BSH Exhibition - Sample Risk Assessment for exhibitors / contractors at the SECC, Glasgow
BSH Conferences Ltd has produced this risk assessment for its exhibitors to use as a template if they have not undertaken risk assessment before. It is based on the HSE ‘5 steps to risk assessment’ model. BSH Conferences Ltd does not take responsibility for its content or suitability for your organisation.

It can be copied and used by you, providing that you check that it is correct and applicable to your business and you take ownership of it by completing section 1 and modifying  (as appropriate) section 2 to suit your arrangements and staff. 
You should use this as a minimum standard and add to it as required (especially column 4) after considering who is working for you and consulting with your staff and contractors. 
The exhibition centre has information and safety rules which are part of your contract so you should be familiar with them. Once you have completed this assessment you should return a copy to BSH Conferences Ltd and keep a copy to show your staff. If you add details it may be appropriate to have a copy on the stand. Remember that it is your risk assessment – you should keep it up to date and amend it if it is appropriate.
Abbreviations

BSH - British Society for Haematology Conferences Ltd  

SECC- Scottish Exhibition and Conference Centre 

	Section 1 - about the work being done, who is doing it, what is being done and the assessor undertaking this review


	a. Exhibitors name and contact details


	b. Stand number and brief description of structure and fittings being  used during exhibition
	c. Person reviewing this Risk Assessment



	Contractors name and contact details

(if applicable)


	
	d. Date that this Risk Assessment was reviewed




	Section 2 - the Risk assessment for the build and use of the exhibition stand



	1. Hazards that may cause harm 
	2. Who may be affected

(you need to check your own staff / contractors to see if they may have increased risks due to personal circumstances) 
	3. Controls that are used to reduce risk

(you need to check these are valid and in place)
	4. Additional measures that need to be done 

(Completed by you before the event or at set up / exhibition)

	Accidents, incidents and injuries including sudden illness 

	Stand build staff and contractors

Exhibition staff and visitors
	All staff and contractors are to receive a briefing on site safety and emergencies to include;

Venue address; Scottish Exhibition + Conference Centre, Glasgow, G3 8YW Scotland

TEL: (44) 141 248 3000, FAX (44) 141 226 3423
· The Security Control Room telephone number is extension 444 

· The loading bay is vehicle management/ parking is strictly controlled by SECC
· All incidents – are to be reported there, in person or by phone. SECC staff are in contact by radio so messages can be passed by them

First aid facilities and first aiders are provided by SECC and resident when the venue is open. The Medical centre is located in the East end of the Concourse, adjacent to the

Information Desk. If medical assistance is required, the Nurse/ First Aider should be

contacted immediately at extension 333 or via the Control Room at extension 444.

· First aid is also coordinated from the Security Control Room
· SECC first aid team will provide the main venue cover. 

· Any person feeling unwell should make themselves known to a member of the security team, before it becomes an emergency

· If you are aware that you have a medical condition that may require assistance (such as mobility restriction or epilepsy) please help us to ensure you are treated properly by advising the security team when you arrive

· Staff should be reminded to be vigilant and take care of personal belongings and IT equipment

· Any suspicious persons should be reported immediately 
	

	Bomb or terrorist threat and general evacuation requirement
	Stand build staff and contractors

Exhibition staff and visitors
	· In the interest of good security a constant check should be made on the contents of the exhibitor’s stands to ensure no bags, cases or packages have been left. If there is any doubt about a bag, case or package, it should not be touched and Security staff must be immediately advised.
· Half an hour before the building opens to the public, the Public Address system will be tested. This test will be carried out daily during the open period.

· The Public Address System may be used to broadcast the message:  “ATTENTION PLEASE STAFF CALL 100”. 
· The purpose of the “Staff Call 100” message is to signify that a bomb threat has been  received and to prepare all contractors, exhibitors and stand personnel for the possibility of an evacuation. 
· Persons responsible for their stand(s) must carry out a thorough search of them to ascertain whether there are any suspicious bags, cases or packages. Should any suspicious items be found, notify a SECC staff member immediately. Otherwise await further instructions and information.

· If the threat appraisal concludes that an element of danger exists an announcement shall be made providing evacuation instructions and assembly point locations. This shall be followed by the following message over the Public Address System. “Attention please, Attention please. An emergency situation has arisen within the  Centre. Please leave the building by the nearest available exit, do not use the lifts”

· This message will continue to be broadcast until the building has been evacuated. All persons must follow the directions from Stewards. When the emergency has passed and normal working conditions can be resumed the following message will be broadcast.
	

	Cuts from and sharp edges stands and platforms, tools and paper cuts etc
	Stand build staff and contractors

Exhibition staff and visitors
	· Stands should be checked and sharp edges and suitably protected – especially at hand and floor level

· Gloves should be worn when handling sharp edges
	

	Chemicals and cleaning agents
	Stand build staff and contractors
Exhibition staff
	· Cleaning agents and products should be in marked containers and kept secure
	

	Dropping items on feet


	Stand build staff and contractors
Exhibition staff 
	· Wearing of safety footwear or suitable footwear on the stand where there is a risk of foot injury – especially during build and fitting and dismantling / destocking
	

	Electrical hazards - during build and breakdown
	Stand build staff and contractors


	· No power will be available for stands until build is complete and checked by SECC 

· All electrical services and fittings must conform to BS 7671, the IEE 17th Edition Wiring Regulation – with particular reference to exhibition power supplies, earthing and stand lighting criteria
· No power appliances / tools are allowed unless they are checked by SECC
· Battery powered tools should be used so ensure they are fully charged

· Power may be turned off at the end of each day unless specially requested

· No electrical work is to be undertaken without authorisation and checked safe by the Exhibition contractor Joe Manby and the SECC
	

	Electrical hazards - during exhibition
	Exhibition staff and visitors
	· Power will be turned off at turned off at the end of each day unless specially requested
· No power appliances / tools are allowed unless they are checked by SECC
· Any modification to electrical equipment on stands must be approved by SECC
	

	Ergonomic hazards such as standing for long periods
	Exhibition staff 
	· Chair or sitting points should be available on stands
· Chairs that are provided should be stable and enable feet to be supported if raised 

· Staff rotation (or walk around during quiet times if lone working)will prevent undue discomfort

· Staff (especially those not used to exhibition work) should be advised to wear sensible footwear 
	

	Falling objects (from roof gantry)
	Stand build staff and contractors


	· The roof gantries are closed during hall occupation. 
· Access is restricted to SECC staff only and procedures require hard hats (provided by centre) or halls to be cleared if work (such as wiring) is required 
	

	Fire 
	Stand build staff and contractors

Exhibition staff and visitors

	See details for accidents above plus the following controls apply;

· The SECC is a no smoking venue

· No hot work is to take place without contacting the security centre.

In the event of a fire 
The Scottish Exhibition and Conference Centre (SECC) has a comprehensive fire detection system which is complemented by sprinkler protection. In the Exhibition Halls fire hose reels are installed at various locations below prominent signs. Alarm points are located at or near fire exits and vehicle doors. The automatic alarm is activated if the smoke or heat detectors come into operation or if any fire hose reels is used. The fire alarm takes the form of a pre-recorded announcement over the Public Address System advising patrons that an emergency situation has arisen and the building has to be evacuated. The text of this message is 
“Attention please, Attention please. An emergency situation has arisen within the centre. Please leave the building by the nearest available exit, do not use the lifts”.
If you discover a fire:

a) Break the glass on the nearest manual call point.

b) Telephone the Control Room (extension 444), giving the location of the fire, or inform a member of SECC staff in the Hall.

c) Advise other persons in the vicinity of the emergency.

d) Do not attempt to extinguish the fire unless it is safe to do so and you are competent to use a fire extinguisher.

e) As soon as the instruction to evacuate the Centre is broadcast, you must leave the premises by the nearest available exit. Follow the directions from Stewards moving to and remaining at Fire Assembly areas near the East or West entrance.

f) You must not attempt to return to the Centre until the Senior Officer in charge of the fire brigade detachment says that it is safe to do so.

Notes:

Use of Fire Hose reels will activate the Fire Alarm system. Their use is prohibited except for the purpose of fighting fire.
Smoking within the SECC is prohibited by law. Smoking in enclosed spaces such as toilets is liable to activate the fire alarm system.
	

	Health hazards and disease (colds, flu etc) 
	Exhibition staff 
	· Staff should be healthy and advised to remain away from the conference if they are showing signs of flu
· Sanitizer / hand wash is advisable and should be on the stand for those meeting the delegates

· If there is a national health alert in force additional precautions may be made at the reception entrance

· Overseas visitors are particularly asked to keep BSH staff notified if it is appropriate

· BSH staff can advise international travellers if there are any updates on travel restriction or information
	

	Manual handling hazards during build process such as stand delivery erection
	Stand build staff and contractors


	· Request method statement from contractors or build team

· Manual handling training of contractors and assembly staff

· Weight details on crates (lifts and FLT may be used to move materials)

· Fork lift - hire / loan or use – SECC have FLT and drivers for hire, ask for details if required

· Trolleys should be checked before use and defects reported

· Trolleys are not to be overloaded
	

	Manual handling hazards during exhibition such as marketing material delivery, water bottles
	Exhibition staff 
	· Staff should be trained in safe manual handling techniques

· Reduce loads to prevent injury or use free trolley to move heavy items to the stand 

· If you need assistance please ask BSH Conferences staff
	

	Scalds / burns from hot water and drinks
	Exhibition staff and visitors
	· Train staff how to use and clean vending machines if provided

· Kettles should be placed in a suitable position to prevent knocking over – especially behind stands

· Hot drinks should not be carried around the venue unless in lidded containers
	

	Slip and trip hazards during build and deconstruction 
	Stand build staff and contractors


	· Spills should be mopped up immediately 

· Stand area should be kept tidy 
· Build and deconstruction should be unpack/pack on spot, tolerance will be given for build teams but they should be advised to respect gangway routes to enable FLT and trolley access around the halls
· Gangways should be kept as clear as practical – or you may be asked to move onto the build spot
	

	Slip and trip hazards during exhibition 
	Exhibition staff and visitors 
	· Vending machine users are responsible for spills in their area and should prevent people walking in spills until a cleaner arrives 

· Drinking water for vending machines and stand will be available from a central point A clean (2-5ltr) container with a cap will be needed to carry water to stand 

· Marketing materials, stand or exhibits should not protrude onto gangways
	

	Theft of personal or company property
	Stand build staff and contractors

Exhibition staff 
	· Everyone is responsible for security on site

· Security badges are issued on arrival – they are to be worn and visible at all times

· Take care of personal possessions and IT equipment
	

	Toppling or instability of stand furniture or equipment 
	Stand build staff and contractors

Exhibition staff and visitors
	· Stands should be checked before opening
· Areas behind the stand should be kept tidy to prevent tripping or leaning against temporary structures
· No build / modification will be permitted during exhibition open hours
	

	Waste and environmental hazards
	Stand build staff and contractors

Exhibition staff
	· Contractors and exhibitors are responsible for their own trade waste – ask the security centre for details on waste disposal

· SECC environmental policy requires waste to be segregated
· Skips are situated at the loading bay – ask for assistance if you require waste to be removed at any time

· Waste is collected continually during the exhibition  - please support recycling

· Stand owners are responsible for clearing their area of waste at the end of the exhibition
	

	Welfare matters on site such as food and drink, toilets, fatigue and stress 
	Stand build staff and contractors

Exhibition staff 
	· Food and drink service areas will be open for a limited period during the build days – ask on arrival which areas are open. Note that facilities near to the SECC are limited, 

· The SECC caters for any special needs – please ask if you require information 

· Build teams should not take unnecessary risks to speed work up, especially during deconstruction, the centre will remain open until you have finished so please work safely
	

	Work at height – step ladders
	Stand build staff and contractors


	· Suitable ladders are to be used where necessary, build staff and contractors should be warned that work will be stopped, irrespective of stand completion, if they do not have suitable ladders and a safe means of lifting, that are long enough for the task and are being used safely
	

	Working near vehicles and loading bays  

- crushing and falling objects from vehicles and FLT 

- falling from the loading bay or vehicles during loading operations
	Stand build staff and contractors


	· Vehicle passes must be displayed at all times during build up, open and breakdown periods.

· All loading and unloading may be carried out in the service yards adjacent to the Halls under the direction of the Security staff. 
· It is important that no undue obstruction is caused to fire evacuation routes or the free flow of traffic. 
· Vehicles must be removed to your designated car park immediately after loading or unloading.

· Parking in the vicinity of the halls is only permitted for a limited period and vehicles which are left unattended may be towed away.

· Vehicles are not to be left unattended, if necessary lock vehicle and give keys to security centre.

· Build teams should be advised to liaise with each other and keep within their scheduled time to drop and pick up if these are allocated
· Stands are to be packed on the spot and stacked ready for movement to the loading bay and transport collection 

· The loading bay will have a traffic marshal at peak times – drivers are to be instructed that they are to be obeyed without question and should not double park the delivery area unless permission is given
· No one is to work between the vehicle and loading bay whist traffic is moving or off load in a position where they may be struck by reversing vehicles

· Reversing vehicles are to use a banks man to ensure no one enters the reversing zone 
· Hazard warning lights should be used in the loading bay area
· Brakes and gear should be engaged on stationary vehicles to prevent inadvertent movement during unloading

· High visibility jackets should be worn by traffic marshals
· The FLT will be operating around the centre and is available for use from the SECC, those not involved in its use should stay clear

· The FLT has warning lights and audible reversing alarm and has priority in gangways and lifts
· Trolleys are available to use 
	


