
 

 

 

HEALTH & SAFETY 

All activities on-site (including but not limited to booth construction, demonstrations, and breakdown) must comply 

with all current health & safety legislation. This section of the manual has been produced to provide exhibitors with 

clear, simple suggestions for understanding health & safety & implementation of a suitable & sufficient safety 

management program to comply with Health & Safety procedures. 

 

STATEMENT 

It is the policy of Oliver Kinross to endeavor to seek the co-operation of all concerned to achieve the highest 

standards, in all aspects of Health & Safety. 

 

It is important to ensure that safe working practices are always maintained, which includes ensuring that 

everyone is reminded of their responsibilities whilst working at the exhibition. 

 

As an Exhibitor, it is essential that you are aware of your obligations. 

 

YOUR DUTIES & RESPONSIBILITIES 

As an exhibitor, you must ensure the health, safety and welfare of your employees, contractors and visitors as far 

as is reasonably practicable throughout the exhibition. You should ensure that your actions (or in-actions) do not 

give rise to accidents, injuries, or unsafe working environments, provide proper information, instruction and training 

and supervise all parties throughout the show. You should also check that any contractors, suppliers, agents, etc. 

that you may be using have a Health & Safety Policy, suitable to the exhibition environment. 

 

Among your duties, (many of them statutory owed under Health & Safety legislation), the following are particularly 

relevant and could be subject to verification during the exhibition. This list is by no means exhaustive, and a 

responsible attitude must be taken on all matters of Health & Safety whilst on-site. 

 
● A “suitable and sufficient” risk assessment should be compiled covering your participation in the exhibition. 

This assessment must be in writing if the workforce totals 5 or more. (See also section dedicated to risk 
assessments below. 

Work Equipment 

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

● Woodworking machinery, tile cutters etc. shall be used with consideration for the effect on others 
nearby (noise and dust) and may be required to be used outside the venue. 

Portable Power Equipment 

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

● It shall be visibly marked as inspected and tested within the previous 12 months. 
● Portable electric tools are to be used with the minimum length of trailing leads and such equipment should 

not be left unattended with a live power supply to it. 



 

 

 

Working at Height 

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

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

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

 
● Equipment used for working at height must be suitable for the task, e.g.: a) domestic steps and ladders are 

NOT permitted – only industrial steps and ladders are permitted; b) mobile tower scaffold shall be constructed 
and used as identified by the manufacturer; c) all working platforms shall be protected by guardrails when at 
a height assessed to present a hazard; d) guard rails, toe boards, barriers, etc., must be of sufficient size and 
strength and placed and secured correctly; e) working platforms and the supporting structure must be stable 
and capable of supporting the loads; f) wheeled structures must have wheel locks or other measures to prevent 
slippage. They must be safely erected, used and dismantled & g) nets, air bags and other collective safeguards 
must be risk assessed to demonstrate that no other, safer work equipment is available, and that appropriate 
training has been provided. All equipment must also be appropriately inspected. 

Protective Clothing 

● All booth contractors and staff must wear suitable protective clothing relevant to their job, which includes eye, 
ear, foot, and hand protection. During Move-in and Move-out, all personnel must wear hard hats when working 
beneath or near overhead working. 

Flammable Liquids / Chemicals 

● Flammable liquids and substances must be used and stored safely and segregation from waste and other risk 
areas. 

● Chemicals and flammable liquids must be removed from the exhibition venue after use by the user or, in 
exceptional circumstances, brought to the attention of the venue cleaning department for safe and proper 
disposal. Such products must not be placed in general rubbish bins or skips. 

Dust & Fibers 

● Any construction process likely to generate dust and fibers must be controlled under COSHH and processes 
involving elevated levels of dust will not be permitted to take place inside the venue. 

Noise 

● You are required to assess the risks to your employees from noise at work, take action to reduce the noise 
exposure that produces the risk, provide your employees (and those in the immediate area) with hearing 
protection if you cannot reduce the noise exposure and ensure that the legal limits on noise exposure are not 
exceeded. 

 

Construction & Display Materials 

● All construction and display materials must conform to the standards set out in section 4 of the Booth 
Construction Regulations. 

Electrical Safety 

● All electrical work within the Halls will be carried out by the Organizers’ nominated contractor. Compliance 
with the Electricity at Work Regulations 1989 is mandatory. 

● A suitable number of sockets and power should be ordered for the requirements of your booth. Overloading 
of sockets and cable runs using extension leads is prohibited. 

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



 

 

 

Hot work 

● You must not undertake any welding, cutting, or grinding that uses open flame or produces heat and sparks 
without getting a Hot Work Permit from the venue. Hot work activity will require a risk assessment and 
method statement prior to any permit being issued. 

Alcohol 

● The consumption of alcohol in the venue during Move-in and Move-out is not permitted. 

● Serving of alcohol by exhibitor personnel is not permitted. Only the Cultivated can service alcohol. 

Cultivated is the sole holder of the New York State issued liquor licenses for the Javits Convention Center. 
We retain the exclusive right and responsibility to provide and dispense any alcohol served at the facility. We 
reserve the right to request photo identification from any guest in attendance and to refuse services to 
attendees who do not have proper identification or appear to be intoxicated. Under New York State law, 
alcoholic beverages are not permitted to be removed from the facility 

 
Drink Responsibly 

● We will be operating 'think 25' (if somebody appears to be under 25, ask them for their ID to prove they 
are over the age of 21) Alcohol may not be served to anyone under the age of 21. 

● The terms of the Licensing Act 2003 apply 
● Alcohol cannot be served before 10am 
● Service Staff must be over the age of 21 
● Products for retailing / sampling must be held in a secure area 

● Alcohol must not be served who anyone who appears to be under the influence of alcohol 

On-Site Monitoring 

To ensure that these duties are always complied with, the Organizers have appointed dedicated Health & Safety staff 

to monitor the show floor throughout the build-up, open period, and breakdown. In the event of you or your 

contractor not following correct health & safety practices, the Organizers and Venue will follow this 3-step 

procedure: 

1. first issue a verbal warning 

2. then a written warning 

3. Finally, if bad practice continues the Organizers / Venue will issue a Cessation of Work Notice, requiring 

the contractor / exhibitor to leave site until such time as correct materials or correct working practices are 

satisfactorily implemented. 

KEY EXHIBITOR REQUIREMENTS 

1) Appointment of A Safety Planning Supervisor 

The Organizers recommend that you appoint a Safety Planning Supervisor to manage your on-site Health & Safety in 

conjunction with your booth planning including the provision of proper information & instruction, training, 

guarding & supervision of all parties concerned through the show. 

 

2) Health & Safety Declaration Form 

All exhibitors MUST complete & return the Health & Safety Declaration to indicate their commitment to Health& 

Safety at the exhibition. Please email a rendering of your booth to questions@theshowheper.com 

 

3) Risk Assessment 

There is a legal requirement under the Management of Health & Safety at work Regulations (MHSWR) to carry 

out a “suitable and sufficient” risk assessment identifying all “significant risk” connected to your activities on site 

– both during build-up / breakdown and the open period. The scope of this assessment may vary dependent upon 

whether you are a shell scheme / pipe and drape or raw / space only exhibitor. 
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Risk assessment – Raw / Space Only Exhibitors 

 

All Raw space / Space only exhibitors must undertake an event specific risk assessment covering a) the safe erection 

and dismantling of their booth, b) any activities on their booth during the open period with risk (such as mechanical 

demonstrations, food, catering etc.) & c) their fire risk assessment for the booth once it is in use. A risk assessment 

template is included for your optional use. If you have appointed a contractor to build and dismantle your booth, it is 

your responsibility to ensure they submit their own suitable and sufficient risk assessment. 

Examples of common risks associated with an exhibition include: 

 

● All construction works 

● Multiple contractors working in a single workspace 
● Fall from working at height and working on a live edge 
● Slips, trips, and falls on a level surface 
● Manual handling 
● Falls on stairs 
● Injury from electric shock 
● Objects falling from height or loads falling from vehicles 
● Structural collapse of a booth 
● Fire and fire related incidents 
● Excessive working hours 
● Stress 
● Alcohol and drug misuse related incidents 

● Hazardous or moving exhibits on your booth 

The Key to a risk assessment is recognizing that whereas there are a great many things which are hazardous, itis 

the control in which they arise which dictates whether they are actually a risk. See the example space only risk 

assessment below for more information on how to carry out a typical risk assessment. 

Do not forget to either submit a separate fire assessment or include your fire risk assessment as part of your overall 

assessment. 

 

Risk Assessment – Pipe & Drape Exhibitors 

 

The erection of your Booth will be covered by EES’s own assessment. If the rest of the activities occurring on 

your booth (either during Move-in / Move-out or the open period) are without significant risk, you may complete 

the Risk Assessment Template for Simple Pipe & Drape Booth. If you are constructing any structure within your 

booth or carrying out activities with significant risk, you are required to complete and submit a specific risk 

assessment covering the relevant activities. 



 

 

 
 

HA Z A R D &  

CO NS EQ UENCE  

 

WHO IS A T R IS K?  

A S S ES S THE R IS K  

CO NTR O L MEA S UR ES  

 

CO NTRO L WEIG HTING  

(W) 

 

PO S T CO NTRO L  

RA TING  
P x S = R 

      

C onsidering eac h task in turn 

to assess eve rything that 

could re asonably 

fore seeably go wrong for 

eac h task. Hazards to 
considerare: 

 

Consider who is at ris k suc h 

as contrac tors , stand staff, 

O rganize rs , members of the 

public e tc . 

 

Assess both the probability of an inc ide nt or ac c ide nt 

oc c urring and the potential severity it if does happen. The 

probability x the severity – the ris k 

Having determined the 

hazards and to what extent 

the y pose a ris k, we now 

need to take a methodic al 

approac h to re duc e the risk 
at sourc e . C onsider: 

 

Assess how muc h diffe renc e 

the c ontrol measures have 

had on the ris k 

Re- evaluate the post c ontrol 

rating. Risk le ve ls should now 

be ac c eptable ormore 

c ontrol measures will be 

re quire d. 

 

● Hazards that 
cause injury such as 
a broke n bone 

  

● Eliminate the ris k at 
sourc e – the re is a point at 
whic h any operation is s imply 
too ris ky, and an alte rnative 
approac h is re quire d. 

  

● Hazards to 
health suc h as noise 

 

A c common approach h is to use a number system as detailed at 

the bottom of this template . 

● Substitute for 
a safe rmethod or 

produc t 

  

● Physic al 
hazards – e .g. a 

vehic le 

  ● Reduc e the 
ris k in a quantifiable 

way 

  

● Chemic al 
hazards – e . g. 

c arbon monoxide in 
e xhaust fumes 

  
 

● Isolate the 
hazard 

  

● Biologic al 
hazards ego food 

poisoning 

  

● Control the 
risk 

  

● Ergonomic 
hazards e .g. upper 

limb disorde rs from 
working a ke y board 

  
 

● Use PPE 

  

● Psychosocial 
hazards, ego 
viole nc e 

     

      

Then consider the potential 

consequences assoc iate d 

with eac h hazard – e. g. with 

an e lec tric al fault, the 

consequences  are  both 

potential injury from the 
shoc k ora fire 

     

EX A MP L E: 
     

        

Ac c e ss & e gre ss of ve hic le s: ● Sta ff 2 4 8 
1. Abide by 

venue traffic rules 

 

0. 5 
 

4 - Ac c eptable 

  

● Exhibitors 

   2. Co- operate 

withvenue traffic 

teams 

  

 

● Impa c t injurie s 

 

● Contra c tors 

   3. Provide 

banks man for 

vehic les passage 

through hall 

  

 

● Collision 

 

● Me mbe rs of the 
public 

   4. Ensure warning 

beepers ac tivate d 

when 

  

     
vehic le s re versing 

  

Proba bility (P ) S e ve rity (S ) Ca lculation of Risk (R) : P X S Control We ighting (W) 
 

5: Ce rta in 
5: Multidea th / injury 4: Single 

de a th  

5- Ja n 

 

LOW: 

 

Ac ceptable risk 

 No e ffe ctive Me asures / 

Ve rba l 

 

4: P roba ble 
3: RIDDOR ma jor injury 2: 

RIDDOR 3 da y 
Disc ipline 

 

3 : Even Cha nc e 1: Minor / Firs t Aid 
  

Ac c e pta ble risk but 

monitor daily 

 Ve rba l induc tion / PP E /  

6 – 11 MEDIUM: 0.7  

2: P ossible 
  

   Written instruc tion 

 

1: Re mote 

 
  Imp le me nt c ha nge s   

 
  / Immedia te Ac tion 

 & Furthe r Contro ls  

 En gine e re d solutions / 

12 – 18 HIGH: 0.5  

    
Re quire d 

 
Proc e dura l c ontrol 

 

     

Ce a se action 

imme dia te ly 

 
P e rmit to Work / 

 

19 – 25 UNACCEP TABLE: 0.25    
   Spe c ia l Controls / Sa fe history 



 

 

 

METHOD OF STATEMENT 
All Raw space / Space only exhibitors must also submit a suitable Method Statement with their booth designs, 

detailing the processes by which the booth will be built and dismantled. These statements should be followed by all 

involved parties on-site to ensure that all necessary steps and precautions are taken. You must also obtain copies of 

method statements for their own reference from all parties who undertake work on your booth. 

As a guide, Method Statements should cover the following areas: 

Named Responsible Person: The employee who will be responsible for construction & breakdown of your 

booth or structure. 

Details of The Booth: Loadings, dimensions, location, unusual booth features. Due to the nature of restricted floor 

loadings in parts of the building, please give the gross and live loads of scaffolding, structures and any heavy exhibits. 

Access: Details of entry points into the halls and the route to the final position. 

Erection: The sequence & schedule in which all the booth elements will be built, including alignment, electrical 

connections, etc. 

Stability: Methods of ensuring adequate structural stability at all times of individual members (including columns) 

and sub-assemblies, as well as the partially erected structure. A detailed method of erecting the structure should be 

devised to ensure those activities such as lifting, initial connection, alignment and final connection are carried out 

safely. 

Lifting / Hoisting: Specify the equipment(s) to be used (i.e. cranes, forklifts, hoists, platforms), their capacities, 

weight, locations and floor loadings. Check the operative’s current license or Certificate of Competence. Check 

machine’s inspection certification or maintenance record and logbooks. 

Scaffolding: Include details of temporary & mobile scaffolds, access towers & other work at height which you 

intend to carry out. People working close by must be protected in terms of providing safe places of work and means 

of escape. This applies to special platforms. 

COSHH: Any proposed use of hazardous & toxic substances must be advised to the venue. Outline the protection 
provided for employees and workers on adjacent booths. 

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

ventilation and other control measures will be provided? Details of any special waste services being provided must 

be submitted. 

Services: State where electrical work will be carried out, welding, compressed air, water or waste services will be 
brought on-site. 

Safety Features: Identify the safety equipment & precautions you will be providing on-site, including any 

protective measures you will be implementing, and areas of risk as highlighted from your Risk Assessment. This 

includes fire precautions, in particular any welding operations and screening protection for the eyes. Grinding and 

cutting operations must be similarly treated and relevant precautions taken. 

Exhibits: Provide the Organizers with details on exhibits which may present a risk to the public and / or the 

operator. How will this exhibit be delivered onto your booth? What machine guarding or other special requirements 

are there? What hazardous waste will be produced, and what measures will be employed to dispose of that waste? 

Hot working: Obtain hot working permits from the venue prior to commencement of work for Oxy acetylene cutting 

/ Welding, arc welding, / oil blowlamps, grinders, tar boilers, LPG burners, soldering. 

Fire Safety: Please contact the Organizers for further information– ‘what to do in the event of a fire’ 

Fire & Emergency Procedures: You have a duty to circulate the venue’s fire and emergency procedures to all your 

appointed contractors and booth personnel. 

Water Safety: If you are intending to have any water features on your booth, please contact the organizers. 


