentice
7 Undergoing educational training. Never works unsupervised.

Labourer
8 Can mechanically fix no part of the wiring process. Never works unsupervised.

Note on UK Electrical Supplies

9 For non-standard voltage and frequencies, the client may be allowed to bring suitable voltage
transformers and frequency converters if written permission is given by t he venues approved person.
The venue will not supply electricity to any installation, which does not comply with these regulations
or requirements.

Stand Installations

10 ltis the responsi bility of the persons undertaking the electrical installation to ensure that the

specifications for installation laid out in this document have been complied with and that they have
either (if suitably qualified) undertaken appropriate inspection and testi ng themselves to
verifycomplianceor have arranged for the eventdés official

11 Orders for all temporary supplies for use during build -up or breakdown shall be placed with the

official event electrical contractor, together with full details of the specific intended use of the supply;
this must be approved in writing by the official contractor as appropriate.
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Testing

12 The person undertaking the testing and inspection must be an Electrician as defined by this
document.

13 Once the installation is complete the Electrician must carry out a visual inspection. Upon
satisfactory completion of the inspection, a series of tests must be carried out. The first tests need to
be carried out with the supply turned off, and the resu Its recorded on a test form as shownin
appendix 1 of this document.

140nce these fidead testsoO have been successfully c
connected, energised and live testing undertaken. If the supply requires energising by the venue , the

Electrician must sign and submit the test form to the venue. On receipt of a correctly completed and

signed form the venue will, energise the system. If a test form or an installation is found by the

venue to be unsatisfactory, the Electrician responsible for the installation shall be advised and the

supply will not be connected or may be disconnected by the venue. The Electrician, must rectify all

faults and advise the venue when the installation is ready for re -inspection by resubmission of a test

form. Testforms must be equivalent to the sample in appendix 1.

Re- Testing

I15Where stands are being tested by the eventods off
result of the installation not being finished, a charge will be made for re -testing. Also, where stands

fail the official contractor6s test, for wh-atever
testing.

Modification or Addition to Stand Installations

16 If, after initial inspection and energising of mains supplies, m odifications or additions are madeto
the stand installations, these must be recorded, tested and inspected by the Electrician undertaking
the inspection and notified to the venue.

Appliances

171t i s the owner or user 0 dableapgligncesase séfatdbeplugged o ensu
into the electrical system. The event organising company must ensure that the product owner is
aware thatitis their responsibility to make certain their appliance is safe.

Responsibility

18 The venue will not accept responsibility for:

Delays

19 Delay in energising installations found unsatisfactory or where insufficient time has been allowed
for testing.

Faults
20 Anyfaults discovered in installations after testing and energising by the venue.

Hoor Ducts and Service Tunnels/Overhead Walkways

Exclusion

21 Ducts set into the floors of the h all and the service tunnels under the floors of the h alls, where
applicable, do not form part of the hired floor space. Accessto and use of the floor ducts is limited to
employees of the venue, or contractors employed by the venue, for the purpose of installing main
supply cables and piped services.
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Limited Use

22 The venue will consider limited use of the floor ducts, where applicable, for purposes other than
those specified above, provided that the installation in the ducts is carried out by or under the
supervision of the venue mains installer and that such use has been agreed in writing, pr ior to the

commencemernt of the licence period.

Access
23 No person shall enter the service tunnels, switch rooms or other service areas without permission
in writing from the venue mains installer or his nominees.

Main Switchgear and Distribution

Block Mains

24 A single mains cable may be installed to supply a block of up to six adj oining stands. Approval will
only be given for this where the electrical installation is on continuous walling, on all stands within

the block andis the responsibility of a single contractor. The crossing of gangways via fascia or floors
with sub-mains shall be prohibited, unless where authorised by the venue.

25 24 hour VENUE mains supplies shalNOT be used as block mains, unless authorised by the
venue.

26 Specialist exhibitions that necessitate24-hour block mains will be considered for exemption from
this ruling provided that suitable and sufficient risk assessments accompany the request which must
be presented to the venue no later than 28 days prior to the exhibition build up.

Minimum Cable Size (SubMains)
27 The minimum acceptable cable size (sibject to 20A loading) for the wiring of block sub -main
supplies shall be 2.5mm2,

Isolation
28 Each mains supply shall have its own means of isolation. Each of the stands on a block fed from a
single supply shall have its own means of isolation situated in an accessible position on the stand.

Location of Boards

29 Distribution boards and similar equipment shall be installed adjacent to the fused isolators
provided by the venue. The mounting board provided by the contractor for this equipment shall be of
sufficient size to allow the fused isolator provided by the venue to be fixed thereon. The distribution
board shall be provided with suitable cable entry protection and tested prior to arrival on -site.

30 Switch and fuse gear, motor controls, starters etc. shall be readily accessible, suitably connected
and out of reach of the public. The electrical contractor responsible for the stand installation shall
supply suitable cabling to connect his installation to the fused isolators on the main supply cables
supplied by the venue.

External Supplies
31 Supplies external to halls shall generally be limited to a maximum rating of 100 amps 3 phase
Neutral and Earth or 100 amps single phase Neutral and Earth.

32 Where circumstances dictate supplies exceeding 100 ampsas absolutely essential, these will only
be provided following full consultation with the venue.

33 Earthleakage (RCD) protection of not more than 30 mA rating shall be provided (by the official
electrical contractors) for all wiring beyon d the termination point of the v enue's supply.
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Earthing

Regulations and Codes of Practice

34 Metal conduit, metal casing of apparatus, frames of motors etc. shall be efficiently bonded to

earth using the earthing system provided within the venue's permanent electrical distribution system.

This regulation shall apply to all matters covered by the British Standard 7671 (IEC 364) referred to

in clause 1. Where separate special regulations and codes of practice have been prepared ard

approved by the Authorities (e .g. electrical installations in caravans, electromedical equipment, "all
insulated apparatuso, and appliances which confor:i
current edition of these special regulations shalltake precedence.

Lighting Fittings
35 Atevery lighting point an earth terminal shall be provided and connected to the earth continuity
conductor of the final sub -circuit.

Metal Framework

36 Where the electrical bonding to earth of metal framed stands, metal water pipes, sinks and other
items is necessary, this shall be to an earth conductor which terminates atthe venue's electrical
supply. The bonding conductor shall have a minimum cross section area of 6mmz2. Under no
circumstances shall any of these items be used as the sole means of earthing anelectrical
installation.

37 Where block mains are employed on metal framed stands, the stand framework shall be bonded
at the incoming main position and also at the termination pointof every sub-main. The bonding
conductor shall have a minimum cross sedion area of 6mm2.

Insulation Sleeving
38 Every earth continuity conductor shall, wherever exposed, including within all termination
enclosures, be totally insulated using green and yellow PVC sleeving.

Use of Resi dual Current Devices (RCDO6s)

39 Final circuits rated up to 32A shall be provided with additional protection to reduce/controlthe

risk of electric shock from direct contact by the fitting of an RCD with an operating current not

exceeding 30mA and a tripping tiamconsidetedasxceedi ng 4
supplementary protective devices and should be installed in addition to an approved rated fuse or

other excess current devices. RCDO6s shall be perfc«
and at least annually.

Electrical Wirin g

Material Specification

40 Stand wiring may be thermoplastic, elastomeric or other plastic sheathed cable, notless than
1.5mm2cross sectional area and 300/500-volt grade, complying with the relevant and current British
Standard and with a current density not exceeding that recommended in the relevant and current
British Standard.

41 Flexible cables used for circuit wiring in approved manufactured systems, must also have a
current density not exceeding that recommended in the relevant and current Britis h Standard.

Identification
42 ldentification of all wiring shall be in accordance with the colour or numbering systems
recommended by BS7671 (IEC364).

Joints

43 Joints shall not be made in cables except where necessary as a connection to
equipment/accessories. In such cases insulated screwed connection shall be used, and shall be in
totally insulated enclosures.
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Metal Sheathed Cable
44 Mineral insulated metal sheathed cable may be used in approved conditions and where itis not
liable to mechanical damage.

Current Capacity

45 Current capacities must be in accordance with the "exposed to touch” conditions of BS 7671
(IEC364). Alljoints, connections, terminations and fixings etc. must be made using accessories,
which are specifically designed for use with the type of cable installed.

Excess Current Protection
46 All circuits must be separately protectedfor excess current with fuses or other means of close
excess current protection.

Lighting Circuits

Maximum Capacity

47 Lighting circuits, serving more than one fitting, shall not carry more than 1200 VA and all sections
of the wiring system shall be capable of carrying its circuit full load current. Where discharge lighting
is connected the appropriate reduction shall be made (normally to 800VA). All apparatus over 1000

VA shall be individually fused.

Mains Load

48 Where the lighting load to any stand or feature is in excess of 14000 VA, the circuit shall be
arranged to be suitable for connectionto a 3-phase supply with neutral and phase conductors being
of equal size.

Flexible Cords

49 Flexible cords or cables used in approved manufactured systems for circuit wiring shall have a
cross sectional area of notless than 1.5mm?2 and comply with the relevant and current British
Standard.

50 Flexible cords shdl be of circular section, fully insulated and sheathed, and the only form of
jointing shall be purpose made non-reversible flex connectors, being shroudedand having an earth

terminal.

51 For static appliances, flexible cords shall not exceed 2 metresinlength and for mobile appliances
(e.g. vacuum cleaners) the length shall be keptto a minimum.

Lamp Holders

52 Lamp holders of lighting systems must have screw clamp or screw terminal connections between
the conductors and the plungers of the lamp holders. Lamp holders using spikes for connections shall
not be used.

Suspended Lighting Fittings

53 Suspended lighting fittings (other than single lamp pendants) shall be provided with adequate
means of suspension independent of the electrical conductors. Heaw lighting fittings shall be
provided with a secondary means of suspension.

Special Lighting Systems
Track Lighting Systems
54 These may be used provided the track and all the accessories are of the same make, and also

provided the loading on the system is compatible with the rating of the sub -circuit wiring and fuse,
and complies with the anéfRiri ateencetnitesn ooff AVEiarritrhg tn gsoe c

eGuide August 2020 pg. 53



E S S A Event Supplier an d
Services Association

Other Lighting Systems

55 Only systems designed and manufactured to suit their intended use shall be permitted and these
must comply with all other aspects of these regulations. Where a system is wired in flexible cords
and cables wholly or in part, an RCD of maximum rating of 30mA tripping current shall be installed at
the source of the installation and fitted in an accessible position for switching, testing and resetting
purposes. Suitable overcurrent protection must be provided.

Client's Own Equipment
56 Where "client's own" equipment is used this must comply with all regulations and is subject to
testing and spot checks.

Separated Extra Low Voltage Lighting Systems Previously Known as Safety Extra Low
Voltage Lighting System

Transformers

57 Multiple connection Separated Extra Low Voltage (SELV) Transformers shall be of Class Il safety
isolating type conforming to the relevantand current British Standard, or providing an equivalent
degree of safety, having a fused primary connection. Every secondary connection shall be individually
fused to its appropriate rating or shall be fitted with a manual re -set protective device approved by
the venue.

58 Transformers shall be clearly labelled indicating the precise details of any integral secondary
circuit protective device: thatthey are manually set and shall include the rated transformer power
output in VA.

Positioning
59 Particular care shall be taken when installing SELV transformers, which shall be fixed at high
level, allowing adequate ventilation and access for testing/fuse replacement.

Cable Sizing

60 Selection of cabling for SELV circuits shalltakeinto consideration both volt drop and current
carrying restraints subject to a maximum volt drop on 12v supplies of 0.6 volts. Cabling from SELV
transformers supplying Extra Low Voltage track shall be of sufficient size for the full current rating of
the transformer.

SELV Fitting
61 Shall comply fully with IEC598 and the relevant British Standard.

Catenary/Uninsulated Pole Low Voltage Systems
62 The use of uninsulated catenary or uninsulated pole separated extralow voltage systemsis
prohibited.

Earthing of SELV Equipment
63 Secondary windings of SELV transformers, fittings and lighting track connected to same shall not
be earthed.

Power Circuits

64 Circuits feeding 13 amp socket outlets shall be radials. Where there is more than one socket per
circuit, the maximum rating of the over -current protective device shall be 16A amps. Total load shall
not exceed 3000 watts and not more than 3 sockets shall be permitted on that circuit. A 30mA RCD
protective device shall be fitted.

Coils/Reels of Flexible CordCable

65 Coils of flexible cord or cable loose or on reels and forming part of the circuit shall not be
permitted.
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Protection of Wiring

Final Stand Wiring

66 All electrical wiring, where liable to mechanical damage or interference, shallbe tough overalll
sheathed or armoured or enclosed in protective conduit, trunking or cladding. Conductive materials
including flooring used to provide mechanical protection shall be efficiently continuously bonded to
earth. Where tough overall sheathed cables are used without further protection, e .g. withoutarmour
or protective conduit trunking or cladding, such cables shall have stranded conductors and shall have
a degree of flexibility. A 30mA RCD must be fitted to final stand wiring circulits up to 32A.

Temporary Supplies

67 The wiring of temporary supplies shall be subject to the requirements above. In circumstances
where full mechanical protection is impracticable the supply may be provided if 30 mA RCD
protection is installed.

Local Switches and Socket Outlets

Local Switches
68 Local switches shall be fixed out of reach of the public and shall be mounted and protected in a
similar way to distribution fuse boards.

Socket Outlets

69 Socketoutlets shall be of the switched type to BS 1363 (198A) of metal clad indus trial type or
suitable equivalent to BS 1363 (1995) for mechanical protection and be provided with suitable cable
entry protection.

70 Socketoutlet enclosures shall be securely fixed to walls, partitioning or floors in such way that
they shall not be subjectto mechanical damage and shall be located not less than 2 metres
(measured horizontally) from any sink unit. Suitable consideration must be given to the ingress of
moisture. Wall sockets shall be a minimum of 300mm above floor or work surface level.

Water Heaters
71 Water heaters shall be connected via fused spur outlets i NOT SOCKET OUTLETS.

Floor Sockets
72 Where a floor mounted socket outletis essential, it shall be adequately protectedfrom the
accidental ingress of water, and shall be of surface mounted pattern.

Plugs
73 Not more than one flexible cord shall be connected to one plug.

74 The rating of fuses in fused plugs shall be appropriate for both the equipment and flexible cord
connected thereto. Non flexible cords shall not be connected into plugs.

Adaptors
75 Multi-way plug-in type and bayonet adaptors shall not be used.

76 The use of trailing/b lock type 4-way fused sockets shallbe restricted to the following: One 4-way
unit per fixed socket outlet, subjectto a maximum loading of 500 watts total and its plug shall be
fused accordingly.

77 A maximum flexible cord length of 2 metres from plug to trailing block unit.
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Electric Motors

Isolators
78 Every motor shall be provided with an effective means of isolation on all poles and suc hisolators
shall be adjacent to the motor which they control.

Starting

79 Motors in excess of 7.5 kW (10 hp) shall be fitted with current limiting devices for starting, e.g.
shall not be started "direct -on-line". Where, however, the "direct -on-line" starting of a motor is
essential to the satisfactory operation of the machine, details of such requirements shall be
submitted in advance to the venue for dispensation.

Overload and No Volt Release
80 Every motor in excess of 0.375 kW (¥2 hp) shall be fitted w ith a starter having an overload
release in each phase line.

81 Every motor shall be provided with a suitable means to prevent automatic restarting after a
stoppage, due to a drop in voltage or a failure of the supply, where unexpected re -starting of the
motor might cause danger.

Guarding Equipment

Electrical Equipment and Exhibits
82 Electrical equipment and exhibits shall be guarded as necessary to prevent accidental contact

with live metal, moving parts, live terminals etc. and accidental short circui ting.

Conditions of Operation
83 Proper consideration shall be given to the conditions under which the equipmentis being
demonstrated, which may well differ from the conditions under which itis normally installed and for

which the normal safeguards will no longer be appropriate.

Lighting Fittings

84 Lighting fittings mounted below 2 metres from floor level or otherwise accessible to accidental
contact shall be firmly and adequately fixed and so sited or guarded as to preventrisk of injury to
persons or damage to materials.

Heat Generation

85 Incandescentlamps and other apparatus or appliances with high temperature surfaces shall, in
addition to being suitably guarded, be arranged wellaway from combustible exhibits and in such a
manner as would prevent contact therewith. Stands containing a concentration of electrical
apparatus, lighting fittings or lamps liable to generate abnormal heat shall have well ventilated
ceilings, which shall be made of non-combustible materials.

Transformers and Frequency C  onverters

Step-up Transformers

86 Step-up transformers shall not be installed without the written permiss ion of the venue. Where
such permission is requested, drawings and full details shall be submitted at the time of application.
Where, however, step-up transformers are used as an integral part of any electronic or similar
apparatus, appliance or equipment, and providing the use of such step -up transformers conforms to
the customary practice within a particular industry, no such permission will be requir ed.

Step-Down Transformers

87 Step-down transformers shall have separately wound primary and secondary windings. The iron
core and frame shall be connected to earth. In addition to the normal fuse protection on the phase
line(s) of the primary circuit, th e secondary protection in the phase line(s) and with three phase
transformers, the neutral connected to earth.
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Auto-Transformers
88 Auto-transformers shall not be used, except as an integral part of motor starters, unless the
written permission of the venue has been obtained.

Location
89 Transformers shall be placed in positions out of reach of the public and must be adequately
ventilated.

Oil-Filled Transformers
90 Oil-filled transformers containing more than 20 litres of oil shall be mounted in a suitab le catch-pit
or tray capable of containing the entire quantity of oil plus a margin of 10%.

Frequency Converters
91 The venue shall be notified in advance of the intention to provide apparatus to convertthe
frequency of the electrical supply to any machine or exhibit.

Space for Working

92 Electrical apparatus (other than exhibits and portable equipment) shall be fixed in position with
adequate space for operation and maintenance.

Chokes and Capacitors

Location

93 Choke and capacitor equipment for fluorescent lighting shall be fixed in accessible and welk
ventilated positions away from combustible material and shall be spaced atleast 10mm therefrom by
an air gap or by non-combustible material.

Connecting Wiring

94 Where choke and capacitor equipment for fluorescent lighting is not contained within the lighting
fitting, any connecting wiring exceeding 1.0 metre in length shall be of PVC sheathed, PVC insulated
flexible construction, placed well away from readily flammable articles and shall not be insta lled
under flooring or in spaces enclosed by stand construction.

Lighting of Cages

95 Any artificial lighting of cages or enclosures for livestock shall be arranged outside the cages or
enclosures and any heating shall be to the satisfaction of the relevant Authorities.

Lighting of Signs

Fixing
96 Electrically operated or illuminated signs shall not be fixed on wood or cloth unless effectively
protected by non-combustible material.

Construction and Wiring

97 Internally illuminated signs shall be constr ucted of approved materials and wired in approved
type cables (not flexible cords), which are related to the expected internal ambient temperature and
adequately ventilated.

Location

98 llluminated signs which in any way resemble exit notices and similar mandatory signs shall not be
positioned in such a way as to cause confusion to the public.
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Lighting of Showcases

Externally
99 Unless the exhibits are of a non-combustible nature, showcases shall be illuminated from the
outside only. A valid PAT testis required and the label clearly visible.

Internally

100 Internally iluminated showcases shall be constructed of approved materials and wired in
approved type cables (not flexible cords) and adequately ventilated. The minimum c.s.a of the cable
shall be 1.5mmz. The units shall be fused atthe correct current rating to protect cable and
equipment.

Battery Powered Lamps and Lighting

101 Individual lamps, powered by a dc battery supply are acceptable where the battery forms part

of a self-contained lamp unit. At no time must dc supplies be connected by means of an external
cable. Remote and lead-acid batteries must not be used to power lighting at any time. Wireless
controlled lamps (usually LED colour changing) are acceptable where the antenna is a composte part
of the lamp unit.

Electrical Discharge Lamp Installations

102 Discharge tube signs or lamp installations used as illuminated units on stands, or as partof an
exhibit, whether of high or low voltage operations, shall be regarded as high voltage for the purpose
of these regulations, and conform to the following conditions:

Location
103 The sign or lamp exhibit shall be installed out of reach of or shall be adequately protected from
the public.

104 The fascia or stand fitting materia | behind luminous signs of this nature shall be of non -
combustible materialand protected as required by BS 7671 (IEC364).

High Voltage Gear
105 High voltage gear shall be mounted on non-combustible material and protected as required by
BS7671 (IEC364).

Firemands Switch

106 A separate electriccircuit must be used to supply such signs or lamp exhibits, and shall be

controll ed by an approved pattern AFiremands emer
position and | abelilreda fiviiisriebnhaen épso sSwiitocnhdo n accor da

requirements.

Approval

107 The venue shall be advised by persons responsible for installing this type of apparatus of their
proposals prior to installation on-site. No installation of this type will be permitted unless approved by
the venue in writing.

Electrical Coo kers, Kettles, Irons, Radiators etc.

General

108 The use of radiators or heaters with exposed elements is not permitted. Any apparatus, which
has a hot surface, and all electrical appliances such as electrickettles, radiators, irons etc. shall be
guarded where necessary and stood or mounted on non-combustible material. All appliances under
this heading which are liable to exceed a surface temperature of 70 °C shall be supplied from a
socket outlet having a pilot lamp indicating whether the appliance is switched on or not. Kettles,
irons, radiators and similar appliances shall not be connected to the lighting circuit; they shall be
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separately connected to the electrical supply. Electric cookers shall be wired on an independently
fused final sub-circuit complete with 30mA RCD protection. All equipment shall be PAT tested and
labelled.

Electric Kettles
109 Electric kettles shall be fitted with an automatic safety device whereby in the event of boiling
dry the kettle will be automatically disconnected.

Adjacent Construction

110 Walls adjacentto all electrical cookers, irons, kettles, hotplates etc. shall be protectedwith non -
combustible material. Shelves are not allowed immediately above any of the appliances, and
adequate ventilation shall be provided.

Batteries

111 Charged batteries may only be exhibited as part of electric lighting, ignition or starting for motor
vehicles, boat engines, small demonstration house lighting plants or other small working devices. No
stand lighting shall be connected thereto. The use of approved purpose made self-contained
secondary lighting fittings both of a maintained and non -maintained pattern willbe permitted
provided thatthey are connectedtoa 24-hours up pl vy ( Bates Paversdhamips and
LighXingo

Terminals
112 Allterminals of charged batteries, whether in use or not, shall be fitted with a cover of non -
conducting non-combustible material.

Switches and Fuses
113 A double pole metal clad switch with suitable fuses shall be fitted and shall control all

connections serving such appliances

Charging
114 The battery charging unit shall be fitted with an approved type of automatic current regulator
which cuts off the mains supply to the rectifie r when the battery is fully charged.

Times for Charging
115 The battery shall not be charged on the stand except at times when the public is not in the hall.

Charger Isolation

116 The circuitto the charger unitshal | be directly connected to the v enue's supply with its own
isolator, separate from all other circuits, to permit the isolation of these other circuits without
affecting the charging circuit.

Enclosure
117 The vehicles or equipment and its charger must stand in a free and enclosed space, the battery
box cover shall be removed and the gas vents of the cells shall be cleared and inspected daily.

No Smoking Signs
118 "No Smoking" signs shall be displayed in the vicinity of the charging operation.

Batteries Not in Use
119 Charged batteries notin use on exhibited vehicles or other exhibits shall be disconnected at
both terminals.

Harmonic Distortion

120 The venue's mains normally provide an acceptably "clean” supply. However, no protection is
automatically incorporated to counteract interference produced by other exhibitors' equipment
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connected to the same source of supply. All sensitive/vulnerable equipment should therefore be
protected by filters etc.

Electrical equipment which produces harmonic distortion can cause problems for the local area
supply board, the venue, and other clients inthe hall. This equipment may only be used if adequate
precautions and harmonic filters are used.

121 The customer 6s equipment shall not under any cii
in excess of the following:

122 Third harmonicsin excess of 48A RMS and /or in excess of 15% of load current; Fifth harmonics
in excess of 28A RMS and no harmonic current emissionsin excess of the recommendations givenin
the Electricity Ass ommendiono@8s Engi neering Rec

123 The VENUE reserves the right to:
Refuse to connect any suspect equipment and disconnect any known problem equipment.

124 Connectonly via a physically separate supply (e.g. a generator).

125 Impose additional charges to cover the costs of remedial works, depending on the exact nature
of the harmonics being produced by the load.

126 Recover any costs to repairdamagetotheve nueds supply equi pment or t

Electro Magnetic Compatibility

127 Any electrical equipment radiating a magnetic fiel d could cause problems for the venue and
other clients in the hall. This equipment may only be used if adequate precautions and suitable
screening is provided.

128 Any extra costs involved to overcome the magnetic problemswill be the responsibility of the
installer.

129 Liability for any costs/damagetove nue 6 s supply equi pment or other :
installer.

130 The venue reserves the rightto refuse to connect up any suspect equipment and disconnect any
known problem equipment.

Mains Supply

Right of Supply
131 All currentfor consumption on the p remises, howsoever generated, shall be supplied by the
venue.

Standard Supplies

132 These comply with the EU Harmonized Voltage Band of + 10%and 1 6%
Single phase 230v 50Hz (216v to 253v)

Three phase 415v 50Hz (376v to 440v)

133 All electrical appliances used by exhibitors must be compatible with standard UK voltage
provided by the venue, so as to ensure safety in use.

"Clean" Supplies

134 The venue's mains normally provide an acceptably “clean” supply. However, no protection is
automatically incorporated to counteract interference produced by other exhibitors' equipment
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connected to the same source of supply. All sensitive/vulnerable equipment should therefore be
protected by filters etc.

Separate Lighting and Machinery Mains
135 Where requested separate mains can be supplied by the venue for machinery and for lighting
and small power.

24 Hour Supplies
136 24-hour supplies are available for any standard supplies during the open period and by
arrangement for breakdown of an exhibition. 24-hour supplies cannot be guaranteed during build -up.

Non-Standard Supplies
137 Alternating current supplies which are non-standard in voltage, current or frequency and direct
current supplies may be arranged on application to the venue.

Load Limitation

138 The venue, atits own discretion, will limit the power rating of a supply or supplies where, in the
venuedbds opinion, the |l oad or combi nateffeotonthef | oads
supplies to other exhibitors. Where itis proposed by the organiser to group exhibitors demonstrating

heavy current consuming machines in such a way as to cause an abnormal demand (e.g. in excess of

100 watts per square metre) in a particula r section of the exhibition, the o rganiser should discuss

this arrangement with the venue prior to the final allocation of stand space to exhibitors and should

conform to any rearrangement required by the venue.

Power Factor

139 The venue aims to achieve a minimum .9pf on -site butis required by the Electricity Supply
Authority to maintaina power factor of not less than 0.92 lagging. Where electrical machines or
equipment at an exhibition are s uch thatin the opinion of the venue the p ower factor is likely to fall
below 0.92, power factor correction apparatus shall be supplied and installed by the person
responsible for the electrical installation.

Correction Apparatus

140 Correction apparatus shall be connected on the "load" side of the main switches controlling the
supply to the stand or individual piece of equipment. The scale of provisi on shall be that agreed by
the venue.

Notification
141 The venue will notify o rganisers, within a reasonable time after it becomes apparent, of the
likelihood of correction apparatus being required at the exhibition.

Main Supply Cables

Supply and Installation
142 Allmainsupply cablesfromtheve nue 6s el ectrical distribution sy
which may be an exhibit, stand or group of stands, shall be sup plied and installed by the venue.

Termination
143 Each cable will be terminated with a fused isolator or circuit breaker supplied by the venue.

Separate Lighting and Machinery Mains

144 Separate mains will be supplied for machinery from those used for th e provision of lighting and
small power. A machine is defined as a single item of plant or equipment, which could not be
connected using a 13-amp socket or spur unit.

Connection of Machinery to Lighting Mains
145 Connection of machinery to lighting mains will be permitted.
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Connection of Lighting or Small Power to Machinery Mains

146 Connection of lighting or small power to machinery mains is prohibited. If any such connections
are made, then the party responsible for placing the order for electrical suppl ies to that stand will be
required to order and have installed an appropriate lighting main. Where this is not practical the
stand will be subjectto a surcharge equivalent to the late order cost of the lighting main which would
otherwise have been installed.

Proliferation of Mains Cables

147 Where installation of a number of small supplie swould, in the opinion of the v enue, lead to an
unacceptable proliferation of mains cables, the venue may, atits discretion, either itself install a large
main cable and provide the mains ordered by sub distribution within the block, or instruct the
nominated electrical contractor that only a single main will be installed to the group of stands.

Access for Installation

148 The main supply cables to stands or exhibits will be installed before or immediately aft er the
starting date of the licence p eriod, provided that the supply has been ordered from the venue by the
agreed date. Before occupying the stand site, exhibitors and their ¢ ontractors must check with the
venue that the supply cables have been installed and, if not, shall only occupy areas of the stand site
permitted by the venue until such time as the supply cables are installed.
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Appendixl: Form
Although test forms will vary , the following represents the minimum information req uired:

eGuide August 2020 pg. 63




















































































































































































































































































