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Thank you for your booking to exhibit at the Cleaning & Restoration Show 2019.  
As organisers, the NCCA have a responsibility to ensure the safety of all visitors, exhibitors and employees during the event. I will be the designated Health & Safety officer, available throughout the event and contactable via the NCCA stand or by calling 07857 601004.

Accompanying this notice are the following documents:
· Health & Safety Form
· Risk Assessment Advice Notes
· Risk Assessment Template

It is a requirement under The Health & Safety at Work Act 1974 that exhibitors at the event complete a Risk Assessment for their stand. This must cover work activities, demonstrations, vehicles, equipment and any other potential hazards. Your completed forms must reach the NCCA office by Sunday September 15th, admission to the hall will not be permitted without them. You may submit your own Risk Assessment documents or use the template provided with this notice. Advice notes for completing an assessment are also included, should you require them.

You will also need to complete and return the provided Health & Safety form to the NCCA office, to be received by the same deadline.

We would like to highlight to exhibitors that there may be children present in the exhibition hall. We will be informing all visitors that parents/guardians are responsible for any children brought along to the event, however every provision should be made to ensure their safety, and that of all other attendees, during the day.
If you have any queries regarding the event, or the information provided in this notice, please do not hesitate to contact me or the office. We look forward to seeing you on the day, and once again thank you for your support.  
Yours sincerely
David Weaver
NCCA Events Director

david.weaver@thencca.co.uk

Cleaning & Restoration Show 2019
Friday 18th & Saturday 19th October 2019
Studio One, Harrogate Convention Centre, HG1 5LA
Health & Safety
	Company:






Stand No:

	Please list the names of all employees/representatives of the company who will be present at the event:



	On-site Health & Safety Representative:

	Contact Number:


The Health & Safety at Work Act 1974 (HASAWA74)

It is a condition of entry to the exhibition hall that all Exhibitors and their representatives comply with the HASAWA74 as well as all legislation for the venue. The Exhibitor accepts that it is their legal and moral responsibility to ensure that their own and other’s health and safety is not put at risk by their activities and actions throughout the event.

Please tick the relevant boxes below.
Our exhibits and demonstrations cause no hazard to either ourselves or others on site.

We are aware that our stand is potentially hazardous during the build-up, the event and breakdown. A risk assessment has been carried out which will be supplied to you.


We will be exhibiting machinery and/or motor vehicles at the exhibition. All personnel demonstrating equipment will be fully insured and trained in its use.  A risk assessment has been carried out which will be supplied to you.

NB: Signed forms and completed risk assessments must be returned to the NCCA office by Sunday September 15th. Entrance to the exhibition will not be permitted until this form has been received.
	Signed:




Print Name:

	Date:




Position:


EVENT RISK ASSESSMENT ADVICE

A full risk assessment should be carried out for the event. This is a legal requirement. The following guidance should aid you in carrying out your risk assessment. A form to record your findings has also been provided.

Identifying The Hazards

All hazards should be identified including those relating to the individual activities and any equipment. A hazard is something with the potential to cause harm. Only note hazards, which could result in significant harm. Examples of things that should be taken into account includes:

· Any slipping, tripping or falling hazards

· Hazards relating to fire risks or fire evacuation procedures

· Any chemicals or other substances hazardous to health e.g. dust or fumes

· Moving parts of machinery and/or any vehicles on site

· Electrical safety e.g. use of any portable electrical appliances

· Manual handling activities

· High noise levels

· Poor lighting, heating or ventilation

· Any possible risk from specific demonstrations or activities

· Crowd intensity and pinch points

Identifying Those At Risk

For each hazard identified, list all groups of people who may be affected for example: Employees, volunteers, contractors, vendors, exhibitors, performers, members of the public (including children, elderly persons, expectant mothers, disabled persons), local residents and potential trespassers.

Areas To Consider

The following are examples of areas to consider:  type of event, potential major incidents, site hazards including car parks, types of attendees such as children, elderly persons and the disabled, crowd control, capacity, access/egress and stewarding, provision for the emergency services, provision of first aid, provision of facilities, fire, security, health and safety issues, exhibitors and demonstrations, amusements and attractions, structures, waste management.

Assessing The Risk

The extent of the risk arising from the hazards identified must be evaluated and existing control measures taken into account. The risk is the likelihood of the harm arising from the hazard. You should list the existing controls and assess whether or not any further controls are required. The following should be taken into account:

· Any information, instruction and training regarding the event and the activities involved

· Compliance with legislative standards, codes of good practice and British Standards

· Whether or not the existing controls have reduced the risk as far as is reasonably practicable

Further Action Necessary To Control The Risk

For each risk consider whether or not it can be eliminated completely. If it cannot, then decide what must be done to reduce it to an acceptable level. Only use personal protective equipment as a last resort when there is nothing else you can reasonably do. Consider the following:

· Remove the hazard

· Prevent access to the hazard e.g. by guarding dangerous parts of machinery

· Implement procedures to reduce exposure to the hazard

· The use of personal protective equipment

· Find a substitute for that activity/machine etc.

Record The Risk Assessment Findings

Use the attached Risk Assessment Form to record all significant hazards, the nature and extent of the risks, and the action required to control them. Keep this for future reference and use. You could also refer to other documents you may have, such as manuals, codes of practice etc. If the nature of the risks changes during the planning of the event, the risk assessments will need to be reviewed and updated. Where the risk assessment has identified significant risks, you must provide information to all those affected, regarding the nature of the risk and the control measures to be implemented.

Cleaning & Restoration Show 2019
Friday 18th & Saturday 19th September 2018
Studio One, Harrogate Convention Centre, HG1 5LA
	Company:






Stand No:

	Risk Assessment Completed By: 

	Position: 




Contact Number/Email:


	Hazard
	Who Is At Risk?
	Existing Control Measures
	Additional Control Actions Required

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


I acknowledge and understand the above information and accept responsibility to ensure all ADDITIONAL CONTROL ACTIONS are implemented before the date of the event.
	Signed:







Date:


If additional space is required, please copy/re-print this sheet




