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ORGANISER HANDBOOK A-Z 
A 

ACCESS_____________________________________________________________ 

• Traffic Management 

It is vital to have a Traffic Management Plan in place for all goods vehicles, to ensure 
that access to the hall/s is as smooth as possible. Please refer to the ‘Lorry Park 
Operations’ sheet in your Handbook for more information and guidance.  

The flow and movement of Traffic around the NEC Venue, is monitored and controlled 
by the NEC Traffic Department and its marshals. Further information on how traffic will 
be managed for your Exhibition/ Event will be provided at your Team Meeting. If you 
require more Traffic Marshals than is provided in package, please contact your Event 
Manager who will be happy to quote for this.  

Please advise all Contractors and Exhibitors that they should be aware of their stand 
number and its approximate location. We endeavour to park all vehicles as close to their 
respective halls as possible, however this may not always be feasible due to limited 
space around the rear of the halls. Please ensure all Contractors and Exhibitors are 
aware that they should display their vehicle pass (with all information filled in) at all 
times, as this will greatly help the Traffic Operation. Failure to display your pass will 
result in the removal of your vehicle. 

Please ensure that all Contractors and Exhibitors have prepared adequate means of 
transporting stock and materials to the stand to reduce the amount of time it takes to 
load and unload. This will assist us greatly in ensuring a smooth flow of Traffic 
throughout your Exhibition/ Event. For Exhibitions/ Events that may have a particularly 
heavy build-up/ break-down, a Deposit System may be put in place. Please contact your 
Event Manager to check if this is applicable to your show.  

• Build-Up 

All vehicles should initially report to their designated lorry park and will be directed down 
to the applicable Vehicle Entry Door when space becomes available around the rear of 
the hall/s. All stock and materials should be unloaded as quickly as possible and vehicle 
removed to the outer car parks. This will help free up space for more vehicles to gain 
access to the rear of the halls. 

• Open Period 

The Organiser will specify re-stocking/ delivery times prior and after show opening, 
during which time trolleys may be used. Should deliveries or re-stocking need to take 
place during the show open time, all products need to be hand-balled to the relevant 
stand. Trolleys will not be allowed during this time.  

No vehicles are allowed at the rear of the halls during show open times and all hatched 
markings around the Vehicle Entry Doors are to be kept clear at all times.  

• Breakdown 

Breakdown will commence once ALL visitors and children (under the age of 16) have 
vacated the hall. Small vehicles will have priority to access the rear of the hall. Larger 
vehicles will be queued on the designated lorry park from 0700hrs the morning of 
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breakdown.  They will be sent down to the back of the halls once space becomes 
available.  

• Goods Entrance 

Goods and delivery doors will be agreed with the Organiser prior to the Show. Please 
contact your Event Manager for more information.  

See also: Deliveries 

  Delivery Doors 

Deposit System 

Operating Hours 

Travel & Transport 

 Workplace Transport 

 
ACESSIBLE EVENTS___________________________________________________ 

For more information on organising accessible events, please refer to ‘Guidance Note 12’ in 
The NEC Self Regulating Handbook. 

See also: Disabled Facilities 

  Accessible Stands 

 
ACCESSIBLE STANDS__________________________________________________ 

For more information on building an accessible stand, please refer to ‘Guidance Note 13’ in 
The NEC Self Regulating Handbook. 

See also:  Disabled Facilities 

  Accessible Events 

 
ACCOMMODATION_____________________________________________________ 

A full hotel listing and booking service for individual accommodation please visit the 
Destination Birmingham section of The NEC website at www.thenec.co.uk 

 
ADVERTISING SITES____________________________________________________ 

See: Media & Marketing 
 
 
AIRPORT            

Birmingham International is linked to The NEC site via the Rail Link monorail. The departure 
/ arrival point for The NEC is at Birmingham International Rail Station.  

It runs every few minutes from 0500 – 2200hrs daily and on request throughout the night.  

For general airport enquiries please phone: +44 (0)844 576 6000 

 
 
 

http://www.thenec.co.uk/


  08/08/2009  3 

 

ALCOHOL___________________________________________________________ 

See: Catering 

 Drink & Drugs 
 
ANIMALS (LIVESTOCK)__________________________________________________ 
 
Dogs are not permitted on the premises, with the exception of assistance dogs.  
 
Please refer to The NEC Self Regulating Handbook ‘Guidance Note 9 – Livestock, Animals, 
Birds, Reptiles & Fish (including pets)’ for information on exhibiting animals within an 
exhibition / event.  
 
You may also require a Performing Animals Form should you decide to put on a display. The 
form can be found in the Application forms section of your Organiser Handbook. Please 
contact your Event Manager to see if this is applicable.  
 

 
ATRIUM            

The Atrium is the public concourse area that surrounds Hall 6 – 20 For a list of amenities 
please see the Maps and Plans section of the Organiser Handbook. 
 
 

AUDIO-VISUAL SERVICES________________________________________________ 

For a comprehensive list of AV suppliers within the area please see the ‘List of Useful 
Contacts / Directory of Services’ at www.thenec.co.uk 
 

B 

BABY CHANGING & FEEDING FACILITIES____________________________________ 

BABY FACILITIES 

LOCATION FACILITIES 

Adjacent to Hall 1 Entrance *2 toilets  *Baby changing area  *Bottle warming machine  *Screened off 
breast feeding area. 

Adjacent to Hall 2 Entrance *Pull down changing unit  *Chair  *Sink 
Adjacent to Hall 4 Entrance 
(within the disabled toilet) *Pull down changing unit 

Adjacent to Hall 8 Entrance 
(within the disabled toilet) *Pull down changing unit 

Adjacent to Hall 9 Entrance 
(within the ladies toilet) 

*Nappy machine  *Baby changing area  *Pull down changing unit  *1 baby 
seat  *1 bottle warming machine  *1 chair (within men’s toilets – Pull down 
changing unit) 

Adjacent to Hall 12 Entrance 
(within the ladies toilet) 

*Nappy machine  *Baby changing area  *Pull down changing unit  *1 baby 
seat  *1 bottle warming machine  *1 chair (within men’s toilets – Pull down 
changing unit) 

Adjacent to Hall 18 Entrance 
(by the kiosks within the 
ladies toilet) 

*Nappy machine  *Baby changing area  *Pull down changing unit  *1 baby 
seat  *1 bottle warming machine  *1 chair (within both disabled toilets in 
area – Pull down changing units) 

Adjacent to Hall 20 Entrance 
(within the ladies toilet) 

*Nappy machine  *Baby changing area  *Pull down changing unit  *1 baby 
seat  *1 bottle warming machine  *1 chair (within both disabled toilets in 
area – Pull down changing units) 

http://www.thenec.co.uk/
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Please see the Atrium and Piazza Services Plans in the Maps and Plans section of 
the Handbook for the location of toilets in the public areas. Toilet facilities within the 
Halls are indicated on each of the Hall’s individual plans. 

See also: Toilets 
 
 
BANKING FACILITIES___________________________________________________ 

There is a NatWest Bank situated by Hall 4 in the Piazza. This is open Monday to Friday 
09:00-16:30 (Wednesday 09:30-16:30). 
 

Tel: number 0845 302 0754. 
 
See also: Cash Points 
 

BANNER SITES_______________________________________________________ 

See: Media & Marketing 

  Rigging 

 
BOLTING____________________________________________________________ 

All fixings or attachments to, or penetration of, the fabric, structure or floors of any building 
on the Premises shall be carried out by NEC at the expense of the organiser, exhibitor or 
contractor requiring these services. This shall include the provision of foundations, pits, fixing 
of holding down bolts, attachments to the structural steel work, taking down or replacing 
removable Hall wall panels and the anchorage of guy ropes, wires, cramps or tackle for any 
purpose to any part of the building fabric and structure, whether to the interior or exterior of 
the Halls.  

For more information please see Guidance Note 10 in The NEC Self regulating Handbook.  

To order this service please contact your Event Manager or the Technical Department, 
alternatively please refer to the Order Forms section in the Organiser Handbook. 

 
See also: Dilapidation Charges  
  

 
BOX OFFICE SERVICES_________________________________________________ 

See: Ticket Factory 
 
 
BRIDGELINK            

This is the name of the covered walkway that links the Piazza (Halls 1-5) to Birmingham 
International Train Station.
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BUSES______________________________________________________________ 

See: Shuttle Buses  

Travel & Transport 

 
BUSINESS CENTRE____________________________________________________ 

See: Visitor Centre  

Wi-Fi 

   
C 

CAPACITY FIGURES____________________________________________________ 

Capacity figures include all occupants of the hall including exhibitors and visitors, as 
stipulated by the Crowd Safety Management Document.  

It is the responsibility of the Organiser to ensure that this figure is not exceeded and must be 
noted in the Show Risk Assessment as to how this will be managed. Please consult your 
Event Manager for further information. 
 
 
CAR PARKING________________________________________________________ 

The NEC has over 20,000 car park spaces. Car park charges may apply. Visit ‘What's On’ 
on the NEC website for event specific car parking prices. 

Please see site access map for car park locations.  
Organisers should contact their Event Manager to discuss show specific car parking 
arrangements and passes. Exhibitor should liaise with their Organisers for details on show 
specific car parking and passes.   
 
See also: Access 

  Disabled Facilities 
 
 
CARPET_____________________________________________________________ 

Carpets and other textile floor-coverings must comply with BS 4790 and shall be secured 
and maintained so as not to cause a hazard. Only the NEC recommended carpet tapes may 
be used directly onto the exhibition floors.  For a list of Approved suppliers please contact 
your Event Manager. 
 

Any floor covering to a gangway shall be of a non-slippery and even surface and shall be so 
secured and maintained so as not to be a source of danger.  
 

Carpet should be cut back from the edge of the hall entrance door channel so that the doors 
can be easily opened and closed.  
 
See also: Dilapidation Charges    Cleaning 
 

http://www.thenec.co.uk/whatson
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CAR RENTAL_________________________________________________________ 

Please see the ‘Useful Contacts Directory’ at www.thenec.co.uk for details of local hire car 
companies.  
 
 
CASH POINT FACILITIES_________________________________________________ 

Cash points inside and outside the Natwest Bank by Hall 4. 

There is a Natwest cash point opposite Hall 8 by Atrium 2 entrance. There are also four 
other portable cash machines in the Atrium, there is a charge for using these machines.  
They are located adjacent to Hall 6 entrance and opposite Food 2 U, which is located near to 
Hall 6 entrance, by Concourse Suites 1 & 2 and opposite Hall 18. 
 
 

See also: Banking Facilities 
 
CATERING___________________________________________________________ 

Food to You, NEC’s on-stand delivery service, is able to meet the requirements of most 
exhibitors and further details, together with a copy of their current order form, can be 
obtained by calling the main office or, alternatively, by visiting their website. 
 
Food to You contact details are as follows: 
 
Telephone +44 (0) 121 767 2630 
Fax  +44 (0) 121 767 3800 
Email  catering-2U@necgroup.co.uk 
Website www.catering-2U.co.uk    
 

Provision of Food and Beverages on NEC site 
 
Please be aware that all food and beverages on the NEC site should be purchased from the 
NEC Catering Department.  
 
Occasionally, NEC Catering may (at its sole discretion) permit exhibitors to supply their own 
food and drinks at NEC events. Any such activity, including sampling and retailing, will need 
to be authorised by Sally Davis, Managing Director Group Catering.  All applications should 
be sent to the Key Catering Account Manager in the first instance. 
 
However, permission will not usually be granted unless such products are relevant to the 
Exhibition profile. If permission is given, the exhibitor will be advised of any rules and 
regulations that apply and of any fees that may be incurred. Representatives of the NEC 
Catering Department will monitor compliance with any relevant legislation. 
 
It remains your responsibility to ensure that you comply with all relevant legislation and, 
specifically, requirements that prohibit the use of Liquid Petroleum Gas within the Halls. 
 
Please be aware that contractual responsibility for such an undertaking (approved or 
otherwise) lies with you, the organiser, and you may be held accountable for any licence 
contraventions whether legislative or financial.   
 

http://www.thenec.co.uk/
http://www.catering-2u.co.uk/
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Alcohol 
 
Service of alcoholic beverages is also rigorously controlled through responsible enforcement 
of the Licensing Act 2003.   
 
To comply with the Premises Licence of the NEC any exhibitor wishing to sample, retail or 
provide their own alcohol as hospitality should seek permission to do so by completing an 
Intent to Retail form and returning the form to the Key Catering Account Manager.  If 
permission is granted you will be advised directly of any rules and regulations that apply and 
any charges that will be levied. A Transfer of Title form must then be completed and 
countersigned by the Key Catering Account Manager on behalf of the NEC Ltd’s Designated 
Premises Supervisor.  
 
Any enquiries relating to the above should be directed to the NEC Catering Key Account 
Department. 
 
Food and beverage sampling 

NEC understands the need to provide samples of food products and alcohol during food 
and drink exhibitions. If you intend to offer samples in this way, please obtain an 
Application to Supply Food & Beverage and/or Application to Supply Alcohol form from your 
Key Account Manager and include the details of the products, which you will offer as 
samples. 

Please note that samples should be no more than: 

Beer/Cider/Lager/Alcopops  100ml 

Wine          50ml 

Spirits              5ml 

Soft Drinks    100ml 

Food Items    Bite Size Portions 

Please refer to the NEC Self Regulating Handbook, Guidance Note 7 for detailed information 
on Food Hygiene Regulations here at The NEC. 
 
See Also:  Cooking On Stands 

  Drink and Drugs 

 
CEILING HEIGHTS_____________________________________________________ 

Please see ‘Plans’ sections for each individual hall specifications. Also please note stands 
over 4m high are subject to The NEC Complex Structure process.  
See also: Complex Structures 
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CHAPLAINCY   ____             
 
The NEC Chaplaincy is available for consultation and support on 07790 499384 or e-mail 
stephen.willey@necgroup.co.uk.  
 
See also: Prayer Room 
 
 
CHARITIES            

If you wish to have a charity at your show please let your Event Manager know and provide 
the registered charity number. Charities are only allowed to operate within your hall or 
tenancy area and not in The NEC public areas  
 

CHAUFFEURS_________________________________________________________ 

For a list of local chauffer companies please see the ‘Useful Contacts Directory’. 
 
See also: Taxis 

 
CHEMISTS___________________________________________________________ 

For a list of local pharmacies please see the ‘Useful Contacts Directory’.   
  
See also: Doctors 

Hospitals 

 
CHILDREN___________________________________________________________ 

Children under the age of 16 are not permitted in the exhibition halls during the build up or 
break down period.  

If Children wish to work in the exhibition you must ensure that all sections of Guidance note 
14 have been met and your Event Manager is in receipt of the letter from the child’s Local 
Education Authority. 

Children’s' Identification Wristbands are available from our Visitor and Business Centres and 
the Security office next to Hall 1 in the Piazza as a complimentary service. The Wristbands 
clearly say on the outside “If I’m lost look inside!” and assist our staff in reuniting lost children 
with their carers. 

 
See also: Baby Changing & Feeding Facilities 

Crèche  

 
 
 

 

mailto:stephen.willey@necgroup.co.uk
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CLEANING___________________________________________________________ 

The NEC provide a cleaning service via their official contractor ISS. Please see your tenancy 
agreement for inclusive package arrangements. To make additional arrangements please 
speak to your Event Manager or telephone ISS on 0121 767 2685. For details on and to 
arrange skip hire please refer to the form in your Organiser’s handbook. 

Please note that the top storey of double deckers is not included in the general stand clean. 
Please make arrangements if required. 

The NEC cleaning staff will remove all items of rubbish from the Halls and public areas of the 
venue. The Organiser is responsible for the cost associated with all rubbished removed from 
their Hall. Please refer to your package allowance or your Account Manager for more 
information on your waste rates.  

Any hazardous waste needs to be disposed of appropriately i.e needles, nappies etc. Please 
contact the Cleaning Manager for associated costs. 

All NEC public areas will be cleaned as a matter of course. If you have any concerns over 
these areas please contact your Event Manager. 

See also: Recycling 

   
CLOAKROOMS________________________________________________________ 

There are manned cloakrooms adjacent to halls when shows are on. Visitors can store bags, 
coats and luggage for £1 per item per day. Overnight storage is not possible at The NEC. 

Cloakrooms are open half an hour before show open and until half an hour after show close 
or until no items remain.  

Cloakroom extensions can be arranged for exhibitor parties etc. Please contact your Event 
Manager for further details and costs.  

Items left in the cloakroom after this time will be taken to the nearest Security Office 
 
See also: Lost Property 
 

COMPLEX STRUCTURES_________________________________________________ 

The Show Organising Manager is required to submit a list of all exhibitors proposing to have 
a Complex Stand Structure to the NEC Event Manager no less than 2 months prior to 
tenancy unless otherwise agreed in writing.  
 
Complex Stand Structures requiring a Certificate of Integrity:  
 

I. A multi-storey stand including raised platforms over 600mm high.  
II. A stand where provision is made for a closely seated audience. 

III. Stand fitting exceeding 4 metres in height.  
IV. A stand with a travel distance to a gangway greater than 12m without a choice of 

direction.  
V. A stand requiring foundations.  

VI. Raised or tiered seating.  
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VII. Any element suspended from the permanent roof of the hall (i.e. rigging).  
VIII. A temporary demountable structure including, temporary grandstands and seating, 

demountable framed structures, stages and barriers, ancillary special structures, 
tents and marquees.  

 
For more details on the process please see The NEC Self Regulating Handbook – Section 3, 
Paragraph 2.  

  
See also: Method Statements 

Fire & Safety Regulations 

  Risk Assessments 

Space Only Stands 

Stand Building & Dressing 

 
CONCERTS__________________________________________________________ 

See: Ticket Factory 
 
CONCESSION FEES____________________________________________________ 

See: Catering 
 
CONFERENCE ROOMS__________________________________________________ 

Conference suites are available to hire at The NEC. Please visit 
http://www.thenec.co.uk/planninganevent/conference for more information or call the Sales 
Team on 0121 767 2716. 

 
CONSTRUCTION HEIGHTS_______________________________________________ 

See: Ceiling Heights 

 Complex Structures 

 
CONTROL ROOM______________________________________________________ 

The Control Room is located within the Security suite between Hall 1 and Hall 2 and is 
staffed 24 hours a day.  Please call 0121 767 2393 outside tenancy hours or if you are 
unable to contact your Event Manager.   

 
See also: Emergency Procedures 

  First Aid 

 

Security  

 
COOKING ON STANDS__________________________________________________ 

Any exhibitor wishing to cook on their stand should notify the Key Catering Account Manager 
and refer to Guidance Note 7 in The NEC Self Regulating Handbook 
 
  

http://www.thenec.co.uk/planninganevent/conference
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See also: Catering  

  Fire Safety 

Gas 

Naked Flames 

COSHH_____________________________________________________________ 

Any exhibit, process or feature that is likely to generate and/or emit gases, vapours, liquids, 
fumes or dusts into the halls shall be so constructed so as not to be prejudicial to health or a 
nuisance and shall comply with the requirements of the Control of Substances Hazardous to 
Health Regulations 2002 (as amended). For this purpose a sample of a COSHH assessment 
template is included in Section 5 of The NEC Self Regulating Process Handbook.  
 
Full details of the hazards arising, how they are harmful to health and the range of control 
measures which will be implemented must be provided to the venue at least 28 days before 
the event by the submission of a suitable and sufficient COSHH assessment carried out by a 
competent person.  
 
 
COSMETIC PROCEDURES & SKIN PIERCING__________________________________ 
 
Skin Piercing – includes Acupuncture, Tattooing, Electrolysis, Cosmetic Piercing, Micro 
pigmentation & Botox. 
 
Please see Guidance Note 16: 17.1 in The NEC Self Regulating Handbook for full details of 
requirements for these activities. 
 
 
COURIERS___________________________________________________________ 

The NEC will not sign for any courier deliveries. Please ensure that all deliveries are made 
during your tenancy time only and that someone from your organsing team is available to 
sign for your goods. 

Only branded and recognisable couriers are exempt from the deposit system if this is in 
place for your show. 

For a list of local couriers please see the ‘Useful Numbers Directory’.  

See also:  Deliveries 
 
 
CRECHE ___________________________________________________________ 
 
Organisers, Exhibitors or other persons wishing to provide crèche facilities must comply with 
The Children Act 1989 and submit details to the Event Manager including the following 
details: 
 

• name of operator 
• location and layout of crèche 
• dates and times of opening 
• ages and maximum number of children attending 
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Your Event Manager can supply you with contact details of companies known to the venue – 
please see the Useful Contacts Directory. If the company you propose to use is not already 
registered with Ofsted then they should contact Ofsted on Tel: 0845 640440  
 
 
CROWD SAFETY MANAGEMENT___________________________________________ 

The organiser must liaise with the Event Manager and provide all necessary information to 
ensure that the planning and management of the public during their exhibition is managed in 
a safe manner.  
 
Please see Guidance Note 8 in The NEC Self Regulating Handbook. 
 
See also: Capacity Figures 

CUSTOMS & EXCISE___________________________________________________ 

Customs Facilities are available at all UK airports and docks. The local office for Birmingham 
would be at the Cargo Dept at Birmingham International Airport. They can be contacted on 
0121 782 5221 

 
D 

DELIVERIES__________________________________________________________ 

All deliveries should be made during tenancy days only and should be addressed as follows: 
 
Addressee 
Event 
Hall 
Organiser’s Office or Stand Number 
The NEC 
Birmingham 
B40 1NT 
 
See also: Delivery Doors 
 
 
DELIVERY DOORS_____________________________________________________ 

Arrangements will be made with your Event Manager for a nominated delivery door at your 
Team Meeting. 

For unusual deliveries please check the height and width of the delivery doors. This 
information can be found in the Maps and Plans Section.  

 
See also: Deliveries 

 
DEMONSTRATIONS_____________________________________________________ 

Organiser’s must ensure that demonstrations do not constitute a fire or safety hazard and 
must obtain from exhibitors full details of such activities and a risk assessment. The activity 
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must be confined within the stand and not protrude onto the gangway. Any viewing areas 
must also be accounted for into the design of the stand and must not be on the gangways. 
The NEC reserves the right to curtail any activity they consider detrimental to public safety.  

Any exhibitors or organisers that carry out activities with public participation should have the 
relevant public liability insurance.  

 
See also: Cooking on Stands 

  Crowd Safety management 

  Health & Safety 

 
DENTISTS___________________________________________________________ 

For a list of dentists in the local area please see the Useful Contacts Directory. 

For any dentistry within an Event please see Cosmetic Procedures & Skin Piercing.  

 
See also: Cosmetic Procedures & Skin Piercing 

DEPOSIT SYSTEM______________________________________________________ 

In order to maintain a smooth traffic flow at The NEC vehicles delivering goods to an 
exhibition require a vehicle unloading ticket to gain access to the back of the halls.  A deposit 
of £50.00 is left in exchange for the time limited unloading ticket. Providing the vehicle 
returns to the lorry park within the designated time the full cost of the ticket will be refunded. 
For further details please see the Travel & Transport Section 

Please check with your Event Manager if the deposit system is operational during your 
tenancy. If so they will provide you with all the information you need. The deposit system 
forms for inclusion in the exhibitor manual are available in the forms section of the Organiser 
Handbook. 

 
See also: Workplace Transport 

  Access 

 
DILAPIDATIONS CHARGES_______________________________________________ 

Any damage to the fabric of the building over and above normal wear and tear will be 
charged accordingly. Please note that nothing may be fixed to the fabric of the building or 
bolted to the floor without the permission of The NEC. 
 
 
DISABLED FACILITIES__________________________________________________ 

Please follow the link http://www.thenec.co.uk/planningavisit/disabledvisitors to our website 
to find information on access and parking, toilets, hearing assistance, medical facilities, 
mobility equipment hire and dedicated ticket lines.  

http://www.thenec.co.uk/planningavisit/disabledvisitors
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If you have any queries or need assistance during your visit, please contact any member of 
staff who will be happy to help. 

See also: Accessible Events 

  Accessible Stands 

Car Parking  

DOCTORS___________________________________________________________ 

For a list of local doctors please see the ‘Useful Contacts Directory’.   

Medical Assistance on site can be sought at The Medical Centre. Please contact your Event 
Manager for the opening hours  

See also: Hospitals Chemists 

 
DOUBLE DECKER STANDS_______________________________________________ 

See also: Accessible Stands 

Cleaning 

Complex Structures   

 
DRINK & DRUGS      _____     

The abuse of alcohol, drugs and other substances can affect work performance and safety. 
Any person found to be under the influence of alcohol, drugs or other substances which 
constitute a danger to themselves or any other person using the venue, will be removed from 
the venue by Security and if necessary further action will be taken to remedy the situation.  

 
DRY CLEANERS_______________________________________________________ 

For a list of local dry cleaners please see the ‘Useful Contacts Directory’. 

 
E 

ELECTRICAL POWER & INSPECTION________________________________________ 

The stands will not be energised until the energistaion test form has been submitted by your 
electrical contractor to The NEC Mains Office.  

All electrical requirements should be ordered through your electrical contractor. As a tandard 
the power during build will be on from 0800hrs to 1800hrs. Last night of build power will be 
on 0800hrs until 2200hrs as standard. If you have any requirements outside of these hours 
please contact your Event Manager.  

During show open days power will be from 0800hrs until 30 mins after show close time. For 
requirements outside of this time please order through your electrical contractor. This 
excludes any 24 hour power that has already been ordered. 
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See also: Plug & Play 

 
EMERGENCY GANGWAYS________________________________________________ 

The Event Manager will issue an Emergency Gangway Plan to the organiser, prior to the 
tenancy commencing. The organiser will communicate this plan to their Contractors and 
Exhibitors.  
 
The organiser is to manage the build and breakdown by maintaining the Emergency 
Gangways as they form part of an evacuation route and provide access for emergency 
vehicles.   
 
See also: Floor Management Health & Safety 

 
EMERGENCY PROCEDURES______________________________________________ 

Please ensure that all Exhibitors obtain a copy of the NEC ‘Important Information’, which 
stipulates the Exhibitors’ responsibilities and procedures in the event of an emergency. A 
copy of this is available in the Handbook.  

See also: Control Room  

Fire Safety  

 
ENERGY & THE ENVIRONMENT____________________________________________ 

The NEC is aware of its impact on the environment, particularly from energy usage and 
waste generation. We are committed to the management of the environmental impact of our 
activities and to the reduction of that impact over time. Please see our ‘Environmental Policy 
Statement’ for more information.  

 
See also: Environmental Policy 

  Recycling 

 
EXHIBITORS INFORMATION_______________________________________________ 

Information for Exhibitors is available on our NEC website at www.thenec.co.uk  This covers 
all information from Venue facilities to Useful Numbers Directory and accommodation 
information.  

 
F 

FAIRGROUNDS & AMUSEMENTS___________________________________________ 

Please refer to the NEC Self Regulating Handbook, Guidance Note 5.3 for more information. 
You should inform your Event manager if you intend to bring any of the above to the show.  

See also:  Simulators, Rides etc Items of special risk 

http://www.thenec.co.uk/
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FAX MACHINES_______________________________________________________ 

See also: Business Centre 

  IT & Telephony 

 
FILMING_____________________________________________________________ 

If you intend to do filming of any kind at your show, please inform your Event Manager who 
will be able to provide you with further information.  

See also: 

 Licenses - Copyright  

 
FIRE EXITS__________________________________________________________ 

Fire exits should be kept free of obstructions at all times. This includes all Vehicle Entry 
Doors, Hall main entrances and all other pedestrian access egress doors. Please consult 
your Event Manager regarding your floor plan layout.  

See also: Fire Safety Regulations 

  Floor Management 

  Emergency Gangways 

 
FIRE EXTINGUISHERS___________________________________________________ 

The NEC will provide a minimum level of fire extinguishers to cover your hall/s. These will be 
distributed prior to show open and collected at the end. A plan of where the extinguishers 
have been placed will be provided to you by your Event Manager and your signature will be 
required to confirm receipt. There will be a replacement charge for any fire extinguishers that 
are lost or missing. Your Tier 2 Fire Risk Assessment will define the number and type of 
extinguishers required over and above the minimum level provided by The NEC. It is the 
responsibility of the organiser or exhibitor to bring their own or hire fire equipment deemed 
suitable for the activity taking place. Should you require any fire extinguishers or fire 
equipment, please refer to the Order Forms in the Organiser Handbook to acquire these or 
contact your Event Manager. Further information on the type of fire extinguishers available 
can be found in your Organiser Handbook.  

FIRE RISK ASSESSMENT          

All Organisers are required to complete a Fire Risk Assessment in conjunction with their 
show risk assessment. A Tier 1 risk fire assessment for each hall is available from your 
Event Manager to use as the base for your Tier 2 fire risk assessment specific to your show 
in that hall (s).  

 
FIRE & SAFETY REGULATIONS___________________________________________ 

Please refer to the NEC Self Regulating Handbook for complete information on fire 
regulations with regard to stand building and dressing. Should you require further information 
on fire-proofing materials, please contact your Event Manager.  
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FIRE SAFETY_________________________________________________________ 

Please ensure that all Exhibitors are aware of the NEC’s Fire Safety information, which can 
be found on the ‘Important Information’ sheet in your Handbook and all staff briefed 
accordingly. The NEC will brief all Security staff during build-up. The Event Manager will 
carry out routine fire checks prior to show opening to ensure all gangways and exits are 
clear and continue to monitor throughout the show.  

Emergencies should be reported immediately to a Security Officer, or alternatively directly to 
the Control Room on x3333 (on an internal phone) or 0121 767 3333 (on any external 
phone).  

 

See also: Cooking on Stands 

  Emergency Procedures 

  Floor Management 

  Gas 

  Smoking Policy 

  Special Effects 

 
FIRST AID___________________________________________________________ 

Please contact the Medical Centre in the first instance if you require first aid assistance. In 
the event that the Medical Centre is closed please contact your Security Event Manager / 
Event Manager for non emergencies or the Control Room for emergencies.  
 

See also: Doctors 

  Control Room 

Hospitals 

Medical Centre 

Chemists  

 
FLAGPOLES ON STANDS________________________________________________ 

Please refer to the NEC Self Regulating Handbook, Guidance Note 2.3 for further 
information.  

 
FLOOR FIXINGS_______________________________________________________ 

See also: Bolting 

  Dilapidation Charges 

 
FLOOR LOADINGS_____________________________________________________ 
 
The hall floors, including duct covers and the floor above the tunnels or other subways, can 
generally withstand a loading of 20 tonnes per square metre (2 tonnes per square foot) with 
certain exceptions detailed in NEC Rules and Regulations. Base plates should be designed 
to limit the compressive stress on the floor of the Building to 200KN per sq m unless the total 
load on a base plate is 50KN or less, in which case a minimum 300mm square plate must be 
used.  
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FLOOR PLANS________________________________________________________ 

All floor plans must be submitted to your Event Manager for approval. Please refer to the 
‘Organiser Critical Dates Checklist’ in your Organiser Handbook for your deadlines for 
submission. PDF technical drawings of your hall are available in your Organiser Handbook, 
however for a CAD drawing please contact your Event manager 

Floor plans should also be submitted for Hall Entrances and any constructions in all areas 
outside of the hall for approval, this includes registration areas etc. 

Comprehensive details on all regulations regarding the designing and submission of floor 
plans can be found in the NEC Self Regulating Handbook, Section 1 ‘Exhibition Floorplan 
Regulations’.  

 
FLORISTS____________________________________________________________ 

Please refer to the ‘Useful Contacts Directory’ for information on floral services.  

 
FOOD & BEVERAGES___________________________________________________ 

See also: Catering   Cooking on Stands 

 
FOOD & DRINK SAMPLING_______________________________________________ 

See also: Catering  

Cooking on Stands 

  

 
FOOD HYGIENE_______________________________________________________ 

 
See also: Catering 

  Cooking on Stands 

  
FURNITURE__________________________________________________________ 

We do not supply furniture in the organiser’s offices. Please contact your preferred supplier.  

 
G 

GANGWAYS__________________________________________________________ 

See also: Emergency Gangways 

  Floor Plans 
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GAS________________________________________________________________ 

• Mains Gas 

All natural gas required will be supplied through the NEC. Please confirm your requirements 
by 28 days before tenancy. To order this service please contact 0121 767 3812 or contact 
your Event Manager, alternatively please refer to the Order Forms section in the Organiser 
Handbook. 

• Compressed Gas (LPG) 

Please inform your Event Manager if you or your Exhibitors intend to use compressed gas at 
your show, as there are strict regulations on their usage and storage within the hall. Please 
refer to the NEC Self Regulating Handbook, Guidance Note 3.4 for further information.  

 
See also: Cooking on Stands 

  Helium Balloons & Blimps 

  Items of Special Risk 

GOODS ENTRANCE____________________________________________________ 

See also: Access 

  Delivery Doors 
 
GRAPHICS___________________________________________________________ 

The NEC will provide a specified amount of graphics for Organisers and their Exhibition. 
Please refer to your package agreement or alternatively the ‘Hall Entrance, Directional 
Signage and Kiosk Dimensions’ factsheet within your Organiser Handbook for further 
information on dimensions and basic package allowance.  

Please send through artwork for Graphics in an eps or jpeg format to your Event Manager or 
the Graphics Department. 

 
H 

HALL ENTRANCE LAYOUTS______________________________________________ 

For further information on regulations regarding Hall Entrance layouts, please refer to the 
NEC Self Regulating Handbook Section 1.1 (Exhibition Floorplan Regulations) and guidance 
Notes 11.1 and 11.2. 

Please send your proposed layout to your Event Manager for approval. 

See also: Floor Plans 
 
HALL MANAGEMENT___________________________________________________ 

Organisers should appoint a competent individual dedicated to this role throughout the 
duration of the tenancy. The Floor Manager will be responsible in ensuring that all Rules & 
Regulations and terms of your licence agreement with the NEC are maintained at all times. 



Organisers should ensure that a representative should be on site at any time when work is 
being carried out in the hall/s. Please refer to the ‘Useful Contacts Directory’ or your Event 
Manager for details or Floor Management companies.  

 
See also: Emergency Gangways Health & Safety 

  Fire & Safety Regulations Health & Safety Personnel 
 
 
HEALTH & SAFETY_____________________________________________________ 

Under the Health & Safety at Work Act 1974 (HASWA) and the Workplace (Health, Safety 
and Welfare) Regulations 1992 organisers have a duty to ensure that all personnel under 
their control are aware that they have responsibilities to ensure, so far as is reasonably 
practicable, the health, safety and welfare of themselves and others by what they do or fail to 
do.  

The main areas which must be brought to the attention of Exhibitors and Contractors 
includes, but is not restricted to the following: 

The understanding of fire and emergency procedures and location of the medical 
centre. 

The need to maintain emergency exits and keep gangways clear. 

Good housekeeping must be maintained in work areas allowing any hazards to be 
easily identifiable.  

Steps, mobile scaffold towers etc must be used in a safe manner, using suitable 
equipment in the approved way, 

All powered access equipment must be operated by fully trained and certified 
personnel. Copies of training certificates must be available for inspection and anyone 
who cannot prove their competency may be asked to cease the activity.  

All portable power equipment must be used only for the purpose for which it was 
designated and the correct safety guards and devices must be fitted and used. 
Trailing power leads must be kept to a minimum and not cross gangways. Petrol 
powered equipment must not be used.  

Personal Protective Equipment (PPE) must only be used where other protective 
measures have been considered unrealistic i.e. PPE is the last line of defence. PPE 
must be suitable and sufficient for the job and employees trained in its use and 
limitations. Please note that the NEC recommends the use of hard hats and 
appropriate footwear on construction and dismantling of all structures.  

All contractors must be aware of the need to supply suitable and sufficient tools and 
equipment required for the job before coming on site (with special consideration to 
general and NEC safety requirements).  

Only acceptable substances are allowed on site and full compliance with the COSHH 
regulations is required. 

Borrowing of tools and equipment from the NEC is not possible. 
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The consumption of alcohol is not permitted on the exhibition floor during the build-up 
and breakdown periods of the event. The use of drugs is strictly prohibited throughout 
the duration of the event.  

The NEC has duties under HASWA and its own Health & Safety policy, which 
includes provision that persons other than NEC employees are reminded of their 
responsibilities whilst working on any of its sites. 

Organisers are required to have a competent representative on site during the hours 
that any work is being carried out in the venue.  

Please refer to The NEC Self Regulating Handbook in the organiser section of the website 
for further guidance on your Health & Safety responsibilities.  

Please contact your Event Manager for further information or clarification on any Health & 
Safety issues.  

 
See also: Fire & Safety Regulations  

Fire Safety   

  Method Statement 

Health & Safety Personnel 

Risk Assessments 

 
HEALTH & SAFETY PERSONNEL___________________________________________ 

The law stipulates that all Health & Safety personnel are ‘competent’ for the job. Health & 
Safety Competence consists of formal qualifications, training and experience. The Institute of 
Occupational Health & Safety (IOSH) has set guidelines as to the type of formal 
qualifications required for each position. It is the Organiser’s responsibility to ensure that 
their representatives are suitably qualified to perform the tasks for which they are employed 
or which are allocated to them.  

Your nominated Health & Safety representative may also perform the duties of the Hall 
Manager 

See also: Hall Management 

 
HEALTH, SAFETY & ENVIRONMENTAL POLICY________________________________ 

The NEC Health & Safety and Environmental Policy is available at: 

http://www.thenec.co.uk/aboutus/healthandsafety 

See also: Environmental Policy 

Recycling 
 

 
HEARING LOOPS______________________________________________________ 

See also: Disabled Facilities 
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HEATING, VENTILATION & FLUES_________________________________________ 

• Heating & Ventilation 

Heating and ventilation facilities are fitted in all halls. Please inform your Event Manager 
prior to the show if you have any special temperature requirements for the show. These 
facilities will not be operational during your build-up and breakdown, in accordance with 
our environmental policy. However if you experience any issues with these units 
throughout the show, please contact your Event Manager. If the problem is derived from 
a specific unit, please make a note of the unit number (found on the unit itself) and 
quote this number to your Event Manager.   

 
• A stand containing such an exhibit, process or feature giving rise to any of the above 

defined hazards must be so arranged where appropriate to have an effective local 
exhaust ventilation system to the outside atmosphere. It shall be sited adjacent to an 
external wall of the venue and the erection and support of such exhibit or process 
shall be independent of the permanent structure and fabric of the venue.  
 

• The Organiser is responsible for monitoring the fumes within their show and 
informing the Event Manager of any potential areas of concern.  

 
For further information please see The NEC Self Regulating Handbook Guidance Note 4.3 

 

See also: Fire Safety 
 
 
HELIUM BALLOONS & BLIMPS____________________________________________ 

Please refer to the NEC Self Regulating Handbook, Guidance Note 2.2 for further 
information.  

See also: Gas 

  Items of Special Risk 

 
HOSPITALS__________________________________________________________ 

The nearest hospital to the NEC is Solihull General. If for any reason you feel an ambulance 
is required, please call the control room medical emergency line on x2222 (from an internal 
phone) or 0121 767 2222 (from an external phone).  

 
See also: Control Room 

  Doctors 

First Aid 

 
HOSPITALITY ROOMS___________________________________________________ 

See also: Conference Rooms 
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HOTELS_____________________________________________________________ 

See also: Accommodation 

 
I 

INSURANCE__________________________________________________________ 

The NEC insures its premises and own property against all risks. You are responsible for: 

• Insuring your own property 

• Public liability insurance to the value stated in the licence 

• Indemnifying the hall owner against claims for personal injury and damage brought on 
site by you, exhibitors and others. The minimum insurance cover is stated in the licence 
agreement.  

• Any exhibitors or organisers that carry out activities with public participation should have 
the relevant public liability insurance.  

You should also consider arranging abandonment/ cancellation insurance. Your own broker 
should be able to advise you.  

 
INTERNET____________________________________________________________ 

See also: Visitor Centre   
 
IT & Telephony 

Wi-Fi   

 
IT &TELEPHONY__________________________________________________ 

Our IT & Telephony department is here to supply you with all your telephony and internet 
needs throughout the duration of your stay. Please see your Organiser Handbook for more 
information and the order form. 

Organisers receive two telephone lines with handsets per office if required and one 256k 
ISDN line per exhibition free of charge. These will be provided to existing sockets in the 
organisers offices, should these be required on the exhibition floor or in any other temporary 
location there will be a charge for cabling.    

Organiser office telephone numbers will be allocated by the Event Manager and all your 
Event IT requirements should be directed to them. 

Exhibitors should use the order form provided or contact The NEC Sales and Customer 
Support Centre on 0844 3388338. 

See also  Wi-Fi 

  
ITEMS OF SPECIAL RISK________________________________________________ 

Please refer to the NEC Self Regulating Handbook Section 5 – ‘Items of Special Risk – 
Confirmation of Compliance’ form. Ensure this form is completed and sent to your Event 
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Manager prior to show open. All items of Special Risk should be noted in the Risk 
Assessment.  

If you have any further queries regarding what constitutes an Item of Special Risk or what 
information needs to be provided, please contact your Event Manager.  

See also: Risk Assessment Method Statement 

K 

KEYS_______________________________________________________________ 

When you arrive on site please collect and sign your keys out from the nearest Security 
Office. At the end of your tenancy please sign the keys back in with the Security Office. 
Please note any lost keys will incur a charge. 

Halls 1-5 now work on a Locken Key system. More details can be found in the Organiser 
Handbook. 

See also: Locken Keys 

 
L 

LASERS_____________________________________________________________ 

Lasers are deemed an Item of Special Risk, any person demonstrating or using laser 
products must comply with The NEC Self Regulating Handbook Guidance Note 5.2 
 

See also: Special Effects 

 
LICENSES (COPYWRITE)________________________________________________ 

PRS & PPL & VPL Licences 

Music 

Is PPL same as PRS?  

No, a PPL licence is a Public Performance Licence which is different from a PRS which is 
Performing Rights Society. 

Whenever you play a sound recording in public there are two separate licence fees that 
need to be paid for. There is a copyright fee for the musical and lyrical composition (PRS) 
and a separate copyright fee for the actual sound recording. (PPL) 

One fee will go to PPL which is distributed to record companies and performers. The other 
fee goes to PRS which is distributed to composers and publishers.   

Video 

Do I need a VPL Licence as well?  
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By law, any person or organisation wishing to use music video footage in a broadcast or 
public performance situation requires a VPL licence. 
 
Any organiser or exhibitor who wishes to have any type of pre-recorded, video or live music 
on their stand or at the event must contact: 

 

PPL / VPL GENERAL ENQUIRIES 

WWW.PPLUK.COM 

E: info@ppluk.com 

T: 020 7534 1000 
F: 020 7534 1111 

AND 

PRS ENQUIRIES 

WWW.PRSFORMUSIC.COM 

T: 0800 068 48 28 

F: 020 7306 4455 

 
to apply for the licences required.  

 
See also:  Special Licenses 

 

 
 

LIFTS_________________________________________________________ 

Public lifts are available in the Piazza: level 1 to level 2 (next to Hall 5), level 2 to the 
Skywalk (opposite the toilets next to Hall 4). Level 2 to the Bridgelink (Railway Station) 
adjacent to Hall 3. 

 In the Atrium: Skywalk to level Atrium walkway (near the main Visitor and Business Centre), 
Atrium to the Gallery (next to the Atrium Medical Centre at Atrium 2 door and in between 
Halls 6 and 7 near the Martin’s Shop).  
 
 
LOCKEN KEY_________________________________________________________ 

These are the type of keys in use for Organisers offices halls 1 – 5. Please see Organisers 
Handbook for detailed instructions on their use. 

See also:  Keys 

 
LORRY PARKS________________________________________________________ 

During build and breakdown periods all vehicles that need to access the halls must first 
attend the nominated lorry park. 

They will here receive their unloading pass that, dependant on the show and site activity, 
may require a deposit to be left. 

For more detail on the lorry parks and deposit system procedure please refer to the ‘Lorry 
Park Operations’ document in the Organiser Handbook.  

mailto:info@ppluk.com
http://www.prsformusic.com/
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LOST PROPERTY______________________________________________________ 

The main area is located in the Security office on the Piazza between Subway and Hall 1. 
There is also a smaller security office in the Atrium near Hall 20. 
For property lost on the same day during an exhibition, visitors can go in person to the 
nearest Security office. 
Once the show is over, all lost property is moved to the Piazza office. You can call 0121 767 
3883 for lost property queries. 
 
M 

MARKETING & MEDIA SERVICES__________________________________________ 

The NEC can help you in numerous ways to promote your event/ service. Pleases refer to 
the Media Pack within the Handbook for information on which of these services would best 
suite you. Alternatively, please contact your the Media Sales Team on 0121 767 3826 or 
josie.byrne@necgroup.co.uk 

Make the most of advertising opportunities at your Event by utilising one of our many sites 
and packages that are available.  

Please refer to the Organiser pack in the Organiser Handbook for more information. 

 
See also: Banner Sites 

  Wall Banners 

 
MARKOUT___________________________________________________________ 

One full-hall markout per hall in use is normally included within your package, please check 
your contract for further details. The mark out will be carried out by the NEC contractor 
Kingdom. Should you require a markout above what is included in your package; your Event 
Manager can arrange for this and communicate extra charges.  

Prior to arriving on site, you will be advised by your Event Manager the date on which your 
markout will be completed and which colour it will be drawn in. Markout plan submission 
date deadlines can be found on the Organiser Critical Dates Checklist in your Organiser 
Handbook. Please be advised if there are any alterations made to the floorplan after the 
markout has been completed, this will incur and extra charge.  
 
See also: Floor Plans 

 
MASSAGE___________________________________________________________ 

You must advise your Event Manager if you or one of your Exhibitors wish to offer this 
service at the show. 

Please refer the NEC Self Regulating Handbook, Guidance Note 11.13 for further 
information.  
 
See: Items of Special Risk 
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MEDICAL CENTRE_____________________________________________________ 

The Medical Centres onsite are the first place to visit for any medical requirements. The 
Piazza medical centre is situated by Hall 5, next to the Visitor & Business Centre. The Atrium 
medical centre is situated by Atrium Entrance 2, opposite Hall 8. 
You can contact them on 0121 767 2494 or 0121 767 3707 respectively or ask a member of 
staff whilst on site.  

The NEC shall provide a medical centre situated in the Atrium or a medical room in the 
Piazza during the Open Period. Such medical facilities to consist of a minimum of one (1) 
qualified nurse. If you wish to extend these hours please contact your Event Manager who 
will provide you with a quote. 

See also: Control Room  

First Aid 

Emergency Procedures 

 
MEETING POINT_______________________________________________________ 

There is a meeting point in the Piazza (Halls 1-5) opposite Subway (located between Halls 1 
and 2) and in the Atrium (Halls 6-20) at Atrium 2 main entrance opposite Hall 8. 

 
METHOD STATEMENTS__________________________________________________ 

A method statement will be required for all complex structures, features and special activities 
at your event. This is in addition to the legal requirement for you to produce a Risk 
Assessment for such activities covering build, open and breakdown periods.  

See also:   Risk Assessments 

 
MOBILE CHARGING_____________________________________________________ 

Charging stations are available for mobile phones and other small electrical devices (as 
listed below) in the following locations: 

Piazza, opposite Wetherspoons - 2 chargers each having 6 individual units 
Atrium, opposite Suite 21 - 2 chargers each having 6 individual units 

The following devices can be left in the chargers at a cost of £1 - 30mins, £1.50 - 60mins, £2 
- 90mins :- 

o Nokia  
o Nec E606/616/E313  
o O2 X2  
o Panasonic X60/X70  

o Sagem 
918/920/MYX2/MYX5/MYX6  

o Samsung All Models  
o Samsung E720  
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o Sharp GX10/GX20  
o Sharp GX30/GX30i  
o Siemens A55/S55/C55/SL55  
o Siemens C25/C35/C45/A35/A50  
o Sony Ericsson All Models  
o Sony Ericsson K750i  
o SPV C500  
o iPod  

o LG U8110/U8120  
o Motorola A835  
o Motorola T180/T2288/C350  
o Motorola V Series  
o Motorola V3  
o Blackberry 7230  
o Sony PSP charger  
o USB charger/Ipod Shuffle 

 
 
 
N 

NAKED FLAMES, HOT SURFACES & FLAMMABLE SUBSTANCES___________________ 

 
Full details of the proposed activity are to be submitted to the NEC for approval prior to 
tenancy. For full details of the requirements please see The NEC Self Regulating Handbook 
Guidance Note 3.2 
 
See also: Cooking on Stands  

Fire Safety   

Special Effects 

Items of Special Risk 

 
NIGHT SHEETS________________________________________________________ 

We advise that you recommend your Exhibitors use a night sheet on their stand to help the 
security of stands. This material must be non-flammable or treated so it is non-flammable.  

However please be advised that should your Exhibitors decide to use a night sheet, the 
stand will not be able to be cleaned unless specific instructions and permissions are given to 
do so and a key left with the Cleaning Supervisor. 
 
 
NOISE LEVELS________________________________________________________ 

It is the Organiser’s responsibility to monitor the noise levels throughout the show and the 
NEC reserve the right to sporadically test the noise levels if they believe there is a need to 
and terminate the activity if necessary. 

Please refer to the NEC Self Regulating Handbook, Guidance Note 5.2 for further 
information on noise levels.  

 
See also: Health & Safety 

  Health and Safety Personnel 
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O 

 
OPERATING HOURS____________________________________________________ 

The NEC venue is monitored 24hrs seven days a week, however general access to the 
building is between 0600hrs and 2300hrs.  

Access into the halls will be as per your tenancy agreement and will be co-ordinated through 
your Event Manager.  

 
See also: Access 

 

ORGANISER OFFICES___________________________________________________ 

Plans for the Organiser Offices are available in the Organiser’s Handbook. These plans 
indicate the location of Internet, telephone and tannoy ports. Please inform your Event 
Manager which ports you wish to use no later than 21 days prior to tenancy commencing.  

A number of the partitioning walls in between offices can be opened to merge two rooms 
(indicated on the plans where possible). Please advise your Event manager if you wish any 
of these doors to be opened.   

 
See also: Locken Keys 

  Safes  

IT and Telephony

  
P 

PASSES_____________________________________________________________ 

Vehicle Passes 

• Vehicle passes must be present and clearly visible at all times.  

• Inner Area vehicle passes are valid throughout the tenancy period and entitle the bearer 
to free parking in the designated area. The number of passes allocated is based on 10 
passes per Hall with a maximum of 30 passes. 

• Outer Area vehicle passes are only valid during show open periods and entitle the 
bearer to free parking in the outer area car parks. The number of passes allocated is 
based on 1 pass per 30m2 of exhibition floorspace. 

• Any vehicle passes produced by the Organiser must be issued to the Event manager at 
least 7 days prior to the show (at least 6 copies). These are for ID only and do not entitle 
the bearer to free parking. 
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Organiser, Exhibitor & Contractor Passes 

• The use of passes by the Organiser, Exhibitors and Contractors can greatly assist our 
Security staff in ensuring the correct people are entering your hall. This can be a simple 
pass or a photo ID pass. 

• Any Organiser, Exhibitor or Contractor passes produced by the Organiser must be 
issued to the Event Manager at least 7 days prior to the show (at least 6 copies). 

• Please be advised; should the Organiser choose to implement a pass system, passes 
must be worn at all times to ensure consistency. Anyone attempting to access the hall 
without a valid pass will be directed to the Organisers Office.  

 
See also: Security 

  Access 

Car Parking

 
PAY PHONES_________________________________________________________ 

There are pay phones situated in the Atrium (Halls 6-20), near to all three main entrances. 
Two pay phones are situated on the central pillar by Wetherspoons in the Piazza (Halls 1-5). 
These phones can be used for overseas calls. 

There are also pay phones at Birmingham International train station that accept Euros. 

See: Visitor Centre  

Mobile Charging 
 
 

PERFORMING RIGHTS & PPL LICENSES____________________________________ 

See: Licenses - Copyright 

 
PHARMACIES_________________________________________________________ 

See also: Chemists 
 
 
PHOTO BOOTH___________          

Passport sized photos are available from booths located at Atrium entrance 2, Atrium 
entrance 3 and opposite Hall 2.   

 
PHOTOGRAPHY_______________________________________________________ 

You may appoint an official photographer for the show who can take photos within your 
show. If you wish to take photos in the NEC public areas your Event Manager must be made 
aware of this. 
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If you wish to restrict the public use of cameras within your show please advise your Event 
and Security Event Manager so process can be implemented. 

See also: Filming 

 

PIAZZA            

The Piazza is the public concourse area that surrounds Hall 1 – 5. For a list of amenities 
please see the Maps and Plans section of the Organiser Handbook. 
 
     
PLATFORMS & STAGES_________________________________________________ 

Platforms and stages exceeding 600mm in height are deemed to be a complex structure. 
Please refer to the ‘Complex Structures’ section of this A-Z, or alternatively the NEC Self 
Regulating Handbook, Section 1 ‘Standfitting Regulations’ point 3.  

 
See also: Accessible Stand Design Complex Structures 

PLUG N PLAY________________________________________________________ 

For more information on the Plug and Play system in operation at the NEC, please refer to 
the ‘Plug n Play’ document in the ‘Mains’ section of the Handbook.  

See: Electrical Inspection and Power. 
 
 
POLICE_____________________________________________________________ 

West Midlands police have officers that are permanently based on the NEC site. Should any 
Organisers or Exhibitors wish to speak to a member of the West Midlands police, they 
should contact their Security Event manager.  
 
See also: Security 
 
 
POST BOXES_________________________________________________________ 

There is a post box in the Piazza (Halls 1-5) opposite the Nat West Bank and in the Atrium 
(Halls 6-20) adjacent to Entrance 2, where collections are made daily. 
Stamps can be purchased from the Visitor & Business Centres. They can also weigh small 
packages here. 
 
See also: Visitor Centre 
 
 
PRAYER ROOM_______________________________________________________ 

The NEC has a Multi-Faith Prayer Room available for prayer, reflection or meditation. It is 
situated on the Piazza (Halls 1-5) next to the chapaincy office (by Subway) and has a 
washing facility for those who require it.  
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The room has prayer mats, holy books and other resources for prayer which have been 
donated by representatives of local faiths.  
 
For more information regarding the Multi-Faith Prayer Room, or for details of local places of 
worship/faith leaders, please contact NEC Group Chaplain stephen.willey@necgroup.co.uk 
 
See also:  Chaplaincy  
 
 
PUBLIC ADDRESS SYSTEM______________________________________________ 

You can order your PA system for your Halls through your Event Manager. Please see the 
‘Organiser Offices’ section of your Handbook for available ports within the Organiser Offices. 

  
PYROTECHNICS_______________________________________________________ 

Please refer to the NEC Self Regulating Handbook, Guidance Note 4.9 for further 
information.  

 
See also: Noise Levels  

Special Effects   

R 

RADIO FREQUENCIES___________________________________________________ 

If you choose to use radios at your Exhibition, any frequencies used should be either 
roaming or temporary and should not interfere with those used by the NEC.  

Please be aware that should there be a number of separate Exhibitions/ Events in close 
proximity at the same time, some radio interference may be expected. 

Please contact your Event Manager for information on frequencies to be avoided.  

If you wish to a radio repeater / booster on the roof of The NEC to improve radio signal 
please contact your Event Manager to discuss access and costs. 
 
 
RECYCLING__________________________________________________________ 

For information on our recycling facilities please see the relevant section in your Organiser 
handbook. 

See also: Health, Safety & Environmental policy 
 
 
RESTAURANTS________________________________________________________ 

For a list of catering outlets that will be open during your tenancy please contact your Key 
Catering Account Manager. 

For a list of local restaurants please see the Destination Birmingham section on The NEC   
website. 
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See also: Catering 

 
RIGGING____________________________________________________________ 

Our rigging team can offer clients a number of services ranging from the initial planning 
stage through to the rig and de−rig of suspended structures. Fully qualified and trained 
riggers undertake all installations at the NEC. 
 
As an in−house department Rigging Services can provide on−site operational support 
throughout the event with ongoing cover and response during tenancy. 
 
There is an extensive amount of products available including wall banners, lighting rigs, 
canopy signs etc. For a full list of our products and services please see the Rigging section 
in the Organiser Handbook. 
Your Organiser Critical Dates Checklist will specify the deadline date for banner plans and 
banner delivery. 
 
If you want to keep your banners after the show please arrange collection from the Rigging 
Stores within two weeks after the show. 
 
 
RISK ASSESSMENTS___________________________________________________ 

It is essential that those responsible for organising an event whereby a rise to significant risk 
may occur to carry out a Risk Assessment, as per the Management of Health & Safety 
Regulations. This must be documented and a signed and dated copy provided to your Event 
Manager.  

It is the responsibility of the Organiser to provide their Event Manager a copy of their Risk 
Assessment, along with a copy of their floor plan by the date specified on the ‘Organiser 
Critical Dates Checklist’ in the Organiser’s Handbook.  

You should also submit your companies Health and Safety Policy and complete the Health & 
Safety Proforma document in the Organiser Handbook in conjunction with the Risk 
Assessment. Should you require any guidance on completing your Risk Assessments, 
please refer to the ‘How to Write a Risk Assessment’ document in the Handbook.  
  

See also: Method Statements 

  Risk Assessments 

 
 
S 

SAFES______________________________________________________________ 

Safes are available in a number of our Organiser Offices. The key for the safe will be issued 
with your Organiser Office keys. The operating instructions for the safe should be inside the 
safe.  

Please check the terms of your insurance to ensure this is covered.  
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See also: Organiser Offices 

  Keys 

 
SAMPLING___________________________________________________________ 

See also: Catering 
 
 
SATELLITE DISHES____ _________________________________________ __ 

Satellite dishes may be installed in certain locations on The NEC roof.  

To order this service please contact your Event Manager or the Technical Department, 
alternatively please refer to the Order Forms section in the Organiser Handbook. 

 
See also: Rigging 

 

SEATING____________________________________________________________ 

Please refer to the NEC Self Regulating Handbook, Guidance Note 6 and Guidance Note 
13.6 for further information.  

If you wish to order theatre style seating from the NEC, please contact your Event manager 
for a quote.  
 
See also: Seminar Theatres 

 
SECURITY___________________________________________________________ 
 
The NEC provides a minimum level of Security, Stewarding and Visitor Management officers 
for your show. The Security Event Manager will liaise with you to discuss your requirements 
and draw up a manning schedule accordingly. Your show will be manned 24hrs if required.  

Your Security package allowance is based on final take up and the cost will increase or 
decrease accordingly from the original schedule that was based on a forecasted take up. 

Our officers are in contact with the NEC Control Room and should be the first point of 
contact for all minor security issues. If a major security concern should arise, then your 
Security Event Manager should be notified. All our Security Officers are fully briefed on the 
NEC’s emergency procedures and will assist in these circumstances should they arise.  

It is important that you are aware of the different roles and function of our Security personnel 
brought in for the show. These can be found in the ‘PSIA Briefing’ document in the 
Organiser’s Handbook or for further clarification please contact your Security Event 
Manager. The NEC follows the SIA guidelines and is regulated by this governing body.  

Should you wish to bring in your own security company, you must ensure that the external 
security company are SIA accredited and all personnel are SIA badged. Proof of this must 
be provided to the Security Event Manager. It is also imperative that the outside company 
staff attending the show attend an orientation course at the NEC in order to familiarise 
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themselves with the site and its facilities, along with the emergency procedures. Your 
Security Event Manager will make the necessary arrangements and provide quotes.  

 
See also: Access  

Control Room 

Emergency Procedures 

Night Sheets 

  
SEMINAR THEATERS___________________________________________________ 

A plan of any Theatres or Seminar rooms showing dimensions and positioning of seating 
and AV equipment should be supplied to your Event Manager for approval in accordance the 
‘Organiser’s Critical Dates Checklist’ found in the Organiser’s Handbook.  

Any theatre that has over 200 seats is deemed as a complex structure. Please refer to the 
NEC Self Regulating Handbook, Guidance Note 6 for further information.  

See also: Cleaning 

  Seating 

  Complex 

SHELL SCHEME STANDS________________________________________________ 

Shell scheme stands must be constructed and certified as safe by a shell scheme contractor.  

Please refer to the NEC Self Regulating Handbook Section 1 – ‘Standfitting Regulations’ for 
further information.  

 
SHOP_______________________________________________________________ 

Martin’s Newsagents are located between Halls 4 and 5 in the Piazza. There are also outlets 
in the Atrium, by Halls 6 and 10. Opening hours vary depending on show activity in each 
area. 
Please contact your Event Manager for the opening hours. 
 

SHUTTLE BUSES______________________________________________________ 

During the open period shuttle buses run continuously for free around site between the car 
parks and the halls during exhibitions, normally one hour before and after the exhibition open 
times. 
 
If you wish to extend the hours of the shuttle bus for an exhibitor party or any other reason 
please contact your Event Manager. 
 
Operating times are shown at the bus stops. Our aim is for you to wait no longer than 20 
minutes on the days the bus service is operating. We apologise in advance for any delay, 
this may be caused by volume of traffic around the venue during peak times.  
 
Should you rather take a pedestrian route, these are also shown at the bus stops with an 
estimated walking time. 
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See also: Workplace Transport 
 
 
SIGNAGE____________________________________________________________ 

• Venue Signage 

The NEC venue has permanent signage indicating exits, toilets, catering units etc. and 
permanent advertising sites. If the layout or any structures erected at your events should 
obstruct any of these signs, you will be required to provide alternative signage as seen 
fit by venue management at your own cost. No show-specific signage may be placed 
inside the catering units.  

• Road Signs 

The NEC controls the positioning and usage of all directional traffic signs and will direct 
all traffic to the designated car parks for your show. You will receive your first set of 20 
directional traffic slider signs as part of your package on which you may choose the 
wording, which must be no longer than 20 characters long (including spaces). If you 
wish to add logos there may be additional costs. We recommend that you keep the 
wording as brief as possible to ensure they may be read easily from the road.  If further 
signs are required in the future these may incur a cost. 

 
See also: Graphics Media & Marketing  

SIMULATORS, RIDES ETC._______________________________________________ 

Simulators or other rides are permitted within the halls if proof of compliance with the 
Amusement Devices Inspection Procedures Scheme (ADIPS) is produced and presented to 
the Event Manager along with a risk assessment, method statement and relevant insurance.  

Please refer to the NEC Self Regulating Handbook, Guidance Note 5.3 for further 
information.  
 
 
SKYWALK            

This is the moving travelator that connects Piazza (Halls 1- 5) and Atrium (Halls 6 - 20) 

 
SMOKE MACHINES_____________________________________________________ 

 
Any smoke generating apparatus shall be operated in such a way that the effect cannot be 
mistaken for a real fire.  
Written application must be made to NEC at least 2 months prior to tenancy in order to 
arrange for the necessary test and checks to be arranged.  
Suitable arrangements are required to be made to ensure that the smoke generated does 
not interfere with permanent smoke sensors or sprinkler controls within the building.  
 
See also: Special Effects 
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SMOKING POLICY_____________________________________________________ 

Smoking is prohibited in all areas of the NEC Venue, in accordance with current legislation. 
If you become aware of anyone contravening these regulations, please make it known to a 
member of NEC Security staff, your Event Manager or Security Event Manager and your 
Health & Safety representative.  

Smoking is permitted in the designated smoking areas outside the Piazza main entrance, 
and Atrium entrances 1-4.  

 
SPACE ONLY STANDS__________________________________________________ 

Space Only stands must be constructed and certified as safe by a stand building contractor.  

Please refer to the NEC Self Regulating Handbook Section 1 – ‘Standfitting Regulations’ for 
further information.  

If any part of the stand stands over 4m in height, this will be deemed as a complex structure 
and must be dealt with as such. Please refer to the ‘Complex Structure’ section of this A-Z 
and the NEC Self Regulating Handbook Section 1 –‘Standfitting Regulations’ point 6. If you 
require any further clarification, please contact your Event Manager.  

Failure to comply will lead to a no build notice being issued.  

 
See also: Complex Structures 

 

 
 

SPECIAL EFFECTS_____________________________________________________ 

You must notify your Event Manager if you or any of your Exhibitors intend to use any 
special effects at the venue.  

Each special effect has different requirements. Please see the following sections of this A-Z 
for some of the most commonly used: 

Lasers 

Smoke Machines 

Pyrotechnics 

Please contact your Event Manager if you or your exhibitors wish to use any other type of 
special effects. 
 
See also: Fire Safety 

  Items of Special Risk 

 
SPECIAL LICENSES____________________________________________________ 

Certain activities you may wish to bring to the show may not be covered under the NEC 
Venue’s premises licence. As such under these circumstances, special licenses will need to 
be applied for. Please refer to your Handbook for more information. If you require any further 
clarification, please contact your Event Manager. Examples of these would be Filming, 
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Animals, Working children, Crèche Facilities. However this list is not exhaustive and if you 
are unsure whether you need a licence for your activity please contact Solihull Metropolitan 
Borough Council at http://www.solihull.gov.uk/licensing/default.htm 

For PRS, PPL, VPL music and video licences please see the Licences – Copyright section 
of this A-Z.  
 
See also: Licences - Copyright

 
SPONSORSHIP________________________________________________________ 

See also: Media & Marketing  

 
STAGES_____________________________________________________________ 

See also: Complex Structures  

Platforms & Stages   

 
STAIR CASES_________________________________________________________ 
 
For information on Stepped Access, Ramps & Balustrades please refer to The NEC Self 
Regulating Handbook Guidance Note 1.1 
 
For information on stairs please refer to the   Multi-storey Stands and Standfitting 
exceeding 4.0m in height in The NEC Stand Fitting Regulations.  
 
See also: Temporary Staircases 

  Complex Structures 

 
STAND BUILDING & DRESSING____________________________________________ 

Please refer to the NEC Self Regulating Handbook Section 1 – ‘Standfitting Regulations’ for 
further information. All stands must be certified as safe prior to the show opening.  

See also: Complex Structures 

  Fire & Safety Regulations 

Shell Scheme Stands 

Space Only Stands 

 
STAND CATERING_____________________________________________________ 

Please refer to the Catering section of your Organiser Handbook for more detailed 
information on the facilities available for stand catering through Food to You. 

To place an order please telephone 0844 33 88 338 

 
See also: Catering 

  Cooking on Stands 

http://www.solihull.gov.uk/licensing/default.htm
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STAND PLANS________________________________________________________ 

Organisers should ensure that they receive stand plans for all space only stands, to ensure 
that all rules, regulations and guidelines are being adhered to and construction height 
limitations are not being exceeded. Please be aware that stands with a travel distance of 
over 12m are deemed as a Complex Structure and should be treated as such.  

 
See also: Complex Structures 

   Platforms & Stages 

Seminar Theatres 

  Space Only Stands

 
STORAGE AREAS______________________________________________________ 

Please refer to the NEC Self Regulating Handbook Section 1 – ‘Exhibition Floorplan 
Regulations’ point 7.b. 

If there is a void area within the hall, this may be used for storage on agreement by the 
Sales Account Manager. For storage rates please contact your Sales Account Manager. 
This must be done in a neat fashion and where possible, boxed in with baffle walling. These 
storage areas must not infringe into any emergency exits or gangways and must be agreed 
by the Event Manager.  

See also: Fire & Safety Regulations 

T 

TAKE-UP____________________________________________________________ 

The take-up is the area taken up by the footprint of the show. This will be measured during 
show open by the CAD team to ensure the most accurate measurement as possible is 
taken. 

Your Security package allowance is based on final take up and the cost will increase or 
decrease accordingly from the original schedule that was based on a forecasted take up. 
 
 
TAXIS_______________________________________________________________ 

These are usually available outside the Piazza main entrance and Atrium 1 entrance when 
shows are taking place at The NEC. If not then these are available at Birmingham 
International Rail Station. 
 
See also: Travel & Transport 

 
TELEPHONES_________________________________________________________ 

See also: IT & Telephony 

  Payphones 

  Licences 
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TELEVISION LISENCE___________________________________________________ 

The venue’s television licence covers the use of television sets on the exhibition floor, in 
hospitality and suites and Organiser’s Offices. 
 
See also: Satellite Dishes 

 
TEMPORARY DEMOUNTABLE STRUCTURES__________________________________ 

Please refer to the NEC Self Regulating Handbook Section 1 – ‘Temporary Demountable 
Structures Guidelines’ for further information. 

See also: Complex Structures  

 
TEMPORARY STAIRCASES_______________________________________________ 

If your event is in Halls 1 & 2 or Halls 4 & 5, you may wish to look into hiring temporary 
staircases to help maintain visitor flow between the halls.  

There are a number of potential configurations available for these staircases. Please contact 
your Event Manager for these configurations and a quote. 

 
 
THEATRE & CONCERT BOOKINGS_________________________________________ 

See also: Ticket Factory 

 
THEATRE & SEMINAR REGULATIONS_______________________________________ 

Please refer to the NEC Self Regulating Handbook, Guidance Note 6 for further information.  

 
See also: Seating  

Seminar Theatres 
 
 

TICKET FACTORY______________________________________________________ 

 
The Ticket Factory sells tickets for The NEC, the LG Arena, The NIA and other selected 
events and venues across the UK, please call 0844 33 88 000 or visit The Ticket Factory 
website for further information. 
 
Tickets can be purchased in person from the LG Arena Box Office on Fridays and Saturdays 
from 12 - 5pm and at variable times on event days, concert evenings and major releases. 
Tickets are also available from the Visitor & Business Centre at either the Piazza or the 
Atrium. Please call 0121 767 3697 to confirm exact opening hours / locations. 
 
See also: Mobile charging 
 
 

http://www.theticketfactory.com/
http://www.theticketfactory.com/
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TOILETS_____________________________________________________________ 

There are many toilet facilities throughout The NEC complex. Please see the Atrium and 
Piazza Service Plans in the ‘Maps & Plans’ section of the Handbook for the location of toilets 
in public areas.  

Toilet facilities within the halls are indicated on each of the Hall’s individual plans. See your 
Handbook for their locations.  

There are also temporary toilets available for hire if necessary. Please contact your Event 
Manager for further details.  

 
See also: Baby Changing & Feeding Facilities  

Disabled Facilities   

 
TRAFFIC RULES & REGULATIONS__________________________________________ 

A copy of The NEC Traffic Rules is available in your Organiser Handbook.  

See also: Deposit System 

TRAIN STATION           

The train station at The NEC is Birmingham International and is has a direct undercover link 
from the Piazza into the station concourse. 

You can also get the monorail to Birmingham International Airport from here. 

For rail enquiries please call: 08457 48 49 50 
 
See also: Airport 

 
TRAVEL & TRANSPORT__________________________________________________ 

For travel and transport arrangements at The NEC please follow the link: 

 http://www.thenec.co.uk/planninganevent/information/traffic 

See also: Car Parks 

  Shuttle Buses 

Workplace Transport  

Taxis 

 
V 

VEHICLES IN HALL_____________________________________________________ 

For information on displaying vehicles in the halls or in the public areas please refer to The 
NEC Self Regulating Handbook, Guidance Note 4 for further information.  

http://www.thenec.co.uk/planninganevent/information/traffic
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Delivery and removal times of these vehicles must be allocated into your build and 
breakdown schedule. 

Please ensure all vehicles keys are left with the Organiser’s office.  

See also: Risk Assessment 

  Items of Special Risk 

 
VENDING____________________________________________________________  

There are a number of vending machines on site in various locations:- 
 
Piazza, opposite Hall 2 - photo booth, IT consumables, digital printing, business cards. 
 
Atrium, Entrance 2 - photo booth, IT consumables, digital printing, business cards, 
umbrellas. 
 
Atrium, Entrance 3 - Universal Photo Booth (this accommodates wheel chairs), business 
cards. 
 
See also:  Shop 
  
  Mobile Charging 
 
 
VIDEOS / VPL________________________________________________________ 

See also:  Licences - Copyright   

 
VIP VISITORS_________________________________________________________ 

Please contact your Event Manager if you have any VIP visitor requirements.  

 
VISITOR CENTRE______________________________________________________ 

There are two NEC Visitor & Business Centres which are located in the Piazza by Hall 5, 
next to Martin’s Newsagents and in the Atrium, by Hall 9, opposite Concourse Suites 1 and 
2.  
 
They offer a wide range of services including: 

• Information on events, the site & local area, regional attractions and public transport. 
Photocopying & Printing from CD or memory stick - black & white or colour up to A3 
size  

• Faxing - incoming or outgoing.  
• Internet Access - £1 per 10 minutes or £1 for 20 minutes on own laptop.  
• WiFi access - £4 for 1 hour, £7 for 4 hours or £10 for 8 hours access.  
• Laminating - up to A3 size.  
• Mobile/Cell Phone Services - sim cards, chargers, e top-up & hire of mobile phones.  
• Stationery - limited range on sale.  
• Stamps & Postcards.  
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• Ticket Factory tickets are also on sale (Please note that on concert and event release 
days, tickets will only be available from the Arena Box Office).  

• NEC Mobility - The Visitor & Business Centres are a point of contact for this service 
and visitors are welcome to call in for assistance. 

Our opening hours depend upon site activity. You can contact us on info@necgroup.co.uk or 
by calling 0121 780 4141. 
 

See also: Visitor Centre 

 
W 

WALL BANNERS______________________________________________________ 

Wall banner sites are available in each hall and can be purchased by the organiser for their 
own use or purchased by the organiser and then upsold to exhibitors.  

Please see the maps and plans sections in your Organiser Handbook to see wall banner 
locations in each hall. Please contact your Event Manager or the Technical Department to 
place your order.  

See also:  

  Rigging 

WASTE DISPOSAL_____________________________________________________ 

See also: Cleaning 

  Recycling 

 
WATER ACTIVITIES____________________________________________________ 

 
Written application to use Pendigo Lake must be made to NEC at least two months prior to 
tenancy to allow the necessary indemnity to be prepared and returned. Whenever the lake is 
used for exhibition purposes suitable life saving equipment shall be provided and 
maintained. Instructions for the use of this equipment shall be clearly displayed and access 
thereto shall be kept clear at all times. Any stand situated in or on the lake shall be 
effectively moored and any means of access or egress provided for visitors shall be of 
adequate strength and properly guarded.  
 
All storm drains at the NEC site discharge into the Pendigo Lake on site.  The lake is 
officially classed as a reservoir and therefore it is not permitted to allow detergents to access 
the lake. 
 
Water and water equipment shall at all times be used in such a manner as not to interfere 
with the safety of anyone in the hall. Arrangements for filling and subsequent removal of 
water must be agreed with NEC.  
 
For information on specific types of water features within an event please see Guidance 
Note 9 in The NEC Self Regulating Handbook.  
 

mailto:info@necgroup.co.uk
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See also NEC Group Rules & Regulations Part 6 - Pipework Stand Installations and Mains 
Supplies  
 

WATER & WASTE______________________________________________________ 

Water & Waste is available in most areas of the hall however certain restrictions do apply 
dependant on the location of your stand, please contact your Event Manager or Sales & 
Customer Support Centre on  0121 767 3812 for more details, alternatively please use the 
water and waste forms in the forms sections of your Organiser Handbook for your 
requirements.  

 Please note that in some cases the provision of a platform floor will be required to cover the 
service pipes.  

Please liaise with The NEC when ordering water and waste as the location of these pipes 
may affect your stand design or layout. 

The water that is delivered to the stand is drawn form potable drinking water source. 
 
See also: Items of Special Risk 

 

WEAPONS___________________________________________________________ 

 
Any exhibitor proposing to display dangerous items must carry out a risk assessment to 
ensure that suitable control measures are in place to avoid misuse by or injury to 
exhibition visitors.  
 
For additional information please refer to Guidance Note 9 in The NEC Self Regulating 
Handbook. 
 
See also: Items of Special Risk 
 

 
WEIGHT LOADINGS____________________________________________________ 

See also: Floor Loadings 

  

WEBSITE____________________________________________________________ 

Please visit our official website at:  www.thenec.co.uk 

 
WELDING____________________________________________________________ 

 
Where welding, metal burning, brazing and other operations generating heat are carried 
out, either during the build-up or breakdown periods of an exhibition, or as part of a 
demonstration, organisers must ensure that adequate precautions against damage to 
property or injury to persons by fire or hot metal are taken.  
 

http://www.thenec.co.uk/


  08/08/2009  45 

 

The show organiser shall advise the NEC in advance of the nature of the work or 
demonstrations and must obtain a hot work permit by applying to your Event Manager. The 
organiser shall be responsible for any charges made by NEC for the provision of additional 
fire fighting equipment, extinguishers and surveillance by the NEC fire staff necessitated by 
the additional risk.  
 

See also: Naked Flames, Hot Surfaces & Flammable Substances 

  Demonstrations 

  Fire Safety 

 
WHEELCHAIR ACCESS/ LOAN____________________________________________ 

For exhibitions at The NEC, our service partner Bartrams operate a mobility equipment hire 
service. We strongly advise visitors to pre-book equipment to avoid disappointment. 
 
Bartrams operate a telephone booking line Monday to Friday 09:00hrs-17:00hrs on 01353 
778756. Visitors can also book via Bartrams website. For any visitors who have not pre-
booked equipment and arrive on the day, any remaining stock will be issued on a first-come, 
first-served basis.  
 
Manual wheelchairs are free of charge to blue badge holders, £5 per day to other visitors. 
Electric scooters are £15 per day for all visitors. This is a non-refundable scheme. As 
Bartrams location varies from show to show, please check collection point when making a 
booking. 
 
See also: Disabled Facilities 

 
WI-FI_______________________________________________________________ 

You can access our wireless internet (WiFi) network using a laptop computer in the public 
circulation areas of The NEC. These are outside of the hall entrances in the Piazza and the 
Atrium. 
 
To use the network you will need to purchase a log-in code from one of the NEC Visitor & 
Business Centres (by Hall 5 or Hall 9) or the Atrium Information Point (by Hall 19). The time 
allocated is for continuous use. 
 
If you are unsure about how to connect or experience any difficulties whilst using this service 
then ask the team at the Visitor and Business Centres who will be pleased to help.  Please 
note that the wireless network is not secure and we do not provide any virus scanning or 
firewall facilities. 
 
There is no Wi-Fi available within the halls, please see the order forms in your Organiser 
Handbook for alternative internet connection options or contact your Event Manager.  
 
See also: Visitor Centre  

IT & Telephony 

 

http://www.bartrams.net/page.php?category_id=102
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WORKING MACHINERY__________________________________________________ 
 
The NEC reserves the right to terminate any equipment demonstration at any time.  
 
All potentially dangerous exhibits intended to be operated, shall be effectively guarded to 
prevent injury to visitors and shall be adequately fixed in a stable location to ensure 
continuous safety and stability.  
 
The machinery or apparatus must only be demonstrated or operated by persons 
authorised by the exhibitor and shall not be left running in the absence of such persons.  
A sign or notice must be prominently displayed to avoid persons becoming accidentally 
injured.  
 
Exhibits must be positioned so that they do not intrude into the gangway or cause a hazard 
to visitors at any time.  
 
Starting devices on machines should be isolated to prevent visitors operating unattended 
exhibits.  
 
Proper consideration should be given to the conditions under which the equipment is being 
demonstrated which may well differ considerably from the conditions under which it is 
normally installed and for which the normal safeguards will no longer be appropriate.  
The use of compressors, sprayers and similar plant powered by internal combustion 
engines is prohibited when visitors are in the halls.  
 
All supplies of fuel are to be kept outside the Show in a controlled store for flammable 
items in a position agreed by the venue.  
 
Please advise your Event Manager or any working machinery in your Event  
 
See: Items of Special Risk  
 

WORKPLACE TRANSPORT_______________________________________________ 

As the NEC site becomes busier, the need to upgrade our management processes has 
become a priority. The deposit system along with a range of other measures will make a 
significant contribution to meeting the requirements of the HSE Guidelines regarding 
`Workplace Transport` and avoid delays through congestion.  
 
 
See also: Deposit System  

Shuttle Busses 


