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PLEASE MAKE SURE YOU KNOW WHICH BUILDING YOUR EXHIBITION IS IN. THE

MANCHESTER CONFERENCE CENTRE HAS FOUR MAIN AREAS WHERE CONFERENCES
TAKE PLACE:

* MCC/DAYs HOTEL * THE RENOLD BUILDING
* STAFF HOUSE CONFERENCE CENTRE * SACKVILLE STREET BUILDING

MCC/ DAYS
HOTEL

THE UNIVERSITY OF MANCHESTER

SACKVILLE STREET CAMPUS
PO BOX 88
MANCHESTER
M60 1 aD

TEL: 0161 306 4072
FAX: 0161 306 4090
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11.

CONDITIONS OF BOOKING/ CODE OF PRACTICE FOR
EXHIBITORS

Exhibitors and their staff must conform to the accepted safety standards
of the day. Equipment must conform to the relevant legislation,
regulations, British or EEC standards, etc. as appropriate.

Exhibitors are required to provide information on all displays involving
moving equipment before the University will accept the booking.

Displays involving equipment which moves shall not be left unattended.

All off-loading and loading of exhibits will normally be carried out by
the exhibitor and not by staff of the University. Prior approval of the
Event Manager is necessary before participation of University staff in
this operation. Once exhibitors have off-loaded, cars must be moved to
the public car park.

A proposed exhibition layout shall be submitted at least 4 weeks prior to
the event and should be drawn to scale for approval by the University
Safety Advisor. Passageways, stairways and fire exits shall be kept free
of obstruction and be clearly marked on the scale plan of the exhibition.
Additional direction/information signs may be required for complex
layouts; these shall be provided by the client.

Gangways must be constructed to be no less than two metres wide.

All electrical fittings, wiring and appliances shall be constructed and
maintained in safe condition. Particular attention must be paid to the
nature of temporary wiring and the need not to overload electrical
sockets.

Prior approval from the University of Manchester Safety Advisor is
required before CO, gas cylinders can be used. The use of compressed
gas cylinders other than CO, (eg LPG) or of other explosive or highly
flammable substances is not permitted except under exceptional
circumstances and with prior approval from the University Safety
Advisor.

Loose packaging must be removed once exhibition stands have been
assembled. The packaging should be deposited in the designated area .

Exhibitors must ensure that display materials such as fabric panels etc
are made from fire retardent materials, or have been treated so as to
provide a fire retardant surface finish.

All exhibitors should note that The University of Manchester operates a
no smoking policy .

12. Exhibitors exhibit entirely at their own risk. The University of
Manchester is not liable for any losses or damage to persons or property
which may occur. Insurance against such contingencies is
recommended. Exhibitors must also indemnify The University of
Manchester against all costs, claims and liabilities sustained by any
persons or to property as a result of their actions.

13. Advance deliveries should be sent to Ken Flint/Jane Pinder
B24, B Floor
The Renold Building
The University of Manchester
Sackville Street
Manchester, M60 1QD
and should be clearly labelled with the conference title, venue, date and
stand number. Deliveries should not be sent prior to 48 hours before the
commencement of the exhibition.
Please note that deliveries may be made between Monday to
Wednesday and Friday from 0900-1600 and on Thursdays from 1pm
- 4pm. Due to offloading restrictions pallets cannot be accepted.

14. Conference/Exhibition Organisers are responsible for ensuring that all
delegates/exhibitors are clearly briefed and understand both the codes of
practice and the fire evacuation procedures.

15. Failure to comply with this code of practice will result in the withdrawal
of the permission to exhibit.

FIRE EVACUATION PROCEDURES

ON DISCOVERING A FIRE
Give alarm - break glass at the nearest point
Telephone the Security Lodge with details. 64999 (internal line) or 0161 306 4099

DO NOT attempt to extinguish the fire yourself
Close doors and windows before evacuating
Warn people in nearby rooms

ON HEARING AN INTERMITTENT ALARM
- carry on as normal unless in immediate danger or a continuous alarm sounds

ON HEARING A CONTINUOUS ALARM
Evacuate to the assembly point which is found on Altrincham Terrace

- close doors and windows

- Do not rush

- Do not wait to collect personal belongings

- DO NOT USE LIFTS

- Do not re-enter the building without permission

PLEASE NOTE Alarms are tested : @ 3.15 pm every Wednesday



