Exhibition Timetable

Build Up

Sunday 18th May 2008 

 
0900 – 2000 hours
Deliveries and stand construction

Monday 19th May 2008


0900 – 2200 hours
Stand construction and decoration

All building work to be complete by 1800 hours on Monday 19th May.  Stand dressing can continue until 2200 hours.
Open Times

Tuesday 20th May 2008


1000 – 1900 hours 




Wednesday 21st May 2008

0945 – 1700 hours





Thursday 22nd May 2008

0945 – 1530 hours

The hall will be open from 0900 hours for exhibitors and/or their contractor to carry out maintenance work to their stand.  All work must be complete prior to the exhibition opening.  

Breakdown

Thursday 22nd May 2008

1545 – 2300 hours

Breakdown of stands prior to the exhibition closing is strictly prohibited.  Power will be switched off immediately after the close of the exhibition. 
Contacts

Focus 2008 Secretariat
Meeting Makers
Jordanhill Campus
76 Southbrae Drive
Glasgow 
G13 1PP
Tel: +44 (0) 141 434 1500 
Fax: +44 (0) 141 434 1519 
Email: focus2008@meetingmakers.co.uk
Catering
ICC Catering
Broad Street

Birmingham

B1 2EA
Tel: 0121 644 5117
Fax: 0121 643 0388

Email: dorothy.gibbons@theicc.co.uk

Electrical Services




Melville Exhibition Services







    
Unit 1








Perimeter Road 








National Exhibition Centre








Birmingham








B40 1PJ








Tel: 0121 780 3025








Fax: 0121 780 0495








Email: rob.young@melville.co.uk
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Furniture





Melville Exhibition Services







    
Unit 1








Perimeter Road 








National Exhibition Centre








Birmingham








B40 1PJ








Tel: 0121 780 3025








Fax: 0121 780 0495








Email: shelley.rodham @melville.co.uk
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Freight Forwarding / On Site Handling
Melville Logistics Ltd








Unit 27, Exhibition Way








NEC








Birmingham








B40 1PJ








Tel. +44 (0) 121 782 4433








Fax. +44 (0) 121 782 4545








Email: logistics@melville.co.uk
Piped Services, Water and Waste
International Convention Centre 

Broad Street

Birmingham

B1 2EA
Tel: +44 (0) 121 644 5055

Fax +44 (0) 121 644 6122

Email: martin.hathaway@theicc.co.uk
Rigging
International Convention Centre
Broad Street

Birmingham

B1 2EA
Tel: 0121 644 5064
Fax: 0121 644 6002

Email: nicola.colledge@theicc.co.uk

Shell Scheme
Meeting Makers
Jordanhill Campus
76 Southbrae Drive
Glasgow 
G13 1PP
Tel: +44 (0) 141 434 1500 
Fax: +44 (0) 141 434 1519 
Email: focus2008@meetingmakers.co.uk
Stand Cleaning
International Convention Centre
Broad Street

Birmingham

B1 2EA
Tel: 0121 644 5064
Fax: 0121 644 6002

Email: emma.coldicott@theicc.co.uk
Telephone Lines
International Convention Centre
Broad Street

Birmingham

B1 2EA
Tel: 0121 644 5064
Fax: 0121 644 6002

Email: event.it@theicc.co.uk



Venue
Hall 3



International Convention Centre (The ICC)

Broad Street

Birmingham

B1 2EA
Tel: 0121 200 2000
Fax: 0121 644 6002

Email: emma.coldicott@theicc.co.uk
General Information

ACCOMMODATION

Exhibitors can book accommodation via Marie Agustsson of Meeting Makers.  Accommodation must be booked by completing the attached Accommodation Booking Form.

ADMISSION TO THE EXHIBITION

For general admission times for exhibitors, see timetable.  Exhibitors wanting to gain access outside these times require the permission of the organisers.  

Contractor passes are not required during build-up and breakdown, however exhibitors and visitors will be required to wear badges during open periods. 

AUDIO-VISUAL SERVICES

The ICC has an in-house audio-visual department, which can supply on hire a wide range of audio-visual equipment.  To hire audio-visual equipment, please order on the ICC website or complete the attached order form.

THE ICC

Event IT

Venue Management Department

Broad Street

Birmingham

B1 2EA
Tel: 0121 644 5095 
Fax: 0121 644 6002

Email: event.it@theicc.co.uk

CAR PARKING

Pay and display parking for visitors and exhibitors is available at the National Indoor Arena, a few minutes walk from the ICC.  The car parks operate under the pay and display system and tickets may be purchased either from the machines situated in the car parks or booked prior to the event by using a pre-booking application form (pre-bookings only apply to orders of 10 tickets or more).  For more information, please call 0121 644 5063.  A change machine is located at the NIA Stage Door at North car park.

Charges:
Up to 2 hours £2.00
2-4 hours £4.00
4-8 hours £6.00
8-24 hours £8.00



There is also a 24-hour car park in Brindley Place. 


HGV Parking

The following lorry park is the nearest to the ICC:

BIRMINGHAM TRUCK STOP

The Wharf

Wharf Road

Tyseley

Birmingham 

B11 2EB   

Tel: 0121 628 2339

CATERING – GENERAL

Delegate lunches will not be served on the stands this year.  There will be buffet points set up in the exhibition hall, serving tea and coffee all day and lunch for the delegates at the allotted times.

CATERING – STANDS & EXHIBITION STAFF

Stand catering can be ordered from the ICC’s in-house caterers by booking online via the ICC’s Website (http://www.theicc.co.uk/onlineordering/exhibitor.asp, passcode: 9669).  Exhibitors may pre-order a wide range of food and beverages either for stand staff or for entertaining clients, which will be delivered to stands.  Please note that all orders must be placed in advance of the exhibition.  The in-house caterers have the sole right to supply all food and beverage consumed on site.  There will be a facility fee for any exhibitor who wishes to supply their own catering.  Please refer to the information about the Food Safety Act 1990 on page 13 of this document.

Please note that the exhibition fees this year include lunch for one member of staff per day for every 9sqm of space booked.  Additional lunch tickets can be ordered if required, by completing the section on the Exhibitors’ Proforma.

ICC CATERING

Broad Street

Birmingham

B1 2EA
Tel: 0121 644 5117
Fax: 0121 643 0388

Email: dorothy.gibbons@theicc.co.uk

CLEANING

The venue will provide general cleaning of the exhibition area on a daily basis during open days, including cleaning gangways, hoovering stands and removal of general rubbish from stands.  The cleaning of exhibits remains the responsibility of the exhibitor.  Additional cleaning can be arranged with Emma Coldicott at the ICC on 0121 644 5064.

Please place any dry refuse in sacks and move to the gangways within two hours of the close of the event on the open days (excluding last day) for removal by the cleaning staff.  

Please note that with the exception of paper/packing, exhibitors are expected to dispose of their own rubbish.  Exhibitors needing to dispose of a large quantity of rubbish following the event should contact Emma Coldicott at The ICC on 0121 644 5064.

DELIVERY PROCEDURES

Deliveries are not permitted before Sunday 18th May 2008.

Delivery during build-up and breakdown:

Please read this section carefully and ensure that your transportation department and/or shippers are aware of the procedures.

Access to Hall 3 for all exhibits and stand-fitting materials will be via Loading Bay A at the rear of Hall 3.  During build-up, vehicles should be directed to the Loading Bay where they should be unloaded as quickly as possible and then immediately removed and taken off-site.  Depending on the operational constraints of the event, a time allocation may be enforced in order to make space for other vehicles.

To avoid congestion and unnecessary delays, immediately after the unloading, vehicles should be removed from the loading/unloading area.

All deliveries should be labelled:

FOCUS Exhibition

(18th – 22 May 08)

Stand Name / Number

The ICC

Bay A

Cambridge Street

Birmingham  

B1 2EA

Neither the organisers nor The ICC cannot accept deliveries on an exhibitor’s behalf.  Arrangements must be made for a representative to be available on the stand and drivers delivering exhibits must be supplied with full information about which stand and to which hall the delivery is to be made.  Please ensure that all materials are appropriately labelled with your company name, the event name, date of the event, hall and stand number.

If this is not arranged, deliveries may be turned away. 

Exhibitors are reminded to ensure they provide sufficient staff and trolleys, etc., to transport goods from their vehicles to their stands as The ICC have a very limited number available on a first come, first served basis.

Unfortunately there will be no storage facilities available on-site and packing materials MUST NOT be stored within the exhibition areas.  

Exhibits and stand materials can only be delivered and unpacked at times when the public are not admitted to the hall.

Vehicle passes will be issued by the organisers in advance of the meeting and must be displayed by all vehicles requiring access to the Loading Bays in order to load/unload.  

Delivery during exhibition open days:

During the exhibition open period, parking will be restricted to the NIA car park, payable at normal rates, but deliveries may be made before the exhibition opens, between 0900 and 0930 hours.  Vehicles must be removed from the loading bay immediately or may be towed away.

Regulations do not permit the change of exhibits (including raw materials and disposal of scrap) during the open hours of the Exhibition.  Any exhibitor wishing to bring in, or remove, equipment during the run of the Exhibition must apply to the organisers for permission to do so, in order that appropriate arrangements can be made.

Please ensure that a representative from your stand is available to receive any goods delivered.  For security reasons, the organisers are unable to accept delivery on behalf of exhibitors.  All goods and packages should be clearly labelled as above.

The on-site Handling Company can receive deliveries on your behalf and charge accordingly.  Please refer to the section on Freight Forwarding.

Breakdown procedures

Breakdown time is from 1500 – 2300 hours on Thursday 22nd May.  Breakdown of stands prior to the exhibition closing is strictly prohibited.  Power will be switched off immediately after the close of the exhibition. 

In order to ensure everybody leaves the building quickly and with ease please follow the procedures below.

NB:  For the first hour of breakdown cars and light vans will be given priority, in order to clear the halls quickly and allow better lorry access.

1. To avoid congestion and unnecessary delays, immediately after loading, vehicles should be removed from the loading area.

2. Exhibitors must make arrangements for the removal of portable or easily removable items of value from the stand as soon as possible, but on no account may exhibitors start to dismantle or remove exhibits from their stand before the close of the Exhibition.

A directional map is included at the rear of this manual.

ELECTRICAL SERVICES

The officially appointed electrical contractor approved by the organiser must install all the electrical work.  Please complete the Electrical Order Form.
MELVILLE EXHIBITION SERVICES

Unit 1

Perimeter Road 

National Exhibition Centre

Birmingham

B40 1PJ

Tel: 0121 780 3025

Fax: 0121 780 0495

Email: rob.young@melville.co.uk
www.melville.co.uk
The current available for electrical installations:

Single Phase 240V:50 cycles per second AC supply, earthed neutral between 2 and 100 amps any one supply.

Three Phase 415V:50 cycles per second AC supply, earthed neutral between 5 and 600 amps any one supply.

All electrical requirements should be ordered through the official electrical contractor and can be done so online at www.melville.co.uk  Please ensure orders are placed by deadline date.  A surcharge of 20% will be imposed on late orders.

All electrical lighting installations must conform to venue regulations for stand electrical installations.  It is the responsibility of all exhibitors and their contractors to be aware of The ICC Regulations for stand electrical installations.  Copies are available from either the Organisers or the venue.

No flashing lights or signs will be permitted, but sequence-lit displays may be used subject to the approval of the Organisers.

The Organisers reserve the right to disconnect the electrical supply to any installation, which in the opinion of the Electrical Engineers is dangerous or likely to cause annoyance to visitors or exhibitors.

Please note all electrical supplies will be switched off after the close of the exhibition each day.  If you require 24-hour supply, please book using the online order form.

EMPLOYMENT OF LABOUR

The Organiser is not able to supply labour for the handling of goods and other items.  Exhibitors should arrange with the lifting contractor, shipping and forwarding agent or stand fitting contractor for this service and should not employ any casual labour offered in the hall.

The exhibitor should not make payments to labour staff to secure preferential treatment and is asked to report immediately to the Organiser any employee soliciting money for services rendered.

In the interest of the Exhibition as a whole, which must be the primary concern at all times, the Organiser’s decision on any dispute concerning labour being employed must be taken as final.

EMERGENCY PROCEDURES

In the event of an emergency evacuation, please follow the instructions of Stewards and Fire Marshals (identified by their Blue Blazers or high visibility jackets).  The assembly point will be outside The ICC in Centenary Square.  


If it becomes necessary to evacuate the building, the following message will be broadcast:

“Ladies and Gentlemen, may I have your attention please. We must ask you to leave the building by the nearest exit as quickly as possible.  Do not use the lifts and do not stop to collect personal belongings”

Medical Emergencies

In cases of medical emergencies call Security Control (0121 644 5151, dial. 2222 from internal phones) giving the exact location of the casualty and details of injuries sustained.  Security Control will then arrange for all necessary assistance.  Alternatively find the nearest security guard at the entrance or at an emergency exit as they are all in radio contact with control.

There is a medical centre located on level 3 of the ICC near Café Vite.

Lost Property

Enquiries regarding lost property should be directed to the ICC’s Security department  (0121 644 5151, dial. 2222 from internal phones). 

EXHIBITION DRINKS RECEPTION

There will be an extended drinks reception in Hall 3 from 1715 to 1900 hours on the evening of Tuesday 20 May to mark the opening of the 2008 Exhibition.  Food and drink will be available, providing an opportunity for delegates to have extended time to peruse the exhibition.

EXHIBITION PROFORMA

An exhibition proforma is enclosed, which should be completed and returned to the Focus Secretariat no later than Friday 2 May 2008.  The proforma will allow exhibitors to provide names of staff for their admission badges.  Badges can be collected on Sunday 18th May from the desk in Hall 3 or on Monday 19th May from the Exhibitors’ Desk in the Hall 3 Foyer.

EXHIBITION TICKETS

Exhibition tickets are available for exhibiting companies to pass on to clients who may wish to visit the Focus exhibition.  The ticket allows those who are not registered Focus delegates to attend the exhibition only, free of charge.  To gain entry to the exhibition, the form inside the ticket must be completed and returned to the Exhibition Registration Desk in the Hall 3 Foyer of The ICC. 

ACB Corporate Members will receive a supply of Focus 2008 Exhibition Tickets with the April issue of the ACB News.  All exhibitors were sent an order form to request additional exhibition tickets.  This form should be returned by the deadline of Friday 14 March 2008.  

EXHIBITOR BADGES

All exhibitors, contractors, staff and visitors will require a badge to access the exhibition halls, during build-up, breakdown and open days.  Each exhibiting company will be given (on-site) staff name badges to be used during the meeting. Badges can be collected on arrival from the desk in Hall 3.  Please use the Exhibitors’ Proforma attached to provide the names of the persons attending.  Contractors can provide names directly to the Conference Secretariat if necessary.

Admittance to Conference rooms is not allowed with Exhibitor badges.

FLOOR COVERING

The flooring of Hall 3 consists of blue carpet tiles. 

Exhibitors wishing to lay carpet of their choice must fit a platform or wooden floor to which the carpet can be affixed.  Floor covering can be ordered through the official contractor, Melville Exhibition Services.  Brochure and order forms can be downloaded from the website: www.melville.co.uk
MELVILLE EXHIBITION SERVICES 

Unit 1

Perimeter Road 

National Exhibition Centre

Birmingham

B40 1PJ

Tel: 0121 780 3025

Fax: 0121 780 0495

Email: shelley.rodham @melville.co.uk

www.melville.co.uk
N.B. Please note Shell Scheme Stands are built directly on to the carpet, so additional floorcovering will not be required. 
FLORAL DECORATIONS

Floral decorations can be ordered via The ICC website.  To order, visit the following website: http://www.theicc.co.uk/onlineordering/exhibitor.asp, passcode: 9669.

FLOWERS AT THE ICC

Broad Street

Birmingham

B1 2EA
Tel: 0121 644 5069
Fax: 0121 644 6002

Email: flowers@theicc.co.uk 
www.flowersattheicc.co.uk

FOOD SAFETY ACT 1990

The following explains the main requirements of the Legislation for exhibitors who may be offering food, for sale or by way of hospitality to people visiting their stand.  The Food Safety Act 1990 regulations aim to ensure that all food offered to the public is safe to eat.  Part of the Environmental Health Officer’s role is to carry out checks on food safety and hygiene to ensure compliance with the Legislation.

The Food Safety Act 1990 requires that food shall comply with safety requirements in that:

a. It should not be injurious to health.

b. It should be fit for human consumption

c. It must not be contaminated with harmful bacteria or foreign matter.

In addition to the above, the following also applies:

The Food Safety (Gen. Food Hygiene) Regulations 1995

The Food safety (Temp. Control) Regulations 1995

The requirements

General

a. The Proprietor of a food business must identify any step in food business which is critical to food safety and ensure that adequate safety procedures are implemented, maintained and reviewed.

b. Every stand must be kept clean and in such good order, repair and condition as to enable it to be effectively cleaned.  

c. Every stand must be designed and constructed so as to avoid the risk of contaminating foodstuffs and harbouring pests.

Personal Hygiene

a. All persons engaged in the handling of food must wear clean, washable over clothing.

b. Food handlers must keep themselves clean and cover any cuts with suitable waterproof dressing.
c. A suitable first aid kit must be provided.
Training – It is a requirement that all food handlers are trained or supervised and instructed in food hygiene matters commensurate with their work activity.

Equipment – All equipment with which food comes into contact must be kept clean in such good order and repair as to enable it to be effectively cleaned.

Food

a. Food for human consumption must be protected against the risk of contamination.

b. All raw and cooked foods should be prepared, handled and stored separately so as to avoid any risk of cross contamination.

c. There must be adequate provision for maintaining and monitoring suitable food temperature conditions e.g. portable thermometers and temp. readouts built into the equipment.

d. Food which is likely to support the growth pathogenic micro-organisms or the formation of toxins must be stored at or below 8°C.

e. Alternatively where foods are to be served hot they must be kept at or above 63°C.

Washing Facilities

a. An adequate supply of hot and/or cold clean wholesome water must be available.

b. Appropriate facilities must be available to maintain adequate hygiene (including, where necessary, facilities for the hygienic washing and drying of hands, hygienic sanitary arrangements and changing facilities).

c. Adequate provision must be made for the cleaning and, where necessary, disinfecting of work utensils and equipment.

d. Adequate provision must be made for the cleaning of foodstuffs.

Waste – Provision must be made for the enclosed storage of waste.

Penalties – Failure to comply with the requirements of the legislation may result in formal action.  A person found guilty of an offence is liable to a fine or imprisonment or both.

The information given above is intended as a guide and is not itself a legal document or substitute for specific Acts of Parliament or Regulations.

Further information or advice on the requirements of the legislation may be obtained from Birmingham City Council.

FREIGHT FORWARDING

The following company can provide a freight forwarding service to and from the Exhibition.  Please complete the attached Melville “Transport/Lifting/Shipping/Storage” Form.

MELVILLE LOGISTICS LTD

Unit 27, Exhibition Way

NEC

Birmingham

B40 1PJ

Tel. +44 (0) 121 782 4433

Fax. +44 (0) 121 782 4545

Email: logistics@melville.co.uk
International Freight Forwarding

Overseas exhibitors, or their UK Representatives, are advised to make an early contact with Melville Logistics to co-ordinate their shipping arrangements at the above address.

By road, all exhibits should be consigned carriage paid to the Exhibitor at their stand in Hall 3.  The destination of each item should be clearly indicated with the company name and stand number and exhibition name.  It is important that the Exhibitor’s name and stand number be painted or stencilled on all sides of packing cases.

Exhibitors must ensure that a member of staff is available to accept delivery, as the Organisers cannot make any payment in respect of carriage on their behalf.

Customs

Exhibitors requiring up to date Customs information and assistance with temporary importation formalities should contact Melville Exhibitions direct.

Handling and Unpacking

Exhibitors are reminded that cartage vehicles will bring their goods to the venue and Exhibitors must make arrangements with the lifting contractor (see On-site Handling) for unloading and depositing of exhibits on the stand.

NO EXCESS STOCK AND LITERATURE, OR PACKING CASES MAY BE STORED ON, AROUND OR BEHIND STANDS.

FURNITURE HIRE

The following company has been appointed the official furniture hire contractor, and will supply stand furniture if required.  Prices quoted are inclusive of delivery to and removal from Exhibitor’s Stands.

Orders can be placed on on-line or full brochure and order form can be downloaded from the website -  www.melville.co.uk
MELVILLE EXHIBITION SERVICES
Unit 1

Perimeter Road 

National Exhibition Centre

Birmingham

B40 1PJ

Tel: 0121 780 3025

Fax: 0121 780 0495

Email: shelley.rodham@melville.co.uk

www.melville.co.uk
INSURANCE

Whilst every reasonable precaution is taken, the Organisers expressly decline responsibility for any loss or damage which may befall the person or property of the Exhibitor or his agent from any cause whatsoever.

Exhibitors are required to take out appropriate insurance, especially third party liability.  It remains the Exhibitors’ full responsibility to insure themselves appropriately.

Insurance can be provided by the following company, please contact them direct for a quotation:

INSUREX EXPO-SURE LIMITED

Pantiles House

2 Neville Street

Royal Tunbridge Wells

Kent

TNT 5TT

Tel: 01892 511 500 

Fax: 01892 510016

Email: insurex@expo-sure.com
INTERNET ACCESS

The in-house technical department of The ICC will be able provide internet access for stands.  Please complete the attached order form or order online  (http://www.theicc.co.uk/onlineordering/exhibitor.asp, passcode: 9669).

N.B. Wi-Fi access is NOT available for use by exhibitors.

THE ICC

Event IT

Venue Management Department

Broad Street

Birmingham

B1 2EA
Tel: 0121 644 5095 
Fax: 0121 644 6002

Email: event.it@theicc.co.uk

MUSIC & SOUND

PRS Licenses

The Performing Rights Society requires all exhibitors who wish to play music on their stand, to obtain a PRS license.  This includes the use of any mechanical/electronic device for playing music (record, CD, tape, video) and live performances of music.  The tariff paid for a PRS license is used to pay the royalties for copyright music.

If you have any enquiries or need to make a license application please contact:

PRS NEW LICENSE CENTRE

Elwes House

19 Church Walk

Peterborough

Cambridgeshire

PE1 2UZ

Tel: 0800 68 48 28

Fax: 01733 312 912

PPL Licenses

The Phonographic Rights Society requires exhibitors who propose to use audio or visual equipment (TV, videos, CDs, cassettes or other electronic means) for the purpose of playing sound recordings or showing films or other forms of visual image, to acquire a PPL License.

Please contact PPL direct if you have any specific queries:

PHONOGRAPHIC PERFORMANCE LTD

1 Upper James Street

London

W1R 3HG

Tel: 020 7534 1000 

Fax: 020 7534 1111

Music Videos – if you are intending to play a music video on your stand, you will require an additional license from Video Performance Ltd.

ON-SITE HANDLING

The following company has been appointed as the sole on-site handling contractor to the Exhibition.  Based on information supplied by the Exhibitors, Melville Exhibitions will produce a time schedule for the installation of heavy exhibits and will advise exhibitors on all matters relating to shipping, transportation, and entry gate to be used.

You are reminded that only the appointed lifting contractor is permitted to operate forklift trucks and other lifting equipment on ICC property.

MELVILLE LOGISTICS LTD

Unit 27, Exhibition Way

NEC

Birmingham

B40 1PJ

Tel. +44 (0) 121 782 4433

Fax. +44 (0) 121 782 4545

Email: logistics@melville.co.uk
Please note – Please ensure the Melville “Transport/Lifting/Shipping/Storage” Form is completed prior to the deadline date stated.  Any work not booked or advised to Melville will be subject to a surcharge of 50%.

NO EXCESS STOCK AND LITERATURE, OR PACKING CASES MAY BE STORED ON, AROUND OR BEHIND STANDS.

ONLINE ORDERING


The ICC has an online service that allows you to order a wide range of products on-line.  Products include:

Telecommunications & Networks
Floral arrangements
Audio Visual
Stand Catering - Food, Drink & Equipment
Additional Services

Ordering is both quick and easy, with payment being made via a secure card payment system.

To start ordering visit:   www.theicc.co.uk/onlineordering

Select:  Exhibitor Services

Enter Passcode:   9669
PIPED SERVICES, WATER AND WASTE

The provision of gas, compressed air, water and drainage will be managed by The ICC.  Please complete the enclosed Piped Services Order Form to order these supplies.

THE ICC

Broad Street

Birmingham

B1 2EA
Tel: +44 (0) 121 644 5055

Fax +44 (0) 121 644 6122

Email: martin.hathaway@theicc.co.uk
PUBLIC ADDRESS SYSTEM

During the open period the Public Address System is for use by the Organisers for official announcements only.  It is not available to exhibitors or visitors except in case of emergency.

REMOVAL OF EXHIBITS

The exhibitor must arrange for the removal of exhibits after 1545 hours on Thursday 22nd May 2008.  Details of dismantling arrangements and the removal of personal effects and light portable (by hand) exhibits will be circulated to all stands during the course of the exhibition.  Any exhibitor who is unable to remove personal effects, should contact the Conference Secretariat.

RIGGING

All rigging must be requested & approved by the ICC 21 days prior to the event.  Requests should be sent to nicola.colledge@theicc.co.uk.  Exhibitors will then be advised of any additional cost implications.

THE ICC
Broad Street

Birmingham

B1 2EA

Contact: Nicola Colledge
Tel: 0121 644 5182
Fax: 0121 644 6002

Email: nicola.colledge@theicc.co.uk

SECURITY

A security service will operate within the venue throughout the tenancy, but neither the organisers or the ICC  can be held responsible for any loss or damage to exhibitor’s property.

As well as taking out adequate insurance, exhibitors should instruct their personnel not to leave their stands with exhibits unattended at any time when the exhibition is open, whether during the installation, open or dismantling periods.

Briefcases, laptops and mobile telephones are particularly vulnerable – safeguard them at all times.

Portable items should be secured overnight and removed immediately the exhibition closes when the risk of loss or damage is at its greatest.  Please note laptops are particularly vulnerable and should not be left unsecured overnight.

In the event of loss or damage, exhibitors should report immediately to the organiser with details of the loss or damage sustained, timings and description of articles etc.

SHELL SCHEME STAND SPECIFICATION
The following company has been appointed official shell scheme contractor to the exhibition.  If a shell scheme has been requested at the time of booking, the shell will be built to the size of the stand.  If shell scheme is required and has not already been ordered, please contact the Conference Secretariat.

MEETING MAKERS
Jordanhill Campus

76 Southbrae Drive

Glasgow 

G13 1PP

Tel: +44 (0) 141 434 1500 

Fax: +44 (0) 141 434 1519 

Email: focus2008@meetingmakers.co.uk
Corner stands will be built with 2 open sides and adjoining stands will be built without a centre wall unless otherwise specified to the stand contractor.  All shell scheme enquiries should be directed to the Stand Contractor.

Octanorm Shell Scheme System 


[image: image1]
· Basic Shell Scheme

· constructed from the Octanorm system, consisting of aluminium metalwork, white foamex infill panels, full ceiling grid, 300mm deep fascia to all open sides 

· with one nameboard detailing company name and stand number

Partitions

White wall panels 2500mm high (including top and bottom aluminium rails).  Aluminium posts at 990mm centre (950mm x 2340 to inside of poles).  Where sizes of stand are built of part meters, extra posts would occur.

Floor Covering

The hall is carpeted with blue carpet tiles.

Fascia

White fascia with blue lettering of the Company Name and Stand Number to each open side.  Please complete the “Name Board Form” and fax or send back to Melville Exhibition Services by the deadline date – 21 April 2008.

SHELL SCHEME STAND REGULATIONS

All interior stand fittings must be contained within the shell stand structure and not exceed 2.5m in height.  Commencement of shell scheme interiors from 0900 hours on Monday 19th May 2008.

When planning the interior of the stand, the exhibitors should take into account the following stand building regulations:

1.
The organiser will be responsible for the official identification and numbering of the stand, please see Name Board Details order form at the back of this manual.

2.
Under no circumstances must the wall panels be punctured.  Should this occur, the contractor will invoke an extra charge.  Fixing may be double sided tabs, Velcro hook and loop or similar.  For heavy exhibits, hanging chains are available.

3.
Optional Extras – Details of additional stand fitting’s designed to be integral with the stand structure, are enclosed together with order forms to assist you in planning your stand.  Complete the online order form and return to Melville by the deadline date.  No painting is allowed within the shell scheme.

SMOKING POLICY

There is a no smoking policy within The ICC.

SPACE ONLY STANDFITTING REGULATIONS

A height limit of 4 metres must not be exceeded at the ICC.  

This limit includes the overall height of the standfitting, any branding and all raised platforms as measured from the hall floor.  Stands wishing to exceed this height or to erect a double decker stand must supply the ICC with full drawings and structural calculations by a minimum of one month prior to the event, for approval by Birmingham City Council.  Stands over 4m coming onto site without approval will not be permitted to be built.  

The minimum height for dividing walls is 2.5 metres.  The height from floor to ceiling under the gallery of Hall 3 is 3.4 metres (this affects stands 1, 2, 3, 4, 5, 6, 7, 8, 9, 26, 27, 28, 41 and 42).

General Building Regulations

Exhibitors are responsible for the stand design and construction of stand walls as follows:

OPEN FRONTAGE ONLY

- Must have a back wall, 2 side walls and carpet

2 OPEN SIDES



- Must have a back wall, a side wall and carpet

3 OPEN SIDES



- Must have a back wall and carpet

Important – It is the responsibility of the Exhibitors who have taken ‘SPACE ONLY’ sites to supply erect and decorate free standing single clad partitioning to the periphery of their sites when they adjoin an adjacent stand.  The minimum height of the partitioning must be 2.5 metres. 

Exhibitors are at liberty to employ a stand contractor of their choice to carry out the construction and erection of their stand.

Please note the following regulations and comply by providing the correct information by the deadline dates.

1. All work must be carried out in conformity with the requirements of the Rules and Regulations of The ICC.

2. All stand structures, signs, notices, etc., must be confined within the area allocated and may not project into or over the gangways.

3. Exhibitors, their Agents or Contractors should satisfy themselves on the first morning of construction that the site marked out on the floor conforms to the dimensions as detailed on their booking confirmation.

4. Areas incorporating parts of the permanent building structure must be checked for location and measurements.  Traps, service openings in floors, fire prevention outlets, etc., must be left accessible at all times.  Exit signs must not be masked or obstructed.

5. The cutting of channels in floors and the like is strictly prohibited.

6. Contractors should note that they will be held responsible for the complete removal from the hall by the specified time of all goods, equipment and material used by them, together with all rubbish.  The Organisers reserve the right to treat any goods, equipment, materials or rubbish not so removed as they consider fit and at the expense of the contractor concerned, also stand fitting contractors agree to use only the appropriate labour and observe the regulations of the Exhibition Management.

7. Platforms
a. Platforms are not essential even with floor electrical or plumbing services.  The general height may not exceed 11mm (4”) but areas may be super-elevated for display purposes.  Details of super platforms, above the height of 600mm (24”) to which persons have access must be submitted to the Organiser for the approval of the Authorities.

b. The flooring must not be less than a normal 32mm thick.  Flooring must, in any case be laid with close joints.  Platforms must be of a strength and stability to carry and distribute the weight of the stand fitting, stand personnel and visitors and exhibits having regard to the loading limits of the floors.
8.
Partitions
Partitions separating stands may be erected up to 2.5m high, but where a wall abuts an adjoining stand and projects above the partition, it must be clad and decorated.

All work on the stand to be COMPLETED by 2200 hours on Monday 19th May 2008.

SINGLE STOREY STANDS: The overall height of stand fitting to single storey stands including cladding or columns SHOULD NOT EXCEED 4m from the floor level, inclusive of any signs or fascias.  
PLANS: Fully dimensional drawings showing details of all interior stand fittings and positions/dimensions of machinery/exhibits must be submitted for approval as follows:

MEETING MAKERS
Jordanhill Campus
76 Southbrae Drive
Glasgow 
G13 1PP
Tel: +44 (0) 141 434 1500 
Fax: +44 (0) 141 434 1519 
Email: fiona@meetingmakers.co.uk
Plans should be submitted to Meeting Makers by Friday 18th April at the latest.

Please note that any complex structure or structural part of a stand that is 4m or above in height must be checked by a structural engineer.  Full structural calculations, risk assessments, method statements, projected image and engineer’s certificate must be sent to Nicola Colledge (nicola.colledge@theicc.co,uk) at The ICC by Friday 18th April 2008 at the latest.

SOLID WALLS: Solid runs of walls along gangways edges are forbidden, unless permission is granted by the Organisers.  If your stand design includes walls that run the whole length of your stand and faces a gangway, it must include either natural breaks or vision panels at regular intervals to ensure no more than 6 metre continuous run of solid walling.

Permission is needed from the Organisers to build any length of solid wall exceeding 6 meters along the perimeter of a stand.  The plan elevations sent for approval must show the wall breaks clearly.

TELEPHONE SERVICES

All telephone lines must be ordered via the ICC.  Exhibitors can order them either on-line by visiting our web site or by completing the attached order form.    

To start ordering visit:   www.theicc.co.uk/onlineordering

Select:  Exhibitor Services

Enter Passcode:   9669

THE ICC

Event IT

Venue Management Department

Broad Street

Birmingham

B1 2EA
Tel: 0121 644 5095 
Fax: 0121 644 6002

Email: event.it@theicc.co.uk

TEMPORARY STAFF

Should any exhibitor require staff to assist with the manning of their stand once the exhibition opens, these can be booked through Emma Coldicott at the ICC, telephone number 0121 644 5064.
TRAVEL INFORMATION

Birmingham is uniquely accessible by all modes of transport.  By air, there are links from numerous UK and European destinations and from the airport, passengers can access the city centre easily via the rail link.  The ICC is minutes from Birmingham New Street Station, which connects with the major cities and towns in the UK.  By car, the city is at the hub of a comprehensive motorway network that incorporates the M5, M6, M40 and M42.  There are over 2,000 parking spaces at the ICC and additional spaces within walking distance.

For further information on how to get to The ICC, please view the website: www.theicc.co.uk
A map of the Birmingham area showing The ICC is attached.

VENUE

HALL 3

THE ICC

Broad Street

Birmingham

B1 2EA
Tel: 0121 200 2000
Fax: 0121 643 0388
WASTE DISPOSAL

The organisers will arrange for general cleaning of the exhibition hall, which will include removal of general rubbish.   Disposal of large items/large quantities of material is the responsibility of the exhibitor.  For further details about waste disposal, please contact The ICC.

THE ICC

Broad Street

Birmingham

B1 2EA
Tel: 0121 200 2000
Fax: 0121 643 0388

Email: Emma.Coldicott@theicc.co.uk

APPENDICES

· Focus 2008  Accommodation Booking Form – to be returned to Meeting Makers by Friday 28 March 2008

· Melville Name Board Form – to be returned to Melville Exhibitions by Monday 21 April
· Melville Shell Scheme Extras Order Form and Grid Plan – to be returned to Melville Exhibitions by Monday 21st April

· Melville Transport/Lifting/Shipping/Storage Form – to be returned to Melville Logistics by Friday 25 April 2008

· Focus 2008 Exhibitors’ Proforma – to be returned to Meeting Makers by Friday 2 May 2008
· ICC Communications, IT and AV Order Form – to be returned to ICC Event IT by Friday 2 May 2008
· ICC Pipe Order Form – to be returned to The ICC by Friday 2 May 2008
· Map of Birmingham showing the location of The ICC
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