	SCHOOLS RISK ASSESSMENT 

	Show:     Clotheshow Live 2003
	Show period: 5th – 10th December 2003 

	Venue:      National Exhibition Centre                   
	RA Undertaken by  Caroline Hills

	Hall(s):     6,7,8,910,19 & 20
	Signed:

	Organiser:  Haymarket Exhibitions Ltd 


	Date:


Specific action which has been taken to control and minimise the identified risks to health and safety include:

1) The Rules and Regulations are produced in line with Haymarket Exhibitions Ltd Guide to Health and Safety which is available by request.

2) All exhibitors are required to confirm that they have undertaken a risk assessment for the event and to submit their risk assessment and a work method statement.

3) Organisers contractors are required to submit a risk assessment and work method statement for their areas of responsibility.

4)  Experienced Health and Safety Officers &  Floor Managers have been appointed who will be on site during the main days of build-up/break down and all open days.

	Task:
	Hazard(s):
	Who’s at risk:


	Risk Level:


	Precautions and Control Measures required:

(State existing measures if adequate)
	Further Action Necessary:

	Alcohol on site
	Underage drinkers, dulling of perceptions
	Under 18’s, visitors to show
	Low
	1. All bars are run by the licence holder – NEC

2. No alcohol  to be served to Under 18’s in line with the regulations for the consumption and selling of alcohol.

2.   Floor Managers to monitor on site and take appropriate action;

1. Exhibitors to control visitors to their stands during the Open period;

2. NEC staff and contractors issued with instructions via safety bulletin.

3. Staff handbook advises that it is unacceptable protocol to consume alcohol during working hours.
	Monitor on-site.

Any persons deemed to be under the influence of alcohol and a potential risk shall be removed from the venue 

	Carpet 
	Trips, Falls
	Contractors, Organisers, Exhibitors, visitors
	Medium
	1. Carpet is close covered in halls.

2. Standby carpetlayers on site to repair any tears, rips etc
	Carpet fitter on standby during open hours to repair any damage immediately.



	Children on site
	Loss of contact with parent/guardian


	All persons on site, especially children.
	Medium
	1. Mobile telephone number of teacher/head of group taken so that they can be contacted if a child is lost or separated.

2. Children only to be handed over to a clearly recognised parent/guardian/teacher/head of group.

3. Staff briefed on procedure for caring for lost children

4. Dedicated schools meeting point in Atrium between halls 6 & 20.

5. Teachers/head of group to report to Organisers Office (Hall 20) any lost children.

6. Organisers office radio security staff to locate child.
	

	Clearing visitors from Show at show close
	Exits blocked, trips, damage to property
	Exhibitors, Visitors
	Low


	1. Repeated announcements are made on the tannoy asking visitors to leave the show;

2.  Restocking of stands starts 15 minutes after the close of the show to allow visitors to leave before this activity begins;

3. Although breakdown commences at close of show, vehicle entrance doors are not opened until the halls are clear of visitors.

4. Security personnel move through show to encourage visitors to leave.
	All show staff are aware of these proceedures


	Task:
	Hazard(s):
	Who’s at risk:
	Risk Level:
	Precautions or Control Measures required:
	Further Action Necessary:

	Crowd Control
	Crushing, panic, trapping
	Exhibitors, Visitors Organiser staff, Security
	Medium


	1. Only agreed level of tickets, paid or complimentary will be sold or distributed.

2. Distribution of advanced ticket sales reports provided to Organiser to help anticipate numbers per day.

3. Suitable space around the stands monitored by Floor Managers.

4. Particular attention paid to the Theatres where crowds could gather.

5. NEC Security Staff deployed throughout the show monitoring visitor numbers and flow.

6. Additional trained security staff, employed where crowding is anticipated and to escort celebrities when moving about the show during open hours 
	If areas become over crowded, activity to be stopped and crowd dispersed by security and Organisers staff.



	Deliveries during show open period
	Obstruction to exits


	Exhibitors, Organisers, Visitors, Security and Staff
	Low
	1. Deliveries only allowed outside show open times;

2. Times of delivery regulated by Organiser and controlled by NEC Traffic and Security Departments;

3. No vehicles allowed to stop around perimeter of the building.  Any deliveries to be directed to designated area.

4. NEC Traffic Control vehicle movement.

5. NEC Security control all points of access to show. 
	


	Task:
	Hazard(s):
	Who’s at risk:
	Risk Level:
	Precautions or Control Measures required:
	Further Action Necessary:

	Disabled access
	Trips, falls, injuries
	Disabled visitors
	Low
	1. Designated parking for Disabled Visitors;

2. Security  instructed in procedures;

3. All areas at the NEC are suitable for wheelchair access and each hall has one or more accessible toilets;

4. NEC information line for disabled visitors communicated via Box Office

5. Exhibitors are advised that their stands must comply with the Disability Discrimination Act 1999 in the Exhibitor Handbook.
	

	Electricity supplies on stands
	Electrocution, short circuiting
	All persons on site
	Low


	1. All installations to be inspected by NEC appointed Electrical Safety Inspector before being energized;

2. All installations will be carried out by the Official Electrical contractor for the show, Melville Electrical;

3. Where possible all electrical cables buried in outside areas to avoid trip hazards.  Where this is not possible, cables are to be covered using ramps.

4. Stands supply – exhibitors must comply with NEC regulations as per organisers instructions to exhibitors and contractors in Exhibitor Handbook. 
	


	Exit from the halls in an emergency
	Extended exit time from halls; crushing in panic; blocking by rubbish.
	All persons on site
	Medium


	1. The current numbers of exits from the Halls are adequate for intended capacities; and Emergency gangways designated;

2. Trained NEC Security manning doors  trained in the evacuation of the halls.

3.   The NEC Fire Officer will monitor the exits being padlocked overnight for security

4.   NEC cleaning contractor will remove rubbish from gangways and exits;

5.   Organisers and Floor managers to co-operate and check that NEC security have unlocked exits each morning; and to respond accordingly to deal with any obstructed exits.

6. NEC emergency evacuation plans to be implemented by NEC security staff.

7.    NEC emergency evacuation plans communicated to exhibitors and organisers staff via Exhibitor Handbook, Staff Manual and a Stand drop on site.
	Show will not open until all NEC venue staff in areas of fire, health & safety are happy and venue is safe.

	Emergency gangways
	Need for access of the emergency services
	All persons on site
	Low
	1.  Lifters, floor managers and health & Safety officers will monitor.  Communicated to all parties and policed by floor managers.

3. Mandatory emergency gangways are designed and included into the floor plan.  No obstructions are or will be allowed in these or any non mandatory gangways during the open period of the show.
	

	Emergency Procedures: Communication of Responsibility
	Not knowing what to do in an emergency situation.
	All persons on site
	Medium


	1. NEC Emergency procedures and major incident plan which is communicated via the exhibitor handbook, staff handbook and on-site stand drop.  The NEC has total responsibility in conjunction with local authorities.


	To be implemented by start of tenancy


	Fire Precautions
	Death, serious injury, panic, damage to property.
	All persons onsite
	Medium


	1. Ensure any gas cylinders are stored in cages provided outside of venue;

2. CO2 extinguishers and fire blankets needed for all kitchen areas;

3. NEC to supply general fire extinguishers around show.

4. Ensure regular waste removal.

5. Directional maintained ‘Fire Exit’ signs to be suspended on all complex stands where required and checked by NEC Fire Officers;

6. Stipulated in Exhibitors Manual that all materials to be BS476 as appropriate; 

7. All car exhibits to be made safe as soon as brought into hall;

8. Guidelines for hazardous substances outlined in Exhibitor Handbook.

MEANS OF RAISING ALARM:

9.    If fire is spotted you should raise alarm either by contacting a security guard or as follows:

10. All security and Floor Managers onsite to be on direct radiolink and/or telephone link to NEC Control, who in turn have 999 telephone link to main Fire Brigade station. NEC Control to also have telephone and radio links to Operations Manager;

11. By calling control, activate emergency plan;

12. Break glass on firepoint and press alarm button.
	Larger Space-only Exhibitors to supply their own fire extinguishers – put note in Safety Bulletin now.

Check signage onsite.

All dry risers/fire hoses marked on floorplan, and inspected by Fire Officer during buildup and left unobstructed.




	Task:
	Hazard(s):
	Who’s at risk:
	Risk Level:
	Precautions or Control Measures required:
	Further Action Necessary:

	Food Hygiene & Safety
	Contamination
	Exhibitors, Organisers, Visitors, Security and Staff
	Low
	1. Environmental Health and Trading Standards and Advice on Food Safety communicated where required.

2. NEC has sole rights for  the sale or distribution of any food or drink.  Any exhibitors wishing to sell or distribute food or drink have to apply for permission to the NEC;

3. All exhibitor catering areas checked by NEC and Organisers;

4. Dispose of broken glass/crockery via strong cardboard boxes and marked as GLASS.
	

	Lifting operations in the halls
	Hitting pedestrians and exhibits.
	All persons on site
	Low


	1. Only the appointed qualified contractor, TNT Showfreight, is to do any lifting in the halls;

2. Risk assessment  and Method Statement have been submitted by TNT.  Individual certificates of Competence may be checked onsite;

3. Areas are to be cordoned off wherever practicable to allow for static lifting (cranes) and all drivers are to be experienced in working in an exhibition environment;

4. Forklift operations are to be monitored by Health & Safety Officer, floor manager and hall managers to conform to LOLER and (HSG6);

5. No lifting is carried out during the open hours of the show or until all visitors are cleared from the halls.
	Risk Assessment required at least 1 month before the show.

All lifting to be monitored by on site floor managers.



	Low level lights


	Burns to children and visitors in general
	Visitors
	Low
	1. All Exhibitors are required to submit stand plans;

2. All Exhibitors are required to submit a Risk Assessment detailing the control of potential risks;

3. Stand Designers and Exhibitors to be warned against using this type of lighting.

4. If risk appears, Health & Safety Officers to ensure the lighting is adequately guarded.
	

	LPG on Stands


	Fire

Explosion

Manual handling
	Exhibitors, Organisers, Visitors, Security and Staff
	Low
	1. NOT permitted in Hall unless equipment is checked by Corgi registered Engineers and certificate for equipment obtained by Event Management;

2. Manual handling of LPG cylinders not permitted without specific consent of hall manager with conditions informed.
	

	Noise
	NIHL, tinnitus and other hearing problems; failing to hear emergency messages.
	All persons
	Medium
	1. All speakers are to face into the stands to minimise the amount of bottlenecking that occurs;

2. Noise monitors employed to monitor the amount of noise in the halls and on stands with the aid of a noise meters.  Exhibitors will be notified of acceptable machinery/exhibit noise levels.
	All reminded of the noise limit in Bulletin (85dBa). Monitored from day one of build up.

Exhibitors repeatedly exceeding 85dBa will have their power switched off.

	Noise: Tannoy system


	Audibility and Health & Safety Announcements
	All persons on site, visitors
	Medium
	1. Organisers to ensure regular safety announcements as required;

2. NEC to provide suitable PA system and check that it is audible throughout the halls.

3. NEC to carry out daily check of PA systems and emergency announcements.
	


	Overhead Working


	Falls, trips, dropping of materials and tools, slipping off platforms and ladders.
	Contractors, Exhibitors, Organisers, Organising Staff
	High
	1. NEC responsible for all rigging on site.

2. No overhead work allowed when halls are open to the public


	

	Periods of heavy rain
	Trips, slips, falls, 
	Visitors, Contractors, Venue Staff, Organsiers, Exhibitors
	Medium
	1. Trip hazards should be reported to the Organisers Office (Hall 20) or a security guard immediately.

2. Cleaners are employed to clear up any water or fluid

3. Appropriate signage to be deployed.
	

	Protesters
	Panic, crushing, trips
	Exhibitors, stand staff, NEC staff, Organisers, Visitors
	Low
	1. Protesters gaining access to the halls and creating a danger to themselves or visitors will be removed by the Organisers, Hall Management and Security in a safe and orderly manner.

2. Specialist security company employed.
	To be monitored day to day.

	Poor Lighting 
	Crushing, panic, injuries and damage to property
	Exhibitors, Contractors, Sub-Contractors, Venue Staff, Organisers, 
	Low
	1. Lighting levels in halls are computer controlled with a minimum of 200 lux;

2. Full house lighting is switched on in exhibition halls during open period.

3. Fashion Theatre house lights taken down once audience seated.

4. Any late comers to the Fashion Theatre will be guided to their seats by trained ushers/stewards.
	


	Packaging and General Waste
	Trips and falls
	Visitors, Contractors, Exhibitors, Organisers, Staff & Security
	Medium
	1. Collected by Cleaning Contractor on regular basis and taken  for compaction and subsequent removal;

2. Organiser and exhibitors to liaise with NEC Event Planner  to control excessive waste.

3. Specially employed team of litter pickers to target potential hot spots.
	


	Rubbish
	Trips, falls, blocking of gangways and exits
	All on site
	Medium
	1. NEC Cleaning Staff to clean exhibition stands, features, gangways, Public areas  and Organsiers’ office suites the day before and during the exhibition.

2. Litter picking team employed during open days.

3. Catering Areas to be monitored by NEC catering staff.


	

	Separation from group
	Distress
	Visitors
	Medium
	1. Teacher/Head of Group to brief on location of ‘Schools Meeting Point’.

2. Teacher/Head of Group to brief on time to meet up again.

3. Teacher/Head of Group to brief on procedure to follow in case of separation, ie: contact a member of security or  the Organisers Office (Hall 20).

4. Teacher/Head of Group to ensure they have given security details of their mobile telephone number and contact numbers for the school on arrival at the show.
	

	Stand/Exhibit material
	Fire
	Exhibitors, Organisers, Visitors, Security and Staff
	Low
	1. Portable hand fire appliances static around all exhibition halls and additional appropriate extinguishers are placed on exhibition stands as necessary by Fire Officers;

2. All Standfitting materials used to be to BS476 standard as stipulated in Exhibitor Handbook.
	

	Storage of Flammable packaging etc.


	Fire
	Exhibitors, Organisers, Visitors, including  disabled, Security and Staff.
	Medium
	1. Organisers, Health & Safety Officers, Floor managers and Patrolling Firemen check behind stands and staircases fire exit points.  Accumulation of boxes & rubbish removed;


	

	Trip hazards/Slipping
	Trips, slips, falls
	Visitors, Exhibitors, Venue Staff, Oganisers
	Medium
	1. All cables/construction in halls and outside area which potentially provide a trip hazard to be covered or dug in, and highlighted with vivid tape.

2. Exhibitor areas, visitor aisles and catering areas fully carpeted and monitored throughout the show period.


	Carpet layer on standby to repair any damaged carpet immediately.


	Task:
	Hazard(s):
	Who’s at risk:
	Risk Level:
	Precautions or Control Measures required:
	Further Action Necessary:

	Temporary Electrical Installations


	Electrocution, short cicuiting


	Visitors, Contractors, Exhibitors, Organisers, Staff & Security
	Low
	1. All electrical mains distribution boards are switched and locked off when not in use;

2. All electrical installations are carried out  by an approved competent electrical contractor, tested and certified by the NEC before the power is switched on;

3. All installations to comply with NEC Regulations and visual inspections carried out by NEC appointed Electrical Safety Inspector.
	

	Temporary Gas Installations
	Fumes
	Visitors, Contractors, Exhibitors, Organisers, Staff & Security
	Low


	1. All gas installations are turned off by gas cocks and plugged off when not in use;

2. All installations are carried out by a resident CORGI registered contractor and are tested and certified before the gas is switched on.
	

	Vehicle Movements
	Hitting pedestrians, access problems.
	All on Site
	Medium 


	1. All movements of vehicles to be controlled by the NEC Traffic Department, and NEC Security.

2.  Defined routes for exhibitors and visitors pre-planned by NEC traffic department, NEC Security and Organisers.

3. Speed restrictions apply on site at all times and are policed by NEC Traffic Department.

4. Procedures regarding traffic communicated to exhibitors and contractors.
	.

	Visitor Orientation (Location Devices)
	Disorientation
	Visitors
	Medium
	1. Visitor’s can locate themselves by the use of the “You Are Here” boards;

2. Teachers/Heads of groups to brief children of what to do if they get separated, how to use the ‘You are Here’ boards.

3. Organisers to enforce stand height limits to enable clear view   of signs and banners;

4. Exhibition Showguide contains a floorplan

5. Directional signage specific to the event installed prior to open days.

6. All relevant information will be put on the “You are Here” boards including the position of the First Aid Post, refreshment and rest areas, security post, etc.
	


Signed by:___________________________________________________Caroline Hills, Group Operations Manager

Date:_______________________________________________________

