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This newsletter contains last minute information and reminders for exhibitors including important safety and security information.  If you have any queries don’t hesitate to phone.  On arrival at the venue for move-in we would appreciate it if the first staff member to arrive reports to the AWISA Show Office, Room E3.4, Level 3, so that we know you are on site, and so that we can if necessary direct you to your stand.  Do not start work unless you are sure that you are at the correct location.
MOVE-IN MOVE-OUT SCHEDULE
The schedule is attached and shows your company’s allocated move-in and move-out times.

If you arrive earlier than your allocated time your site will probably be in use as access to other stands, and you could be turned away.

If you do not make deliveries on the appointed day, access cannot be guaranteed to stands if your products are too large to be moved down a 3.0 metre wide aisle.  Carpet laying and other stand building activity cannot start before the allocated move-in time, unless otherwise advised.  If you are using a display contractor, please advise them of your move-in time.(If you have ordered shell scheme it will be in place by your move-in time)

If your move-out time is on Saturday evening we ask that you make arrangements to complete your move-out on Saturday evening, unless otherwise discussed.  Other exhibitors may hand carry valuables to their cars, and may remain on their stands dismantling and packing, but are asked not to arrange any trucking until their allocated move-out time.

Note that B-Doubles and loads higher than 4.5m cannot access the venue.

If your company is bringing multiple trucks to the venue, please schedule them through the day and not all at once.  ICC Sydney does not have as much truck queuing space as the previous venue at Darling Harbour.
SAFETY

Exhibitors are reminded of their obligations under occupational health and safety legislation to ensure the safety of all persons.  The area of the exhibition is a workplace as defined in legislation.  Exhibitors must comply with all regulations issued by workplace safety, public safety, fire, health and other relevant authorities.  AWISA will make every reasonable effort in areas of accident prevention, hazard control and removal, injury protection and health preservation to every practical extent.  A number of measures are implemented by AWISA, the venue and contractors. Some key measures are as follows:

1. 
SAFETY CONSULTANT
AWISA has employed a safety consultant to be present during most of move-in and the first show day to ensure contractors and exhibitors work in a safe manner, and to check on machinery safety.  Contractors and exhibitors must comply with any reasonable request made by the safety consultant.
2. 
MACHINERY SAFETY
Machinery must be displayed in such a way that visitors cannot reach a moving tool or blade or any other moving part likely to cause injury.  This can be achieved by barriers, guards, or electronic devices.  Rope or similar barriers are not sufficient.  It is imperative that exhibitors comply with this requirement.  On the advice of the AWISA safety consultant, AWISA has the right to order unsafe machinery to be shut down.  The number of visitors standing close to machine demonstrations can make it impossible for an operator alone to ensure their safety.

3.  
HIGH VISIBILITY CLOTHING
HVC must be worn at all times during move-in and move-out.  Please bring your own HVC.   AWISA also has a stock of loan vests at the Show Office, and at other points of the show.
4. 
FORKLIFTS AND CRANES

Forklifts and cranes must be driven no faster than walking speed, and must be accompanied by a spotter.  All drivers must have the appropriate license on them. Exhibitors who are using their own forklift must follow the venue’s instructions regarding parking the forklifts overnight.

5. 
FOOTWEAR
Safety footwear is recommended during move-in and move-out.  Open toed footwear is not permitted.

6. 
DUST

Dust must be controlled during stand construction, and during machinery demonstrations.

7. 
ALCOHOL
Service of alcohol is only allowed between 5.00pm and 6.00pm on Wednesday, Thursday and Friday of the show. Exhibitors must make arrangements with the venue if they wish to serve alcohol on their stand. 

8.  
CHILDREN

Children under 15 are not permitted in the exhibition halls at any time.

SECURITY, ACCESS AND INSURANCE
1. 
BUILDING ACCESS DURING MOVE-IN AND MOVE-OUT

Exhibitors with hand deliveries can avoid the loading dock and use lifts from the carpark as their delivery/removal method. See signs at north end of car park.  Lift in north west corner goes to Level 4, lift in north east corner goes to Level 1 loading dock.

2. 
SECURITY OF GOODS

During past AWISA exhibitions both products of exhibitors and personal belongings of their staff have been stolen.  The venue and AWISA are not responsible for these goods, but want to ensure you do not experience theft.  Thieves target easily portable goods and high risk items such as briefcases, luggage, handbags, mobile phones, wallets, laptops and electronic equipment, not just on show days but also during move-in and move-out.

Keep backrooms and cabinets locked.  At past exhibitions laptops have been stolen from under the noses of exhibitors.  Secure them with security cables.  Do not put small high value items on display until as late as possible during move-in, and remove them promptly at the end of the show.  
FOOD AND REFRESHMENTS
1.  
MOVE-IN TEA AND COFFEE
During move-in from Thursday to Tuesday, tea and coffee will be available for purchase from Hall 7 café, Level 4. Hours 9.30am to 3.00pm.
2.  
FREE MOVE-IN LUNCH VOUCHERS FOR EXHIBITORS 

During move-in the Hall 7, Level 4 café will be trading and will offer a range of food items and drinks.  Vouchers will be available from the AWISA Show Office for exhibitors’ staff for food from the café to the value of $15.00. Lunch service hours 9.30am to 2.30pm.

OTHER INFORMATION
1.  
EXHIBIT BUILDING AND LAYOUT

Exhibitors are reminded that aisles are controlled by AWISA. Aisles must be kept completely free of chairs, plants, tables and other items that are prone to creep onto the aisles.  No part of any machine can protrude over the aisles and this applies especially to moving parts of machines such as sliding tables.
2.  
STORAGE

It is best if exhibitors must make their own arrangements for off site storage of crates, boxes etc.  There is some on-site storage. Agility Logistics can arrange storage if required. 
3.  
PARKING ON DOCK
During move-in vehicles using the loading docks must be removed as soon as they are unloaded. 
4.        PARKING IN BASEMENT
The basement carpark has full day rate of $49.00.  On move-in and move-out days exhibitors can park for $25.00 per day on validation of ticket at the Exhibitor Services Desk, Room E3.9, Level 3, opposite AWISA Show Office. 

5.  
EXHIBITOR NAME BADGES

Do not use the visitor registration area of the website. Use the login already emailed to order your name badges.  Recently booked exhibitors and those needing extra badges should order them at the Show Office.
6.  
SHOW ETIQUETTE

The reverse side of exhibitor name badges carries the following statements:

Exhibitors must not enter another company’s stand without the permission of that company. Do not enter an unmanned stand.

Do not photograph or film another stand or product without the written permission of that company.

Do not sell from the aisles or from other public areas of the venue.
7.  
HAWKERS

AWISA 2018 exists to help exhibitors sell.  In the past there have been problems with hawkers walking around the show attempting to sell to exhibitors and visitors.  Please let the AWISA Show Office or security know immediately if you see any hawkers and they will be ejected.  Sometimes these ‘hawkers’ are well known suppliers who have chosen not to exhibit.

8.  
WASTE REMOVAL

At any time during move-in and at the end of each show day, leave rubbish in the aisles and the cleaners will remove it.  Apart from leaving rubbish in aisles, the aisles must be kept clear for forklift and crane access.  Do not leave in aisles items that you need that might look like rubbish to a cleaner.  During the exhibition bins are located inside the rear of each hall should you need to remove waste material or empty dust extractors.  Exhibitors are required to remove from the site at the end of move-in any timber machinery bases or crates whether they are rubbish or needed at move-out.
9.        ELECTRICAL TESTING AND TAGGING
AWISA and ICC Sydney provide a free service to exhibitors, testing and tagging electrical equipment on the Monday and Tuesday of move-in. 

10.  
SHOW OFFICE:

Our mobile numbers are:  Geoff Holland 
0412 361 580

                                          Laurel Holland 
0412 602 345

Geoff Holland

19 July 2018

