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Access

Access to the Centre and exhibitor rooms for events and build-up/break down are dependent on
contracted times booked by the client. For full details regarding this please speak to your QEIICC Event
Manager.

See:
=  Build Up
= Car Parking
=  Good Entrance
= (Goods Lift
= Vehicle Access

Accommodation
The Corporate Team work in partnership with the Queen Elizabeth Il Conference Centre to provide an
efficient and seamless service to find accommodation that is right for all clients and delegates.

For further details please visit: http://www.geiicc.co.uk/attending-an-event/find-accommodation

To book accommodation, please contact The Corporate Team on qeiihotels@corporateteam.com /020
7592 3065, quoting ID Number: 7777.

Audio Visual Services
The Queen Elizabeth Il Conference Centre offers its own on-site exhibitor AV/IT services where you
can order Plasma and LCD Screens, Computers, Printers and DVD players.

Orders can be made on-line at:
www.qeiicc.co.uk/organising_an_event/itav_order_form

Animal Welfare and Safety
Animals are not allowed on the premises without prior written consent from your QEIICC Event
Manager.

However guide dogs, hearing dogs and other assistance dogs are welcomed at the Centre and must be
appropriately supervised, housed, maintained, fed and watered to the satisfaction of the Centre.

Badges and Pass

All staff working at the centre including clients, exhibitors, contractors and delegates will be required
to wear a badge while at the centre. During event days the Client should ensure all delegates are
properly badged on the ground floor before proceeding onto event floors.

Balloons

See:
= Helium Balloons
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Banking Facilities

There are a number of bank facilities in and around Westminster and Victoria. Details of banks nearest
to the centre are listed below;

Abbey

39 Strutton Ground,
London SW1

Tel: 0845 765 4231

Barclays

2 Victoria Street,
London SW1

Tel: 020 7441 3200

Halifax

2 Wilton Road, SW1V
1AN

Tel: 02073 019663

HSBC

22 Victoria Street,
London SW1

Tel: 020 7699 1300

Lloyds TSB

112 Victoria Street,
London SW1

Tel: 0845 730 9897

Natwest

169 Victoria Street,
London SW1

Tel: 0870 240 1155

Woolwich

67 Victoria Street,
London SW1

Tel: 020 8301 7300

Build-Up
Access to the Centre and all contracted rooms for build-up is dependent on contracted times booked
by the client. For full details regarding this please speak to your QEIICC Event Manager.

During build-up, vehicles requiring access to QEIICC should be directed to the goods entrance/Loading
bay located on Storeys Gate. They should be unloaded as quickly as possible and then removed from
the loading areas, in order to make space for other vehicles.

See:
= Access
= Car Parking
= Deliveries
= Goods Lift

= Porterage
= Vehicle Access

Buses

Getting to the Centre by bus is easy. Bus numbers 11, 12, 24, 53, 77a and 88 stop at Parliament
Square. Please follow directions from Westminster Tube station to the Centre.
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Business Centre

Our Business Centre is located in the main foyer behind the Reception, on the left-hand side, as you
enter the Centre. Business Centre services are available to clients, delegates and exhibitors, payment
for services must be made at the time. The Business Centre is open Monday - Friday from 08.00
18.00.

On your event dates urgent faxes may be received on 020 7798 4123. Please note that faxes will need
to be collected from this location by your own staff, and that it may not always be possible to notify
you of the arrival of faxes. For a |list of Business Centre Services please visit:
http://www.qeiicc.co.uk/attending-an-event/business-centre-services

See:
=  Media Suite

Car Parking [on-site]

There is no on-site parking available for exhibitors. We have very limited underground car parking
space available at the Centre, which are allocated to clients based on the rooms contracted.
Allocation of these spaces will be up to the client. Please note there is a height restriction of 2.1m on
the underground car park.

Car Parking [off-site]
We also have nearby public car parks available to delegates, visitors and exhibitors to the Centre.
MA STERPARK CAR PARKS ¢ RATES FOR CASUAL PARKING

Location & approx no. of Up to Up to Up to Up to 24 HR Entrance HR Exit HR
spaces 2HR 4HR 6HR 9HR

Abingdon Street £6.00 £12.00 | £18.00 | £24.00 £30.00 Monday- Sunday 24/7
Great College Street, SW1P 06:00-23:59

3RX

Phone: 0207 222 8621
Max. vehicle height: 2.13m
Parking spaces: 183

Map: click here

| 20% Oscount on Parking fees available to OEIl Delegateshingdon Street Car Park
Trafalgar Car Park £10.00 | £20.00 | £25.00 | £30.00 £35.00 24/7 24/7
Spring Gardens,

SW1A 2BN

Phone: 0207 930 1565
Max. vehicle height: 1.95m
Parking spaces: 205

Map: click here

Park Lane /Marble Arch £8.00 £14.00 | £20.00 | £23.00 £26.00 24/7 24/7
Park Lane W1K 7AN

Phone: 0207 402 7259/7856
Max. vehicle height: 2.08m
Parking spaces: 981

Map: click here

London’s premier conference centre



http://www.q-park.co.uk/tabid/1291/qparkParkingLocatorvw3377/parkingDetail/ParkingID/1960/language/en-US/Default.aspx
http://www.q-park.co.uk/tabid/1291/qparkParkingLocatorvw3377/parkingDetail/ParkingID/1959/language/en-US/Default.aspx
http://www.q-park.co.uk/tabid/1291/qparkParkingLocatorvw3377/parkingDetail/ParkingID/1953/language/en-US/Default.aspx

The Queen Elizabeth ||

Conference Centre

Pimlico Car Park
Cumberland Street SW1V
41R

Phone: 0207 828 4520
Max. vehicle height:
1.90m

Parking spaces: 240
Map: click here

£6.00

£12.00

£18.00 | N/A

£24.00

24/7

24/7

For More detail and maps visit: www.westminster.gov.uk/carparks/carparks.cfm

*Night rate: applies to vehicles entering after 6pm and departing before 9am

NCP CAR PARKS ¢ RATES FOR CASUAL PARKING

Location & approx no. of
spaces

Up to
2 hours

Up to
2-4 hours

Upto
4-6 hours

Up to
6-24 hours

Entrance
hours

EXIT
HOURS

Semley Place (NCP)
Semley Place, SW1W 9QL
Phone: 0845 050 7080

£8.50

£17.00

£26.00

£34.50

Monday-
Sunday
24 hrs

Monday-
Sunday
24 hrs

Max. vehicle height:
1.90m
Parking spaces: 422

For other parking spaces including maps: www.ncp.co.uk/multimapForm.aspx#details
No Discounted Rates

The Centre is located within the congestion charging zone. For more information about congestion
charging, visit www.cclondon.com

See:
= Chauffeurs
= Discount parking
=  Disabled Parking

Carpet
The QEIICC is fully carpeted in blue, including all exhibition areas. Should you plan to use your own
carpet for your exhibition area/stand you will need to board the area you plan to cover.

Any repairs carried out on damaged carpets will be passed on to clients/exhibitors.
Ceiling Heights

For details on ceiling heights for exhibition areas and rooms please
http://www.geiicc.co.uk/organising_an_event/floorplans_and_cad

refer to this link:

Chauffeurs
Chauffeur driven vehicles are permitted to wait on the forecourt whilst the chauffeur is in attendance.

Registration numbers, drivers’ names and estimated times of arrival and departure for parking,
deliveries and chauffeur driven cars must be given to your QEIICC Event Manager before 15.00 on the
previous working day. You may experience delay or be refused access if this information is not
provided.
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Chemists
The nearest chemist to the QEIICC is Boots which is located on 107 Victoria Street, SW1 (Tel: 020 7834
5792)

Cleaning
All hired areas/rooms will be cleaned between 06:00 and 08:00 daily by the Centre however; cleaning
of the Exhibition Stands is the responsibility of the exhibition/conference organizer.

Clients are responsible for the clearance of any large items of rubbish or other waste materials
following their event.

If you would like to hire our cleaners to clean your stands please request a Stand Cleaning Form and
Quotation from your QEIICC Event Manager.

See:
= Stand Cleaning

Cloakroom
A Cloakroom is situated in the West Foyer of the Centre on the Ground Floor; the Cloakroom will be
opened at the start of each event until the end of all events. There is no charge for this service. Please
note that that conference bags issued to delegates during the event may not be deposited at the
cloakroom.

All items must be collected from the cloakroom at the end of each event day. The Centre does not
accept responsibility for items left in its cloakroom.

Collections [Exhibitor Goods]

All exhibition equipment properly and securely packed and labeled with a collection note should be
taken back to the loading bay on the ground floor and should be stored in QEIICC Event Managers
Store after the event has finished. If couriers are making a collection you will need to complete the
collection notice, please advice the courier to quote all the details found on this notice. You may
experience delay in collection if couriers do not arrive with the correct collection information.

ltems MAY NOT BE LEFT in the exhibition room awaiting collection by courier. ALL ITEMS left
unattended in the exhibition room after the event has finished will be disposed of.

See:
= Delivery [Goods]
=  Good Entrance
= Goods Lifts
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Control Room
The Control Room is located at -1 Entrance on Storeys Gate and is staffed 24 hours a day. Please
contact extension 4040 for assistance outside tenancy hours.

Extension 4999/4444 should be used to contact the Control Room in the event of an emergency only
during events.

See:
=  Emergency Procedures
= First Aid
= Security

Couriers

See:

= Collection
= Deliveries

Damage Walk Round

A damage control check will be carried out by the Centre prior to and after each event during normal
working hours or at the earliest opportunity. Any client wishing to attend should contact their QEIICC
Event Manager. Clients will be asked to sign a Damage walk around report.

Deliveries [Exhibitor Goods]

Package deliveries to the centre must be made carriage paid to the Loading Bay and the QEIICC must
be advised on the quantity of items, destination and appropriate contact names. Please note that your
company name, the event name and stand number must feature on all deliveries. [Please request a
Delivery Note]

The loading bay area is situated on Storey’s Gate in Westminster and is located within the Transport
for London Congestion Zone. Please see enclosed map.

The Loading Bay is a shared facility for all Deliveries and Collections at the QEIICC and, therefore
vehicles are permitted access on a first come, first served basis.

For large Exhibitions, clients are responsible for ensuring that a proper arrival and departure schedule
is drawn up for Exhibitors using Storey’s Gate and the Mews Lift. The Centre is unable to accept
responsibility for any delays/loss to Exhibitors that may occur.

-Movement of Deliveries

There is no facility to move palletized products from Lifts to Exhibition Stands. Everything needs to be
in boxes and moved on trolleys only. Fork Lift Trucks are not available on-site and are not suitable for
use internally in the Centre.
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Due to the dimensions of the Loading Bay and the fact that only one vehicle is permitted at any one
time, during exhibition set-up and breakdown the following conditions must be adhered to:

e The Loading Bay is left clear at all times unless loading/unloading is in progress;

e The vehicle is not left unattended when transferring items to and from Exhibition areas.

e During large build-ups we suggest that there are enough personnel to unload and then
supervise the transfer of materials to the areas, whilst the vehicle is removed from the
Loading Bay.

e All corridors and Fire Exits are left clear to ensure access is maintained at all times.

See:
= Build-Up
= Collection
= (Goods Entrance
= Goods Lift

= Porterage
= Vehicle Access

Disabled Facilities
Information for visitors is available on our web site at:
www.qeiicc.co.uk/attending_an_event/access_for_disabled_persons

If you are expecting a large number of disabled visitors at your event, it would help us if you advised
your Event Manager in advance, so that we can ensure that their visit is as smooth as possible. The fire
and safety officers will brief your security staff on the evacuation procedures for disabled visitors.
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- Disabled Toilets

There are 8 accessible toilet facilities in the Centre, three on the ground floor, one on the first floor,
one on the second floor, two on the third floor, one on the fourth floor and one on the fifth floor.
These are equipped with emergency alarms and can be accessed from function rooms by using lifts
where necessary. For locations please visit our website;

http://www.geiicc.co.uk/files/uploaded_files/mini_floorplan.pdf

-Induction Loops

There are induction loops fitted permanently in the Fleming & Whittle Rooms, Churchill Auditorium,
Westminster Suite, St James’s Suite, Rutherford Room, Abbey Room, Henry Moore Room and the
Mountbatten Room. Induction Loops can be fitted in all other rooms by arrangement with Interface,
our in-house production team on 020 7798 4118.

-Personal Evacuation Plans

The Centre has a Duty of Care to ensure that all persons can evacuate safely in the unlikely event of
this being necessary. Any person who feels that the nature of their permanent or temporary disability
would hinder or delay the evacuation of themselves or others down fire escape stairs are asked to
contact the Centre’s Fire Officer prior to their Event on 020 7798 4053 / 4040 or upon arrival to agree
a written mutually convenient Personal Evacuation Plan.

See:
=  Animal Welfare and Safety [Guide Dogs]
= Disabled Parking
=  Fire and Safety Briefing
= Public Lifts
= Wheelchair Access

Disabled Parking

Blue badge holders are permitted to park on the forecourt (with Blue badges on display).

Registration numbers, drivers names and estimated times of arrival and departure for parking, must
be given to your QEIl Event Manager before 15.00 on the previous working day. You may experience
delay or be refused access if this information is not provided.

London’s premier conference centre 9
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Discount Car Parking [Offsite]
We can now offer all our delegates attending events at the QEIICC 20% discount on car parking space
at Abingdon Car Park which is 5 minutes walk to the Centre.

Claim 20% off Casual Parking Rates, by simply remembering to validate your parking ticket from
Abingdon car park (ONLY) at the QEIICC Business Centre* located on the Ground Floor before leaving.
The 20% discount will be deducted from your ticket when you exit and make payment at Abingdon car
park

-QEIICC BUSINESS CENTRE*
Opened Monday — Friday 08:00-18:00; please ensure all tickets are validated before 18:00.

-ABINGDON CAR PARK

Address Great College Street Hours 24 hours / 7 days
Postcode SW1P 3RX Height 7"0'/2.13m
Phone 0207 222 8621 Spaces 183

-RATES FOR CASUAL PARKING
Location & approx no. | Up to Up to Up to Up to 24 hours Entrance Exit
of spaces 2 hours 4 hours 6 hours | 9 hours hours hours
Abingdon Street £6.00 £12.00 £18.00 | £24.00 £30.00 Monday- 24/7
Great College Street, Sunday
SW1P 3RX 06:00-
Phone: 0207 222 8621 23:59

Max. vehicle height:
2.13m

Parking spaces: 183
Map: click here

(Westminster Car Parks are now being operated by Q-Park, and not the Queen Elizabeth Il Conference Centre. If you have any
further enquiries, then please contact Q-Park via email: carparksales@g-park.co.uk or on 0113 238 4238 or click to visit their
website http://www.q -park.co.uk)

Electrical Power

Please refer to our floor plans for guidelines on where electrical power (floor and wall socket) are
situated for each floor:
http://www.geiicc.co.uk/organising-an-event/our-rooms/floor-plans-and-cad

It is the Client’s responsibility to ensure that exhibitors that require power are positioned near power
outlets and that they take such amounts of electricity from the outlets installed for that purpose.
Please inform your QEIICC Event Manager of your power requirements before the start of your event.

-17" Edition Electrical Regulations

Please note that the 17" Edition Electrical Regulations (Section 711) now requires that temporary
wiring installations for exhibitions, shows and stands be inspected, tested and certified by a suitably
qualified electrician after each assembly on site. The Hirer MUST therefore ensure that this takes place
and that the Centre’s Event Manager is provided with a signed Electrical Test Certificate before the
event commences.
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Failure to provide this information may result in the event not being allowed to proceed.

-13AMP Power Installation
The current charge for a small 13amp power installation is £27.50 per individual installation, plus VAT.
Please note this facility is only appropriate for small exhibition areas.

There may be occasions when the QEIll Conference Centre cannot provide this facility due to room
restrictions and time constraints. Please liaise with you QEIICC Event Manager regarding all details.

-3 Phase Power

It is the Client’s responsibility to ensure that they take such amounts of electricity from the outlets
installed for the purpose of their event. Please ensure that you provide your own appropriate cable
and lead to distribute required power from.

Should you require a large capacity power including 3 phase, please contact your QEIICC Event
Manager for a quote and further information.

-Extension Leads
Extension leads can be purchased at the business centre from £12 for a 4way lead or clients and
exhibitors can provide their own.

See:
= Floor Plans
= Health and Safety

Emergency Procedures
The QEIl design incorporates all the latest Fire and Safety and Security standards. A great deal of care
has been taken to ensure your personal safety.

There is a 24 hour manned emergency number in the building, which is 4444. This can be dialled from
the house phones, which are dotted about the building, or any phone provided to you by the Centre.
This number should be used for emergencies ONLY, such as to report a fire, a first aid situation or a
security incident. DO NOT dial 999 on a mobile phone, as this will cause confusion to the emergency
services that have approved our system, and will therefore also cause a delay.

-FIRE

Familiarise yourself with the FIRE EXITS and FIRE ESCAPE ROUTES of the floors you will be using, and
brief any staff/stewards to do so also. There are four fire exit staircases in the building; these will be
clearly marked as emergency exit routes.

-Fire Alarm
To raise the alarm, either operates the nearest alarm by breaking the glass, or dial 4444 and report
verbally.

Once an alarm is raised, a two-tone general alert will sound for approximately 30 seconds, during
which time the reason for the alarm will be investigated. During this time, Floor Wardens who are
trained members of QEIl staff will make their way to their designated floors to reassure people that
the situation is under control.
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After the 30 seconds, an announcement will be made by Security Control over the emergency public
address system stating whether the alarm is false, so no action need be taken, or a real emergency, in
which case further instructions will be given. All instructions will be repeated, and the designated
Floor Wardens will control any evacuation, which may be necessary. The assembly point in an
evacuation is normally Dean’s Yard (by Westminster Abbey), or any alternative will be announced by
Security Control.

-Disabled Personnel

In the event of an emergency, disabled persons should be taken to a Fire Exit stairwell to await the
arrival of the emergency services. DO NOT attempt to carry a wheelchair down the stairs. The Floor
Warden for the floor should be made aware of any wheelchairs, and will make sure that Security
Guards know which staircase landing they are on.

-Automatic Actions
When the alarm sounds, the following automatic actions will occur:

1. All electronically locked doors will be freed; this includes any doors, including Fire Exit doors,
which may have been secured to restrict access. Doors, which are magnetically retained in the
open position, will close automatically and it is for this reason that no door should be wedged
open.

2. All lifts will be grounded automatically, and cannot be used once an alarm sounds.

3. Magnetically retained smoke doors, which are located in each of the main lift lobbies, will be
released. Should you be in a lift lobby when an alarm sounds and these doors close, you can pull the
handles to get out. The doors will close behind you to stop others gaining access.

4. The emergency lighting will come on, but other lights may go out. The emergency lighting will light
the way to your nearest fire escape route.

-MEDICAL
Qualified First Aiders are on site during all events. Should you have a medical emergency notify
Security Control on 4444 or by contacting your QEIICC Event Manager on the complementary radio
provided to you, and a First Aider will be despatched. There is a First Aid Room on the ground floor to
which First Aiders have access. The First Aider will arrange for an ambulance should this become
necessary.

-SECURITY
Should you discover a bag or package which you think is suspicious please notify Security Control on
4444 and the appropriate action will then be taken.

If you have any queries regarding these instructions, please telephone the Security Section:
Mr Dan Blyghton - Security Inspector +44 (0) 20 7798 4053

London’s premier conference centre
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- Personal Evacuation Plan

Your QEIICC Event Manager will provide you with a Personal Evacuation Plan file to complete or pass
onto your delegates to complete. The Personal Evacuation Plan will inform us which of your delegates
may have any physical impairment that may delay them or others evacuating the Centre when the fire
alarm sounds in advance of your event. If you are unable to identify all persons meeting these criteria
in advance of your event we ask that you issue the document during your registration period here at
the Centre. Please provide a copy of the completed document(s) to your Event Manager as soon as
you receive them.

See:
= First Aid
= Fire and Safety Briefing
= Security

= Personal Evacuation Procedure

Energy and the Environment
The Queen Elizabeth Il Conference Centre is committed to reducing the impact on the environment
caused by events.

It actively encourages organisers, suppliers, contractors and the public to work together with The
Queen Elizabeth Il Conference Centre to achieve this by reducing emissions, waste, noise, and energy
consumption. Advice is available via your QEIICC Event Manager.

Exhibitor Furniture
A list of QEIICC exhibitor furniture can be obtained from your QEIICC event manager.

Exhibitor Catering
LEITH’S are the QEIICC official catering company. Catering can be ordered by using the clients below:
http://www.geiicc.co.uk/organising-an-event/facilities-services/catering/menus

Menu including exhibitor catering order form:
http://www.geiicc.co.uk/files/uploaded_files/Leiths_Menus.pdf

Fax Machines
Facsimile machines can be installed at £100.00 for one day, £115.00 for two days and £150.00 for

three-seven days hire and call charges are £0.30 per unit. Calls can be restricted to United Kingdom or
international.

Filming
No video/audio recording of any type of photography of the Centre may be made or taken without the
written permission from QEIICC.

The Agency reserves the right to prohibit, at any time, whether before or after the Hire Period has
started, the showing of any film or videotape or the display of any photograph in the Centre.

See:

= Photography
= Service rates
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Fire Exits
Fire exits must be kept clear of obstructions at all times. If fire exits and/or fire equipment are
obstructed with stands or display boards etc you will be asked to remove these immediately.

See:
= Emergency Procedures
= Floor Plans

Fire Extinguishers
See:
Emergency Procedures

Fire and Safety Regulations

All Fire and Emergency Procedures must be adhered to by all visitors to the centre. Doors to the
conference rooms must not be wedged open. These must be closed after use to conform to Fire
Regulations.

Exhibitors are advised that the Centre has stringent regulations governing materials used on site
during an exhibition. Please contact your QEIICC Event Manager for more information.

The Fire Alarm incorporates both an audio alert and public address system announcements. The
Centre’s Floor Wardens will assist with any necessary evacuation.

See:
= Emergency Procedures
= Fire Exit
= Fire and Safety Briefing

First Aid

There is a fully equipped First Aid room on the ground floor. This is not permanently staffed unless the
organiser arranges it. It is advisable to contact either the Red Cross (020 8944 8909) or the St John
Ambulance Services (020 7258 3456).

Should you require access to the first aid room during event periods then please contact your QEIICC
Event manager.

See:
= Emergency Procedures

Fire and Safety Briefing

It is the centre’s policy that our Fire and Safety Briefing is either played or read out at the start of your
Conference in the following rooms Churchill Auditorium, Fleming room, Whittle room, Westminster
Suite and Mountbatten Room.

A copy of the audio and/or text version of the Fire and Safety Briefing can be emailed to you on
request. Copy of the Fire and Safety Briefing are also available in Braille.

See:
= Emergency Procedures
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Floor Loadings
For details on floor loading for exhibitor areas please refer to:
http://www.geiicc.co.uk/organising-an-event/our-rooms/floor-plans-and-cad

Floor Plans
The QEIl Website has both CAD and PDF versions for all our rooms which can be downloaded. PDF

plans include information on power location, telecom locations, floor loadings, dimensions and
general capacities. For copies of blank floor plans please refer to:

http://www.geiicc.co.uk/organising-an-event/our-rooms/floor-plans-and-cad

-Exhibition Plans

Where any part of your contracted rooms is to be used as an exhibition or display area, please ensure
that you have submitted your scaled exhibition plan to your QEIICC Event Manger for fire safety
approval no later than 30 days before the beginning of your event showing the proposed dimensions
and position within the rooms of the exhibition or display. It is the clients responsibly to ensure that
their exhibition will fit in the space allocated.

Our fire safety officer will either approve the plans or if required will ask for the plan to be revised in
accordance with our health and safety procedure. Clients must always inform their QEIICC Event
Manger when any changes are made to the Exhibition Plan.

-Production Company Floor Plans

Where any part of your contracted rooms is to be used and set up by an external production company
please ensure that you have submitted your scaled floor plan to your QEIICC Event Manger for fire
safety approval no later than 30 days before the beginning of your event showing the proposed
dimensions and layout within the rooms.

-Risk Assessment
You will also be required to include/submit with your final floor plan(s) a Method Statements and Risk
Assessment forms.

-Storage
With regards to storage of exhibitor/production company equipment you will be required to allocate a
space or room within your contracted rooms.

See:
= Collections
= Deliveries
= Emergency Procedures
= Fire Exit

= Gangways

= Method Statement
= Risk Assessment

=  Waste
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Florists
Our in-house florist is Planteria, for any enquires please contact Russell Collins at Planteria (01279
851305/ flowers@planteriagroup.com.

Food and Beverages

Leith’s at the Centre offers a varied, imaginative and comprehensive service to suit all requirements.
Telephone number: 020 7798 4641. It is a contractual obligation that clients do not provide their own
food and drink at the Centre. Clients are reminded that the final numbers of expected guests should
be notified to the caterers no later than 10.00am, three working days prior to the event. If numbers do
increase after this time, every effort will be made to cater for the increased numbers, but it cannot be
guaranteed that the specified menu will be provided, and this may incur additional charges. A full set
of Leith’s terms and conditions are available on request

Gangways
Gangways between exhibitions stands need to be kept clear at all times and must be a min of 1.5m
apart.

Gas
It is not possible to use Compressed Air or Gasses at the Queen Elizabeth Centre.

See:
= Emergency Procedures

Goods Entrances
The Centre has one Good’s entrance which is located via Loading Bay on Storeys Gate.

See:
= Collection
= Deliveries
= Goods Lifts
= Vehicle access

Goods Lifts
Goods Lift 11 is situated on the Loading Bay.
-Storeys Gate Lift 11:

Width 2.15 metres
Width at door opening: 1.6 metres
Depth: 1.7 metres
Height: 2.2 metres
Height at door opening: 2.05 metres
Loading: 2,000 kilos

For large items that will not fit into the good lift, deliveries should be arranged to The Mews Lift which
is located on the East Side of the Centre and is accessible via the forecourt.

If you require the use of the Mews lift please speak to your Event Manager at QEIICC. Please find the
dimensions of The Mews Lift for your reference:
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-The Mews Lift:

Width and Door Opening: 5 metres
Depth: 2.5 metres
Height/Door Opening: 2 metres
Height: 2.5 metres
Loading: 2,500 kilos
See:

= Collection

= Deliveries

=  Good Entrance
= Vehicle Access

Health and Safety

The Centre is committed to the safety of all its staff, clients and visitors and would like to remind all
exhibitors, contractors and clients that every step has been taken to remove and reduce risks that may
be associated with the building and its function.

Training, Method Statements and Risk Assessments are carried out for fire safety, audio visual
production, manual handling etc as per the Health and Safety at Work Act 1974 and all visitors to the
Centre will be expected to comply with the law.

As per our Standard Conditions of Hire, Production Companies MUST provide a copy of its Health and
Safety policy and copies of Method Statements and Risk Assessments thirty days before the start of
the Hire Period.

Exhibitors, contractors and our clients have a legal and moral responsibility as far as reasonably
practicable to ensure the health, safety and welfare of everyone sharing your work space at the
exhibition.

Exhibitors are advised that the Health & Safety at Work Act requires that any equipment being
operated or demonstrated shall be inherently safe and not create a hazard to the demonstrator or
visitor.

The QEIl is committed to operating all its various businesses in compliance with all the relevant
legislation and guidelines covering Health and Safety at Work and it is a requirement of the QEIl and
the organisers that all exhibitors, contractors and visitors comply with the law and the regulations of
the venue at all times.

Anyone infringing any relevant legislation and/or any venue regulation will be asked to desist
forthwith and for serious and continuing breaches may be banned from the premises.

Please note that the 17" Edition Electrical Regulations (Section 711) now requires that temporary
wiring installations for exhibitions, shows and stands be inspected, tested and certified by a suitably
qualified electrician after each assembly on site. The Hirer MUST therefore ensure that this takes place
and that the Centre’s Event Manager is provided with a signed Electrical Test Certificate before the
event commences.
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= Collection

= Deliveries

= Electrical Power

= Floor Plans

= Goods Entrance

= Goods Lift

= QEIICC Health & Safety Policy

Helium Balloons

Balloons are permitted on event floors however please note that clients, exhibitors and companies
issuing helium-filled balloons WILL be responsible for the clearance from hall roof areas. The local
authority insists that no helium containers may be kept within the exhibition area during open hours.

Height Restrictions
For details on height restrictions please refer to:
http://www.geiicc.co.uk/organising-an-event/our-rooms/floor-plans-and-cad

Hospitals
The nearest hospital to the Centre is { (i ¢ K 2 Y pitdl Qidbeth Baldce Road, SE1 [Tel: 020 7928
9292]

Hotels
See:
= accommodations

Insurance

It is a contractual requirement that the contracted client provides a copy of their Public Liability
Insurance, with a minimum limit of indemnity of £2,000,000, before the start of tenancy. Please
ensure that this is forwarded to your QEIICC Event Manager.

Internet Cafe

Our internet café is available to clients, delegates and exhibitors to use and it is located in our Business
Centre in the Main Foyer behind the Reception, on the left-hand side, as you enter the Centre. The
Business Centre is open Monday - Friday from 08.0€18.00.

See:
= Business Centre

Internet Connection

Wireless and wired connections for exhibitors can be booked directly with the QEIICC before the start
of your event from our website. Price list orders can be made on-line at:
http://www.qeiicc.co.uk/organising_an_event/itav_order_form

Or you may wish to obtain wireless connection vouchers for less time from our business centre on the
day of the event.
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See:
= Business Centre
= |nternet Café

ISDN

Hard wired ISDN connections for exhibitors can be booked directly with the QEIICC before the start of
your event from our website. Price list orders can be made on-line at:
http://www.geiicc.co.uk/organising_an_event/itav_order_form

See:
= |nternet Cafe

Lift Dimension
See:
= (Goods Lift
= Public Lifts

Lost Property

Lost property items will be directed to the Business Centre on the ground floor. All lost property
should be taken to and left with our Business Centre staff and delegates should be directed to
business centre to locate items that may have been handed in.

Please note the Centre does not accept any responsibility for any lost property.

Method Statements
Exhibitors are required to provide method statements along with a copy of their risk assessments for
exhibition and production set up.

See:
] Risk Assessment

Media Suite
We have installed a dedicated media Suite on the ground floor with a comprehensive AV and IT
equipment.

The Media Suite is ideal for interviews, high profile board meetings and impromptu discussions. It will
also enable you to manage travel costs and reduce carbon emissions by communicating via media links
rather than travelling long distances.

To book the Media Suite or for further information, please contact the Business Centre on 020 7798
4077.

Please refer to: http://www.qeiicc.co.uk/organising-an-event/our-rooms/room/media-suite
See:

= Business Centre

Operating Hours
Operating hours must comply with contracted times. For full details regarding this please speak to
your QEIICC Event Manager.

London’s premier conference centre



http://www.qeiicc.co.uk/organising-an-event/our-rooms/room/media-suite

The Queen Elizabeth ||

Conference Centre

hNEHIFYA&aSNRa hFFAOSaA

Organiser’s rooms are dependent on contracted rooms. Clients are advised to allocate one of their
contracted rooms as an Organisers Office if required. For full details regarding this please speak to
your event manager.

Personal Evacuation Plan

Your QEIICC Event Manager will provide you with a Personal Evacuation Plan file to complete or pass
onto your delegates to complete. The Personal Evacuation Plan will inform us which of your delegates
may have any physical impairment that may delay them or others evacuating the Centre when the fire
alarm sounds in advance of your event. If you are unable to identify all persons meeting these criteria
in advance of your event we ask that you issue the document during your registration period here at
the Centre. Please provide a copy of the completed document(s) to your Event Manager as soon as
you receive them.

Photography
Photography is not permitted of QEIICC security areas.

See:
= Filming
= Service Rates

Police
The nearest Police Station can be found at Charing Cross Police Station Agar Street, WC2 [Tel: 020
7240 1212]

Porterage

We can supply Porterage costs on request. Please advise us 7 working days in advance in order that
we can guarantee to provide this service. Orders and quotes will need to be made through your QEIICC
Event Manager.

Post Office
The nearest Post office can be found at 1 Broadway, London SW1H 0AX, Tel: 0207 9768 547

Prayer Room

The Centre does not provide a designated prayer room. Prayer Rooms are dependent on contracted
rooms. Clients are advised to allocate one of their contracted rooms as Prayer room if required. For
full details regarding this please speak to your event manager.
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Public Lifts

The Centre has 9 passenger lifts, all of which are large enough to accommodate a wheelchair and
incorporate audio/voice announcements.

-Core 2 (x6) Passenger Lifts C 16 Person Capacity:

Width/Door Opening: 1.09 metres
Lift to -2: Width 1.35 metres
Others: Width: 1.9 metres
Lift to —2: Depth: 1.95 metres
Others depth: 1.4 metres
Height/Door opening: 2.06 metres
Height 2.2 metres
Loading: 1,250 kilos

AVAILABLE FLOORS: Ground to 5" floors (x 1 also to —1 & -2 levels)
-Core 1 (x 3) Passenger Lifts ¢ 10 Person Capacity:

Width/Door Opening: 0.79 metres
Width: 1.3 metres
Depth: 1.35 metres
Height/Door opening: 1.97 metres
Height 2.1 metres
Loading: 1,250 kilos

AVAILABLE FLOORS: Ground to 5" floors (x 1 also to —1 & -2 levels)
NB: There is also a Passenger Lift between the 4™ & 6" Floors ONLY

-Passenger Lift 12

Width/Door Opening: 1.09 metres
Width: 1.5 metres
Depth: 1.4 metres
Height/Door opening: 2.2 metres
Height 2.2 metres

Public Telephones
Public telephones are available on the ground floor West Sanctuary Foyer next to the cloakrooms.
There are public telephones are at low level for wheelchair access.

Pull-out
All clients contracted rooms must be cleared of all stands, materials and waste by the end of hire
period. Additional charges will be incurred if this is not achieved.

Access to the Centre and all contracted rooms for Pull-out are dependent on contracted times. For full
details regarding this please speak to your QEIICC Event Manager.

During pull-out, vehicles requiring access to QEIICC should be directed to goods entrance/Loading bay
located on Storeys Gate.
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See:
= Access
= Car Parking
= Deliveries
= Goods Lift

= Porterage
= Vehicle Access

QEIICC Health & Safety Policy
Available on request from your QEIICC Event Manager

Risk Assessment
Exhibitors are required to provide a venue specific risk assessment along with a copy of their method
statement for exhibition and production set up.

See:
=  Method Statement

Rubbish & Litter
The centre has various recycle bins located on all floors and within event floors, more bins can be
requested for event floors through your QEIICC Event Manager.

See:
=  Waste Disposal

Safes
We have a limited number of security cabinets that can be hired out on a first come first served basis,
please contact your QEIICC Event Manager for a quote and availability.

Security
General security patrol will be provided by The Queen Elizabeth Il Conference Centre personnel, but
they will not be responsible for exhibitors’ equipment/material if lost or damaged.

The client is not permitted to provide its own uniformed Guard service. Clients are advised that the
Centre does not accept responsibility for any loss of property.

We can also book additional security for your event if required please contact your QEIICC Event
Manager for a quote.

For all other security queries please contact Dan Blyghton head of security on 0207 798 4053 for all
security queries.

Shell scheme and Space Stands
Shell scheme stands must be certified as safe by the shell scheme contractor. Stands must comply with
Health and Safety standards and Contractors Risk Assessment.

See:
= Floor Plans
= Method Statements
= Risk Assessment
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Signage and Posters

Notices must not be affixed to any painted walls of the building without prior permission. Sticky fixers,
Bluetack, Sellotape must not be used on any painted surfaces. Clients will be charged to repair
damaged areas. All clients/exhibitors need to be self sufficient with regards to use and provision of
equipment and the rigging/de-rigging of display material.

Blue-tac may be used on wooden doors and concrete walls ONLY.

Site Survey

It is each exhibitor’s responsibility to examine their allocated site in order to avoid adjustments to
stand structures or displays, as variations in the floor level or obstructions cannot always be indicated
on the floor plan. In your own interest you should also satisfy yourself as to the condition of the site
before both erection and after clearance.

Smoking Policy
Smoking is not permitted anywhere in the Centre, a smoking area is provided outside the centre by
the main entrance.

Staircases
For staircase location please visit our website:
http://www.geiicc.co.uk/organising-an-event/our-rooms/floor-plans-and-cad

Stand Catering Services
See:
= Exhibition Catering

Stand Cleaning
There is a charge for stand cleaning. For a full quote and booking form please contact your QEIICC
Event Manager. Exhibition stands will be cleaned between 0600-0800 hours on the day Specified.

All aisles within Exhibition areas will be cleaned after build up is complete. After the first day of the
exhibition it is the responsibility for the stand holders to ensure that their stand is left clean and tidy
for the following day. If you would like to have your stand cleaned this service will need to be booked
in advance.

During and after build-up the removal of any large bulky waste is the responsibility of the stand
holder. There may be a charge to remove this kind of waste; a charge will be made to the individual
company concerned for this service.

Any materials or products left in gangways will be deemed rubbish and disposed of, for any materials
removed from the gangways by accident the Centre is not held responsible.

Please ensure that after the breakdown of the stand all waste, graphics and literature is removed from
the exhibition area.

Storage Areas
All items requiring storage during an event must be allocated an area within the Client’s contracted
space. Storage Rooms are dependent on contracted rooms. Clients are advised to allocate one of their
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contracted rooms as a storage area if required. For full details regarding this please speak to your
QEIICC Event Manager.

The Centre has very limited on-site storage therefore, if you envisage you may need to leave items
after an event for courier collection etc, please advice your QEIICC Event Manager accordingly.

All items stored overnight in the QEIl Event Management Store Room must clearly show a return
address label and contact details, please see sample Collection Note.

See:
] Collection

Sustainability

The Queen Elizabeth Il Conference Centre recognises it has a responsibility to achieve environmental
best practice and continuously improve its business activities to protect the natural environment by
carefully managing energy and minimising waste, whilst maintaining its reputation as an
internationally renowned and welcoming conference venue.

The Centre has produced a Green Event Guide to help clients deliver a more sustainable event and our
Sustainable Operations Policy illustrates the steps The QEIICC has taken to put our policies into
practice.

www.qeiicc.co.uk/files/greener_events.pdf
www.qeiicc.co.uk/files/sustainable_operations_policy.pdf

See:
= Energy and the Environment

Taxis
It is usually quicker and easier to hail taxis from outside and around the centre.

Alternatively you may also wish to book your cabs ahead.

-Computercabs Radio Taxis
020 7432 1432 (credit card only) 020 8555 7777 (cash or credit)
Toilets

We have a number of public toilets including disabled toilets available on all floors. For toilet locations
please refer to this floor plan. http://www.qgeiicc.co.uk/files/uploaded_files/mini_floorplan.pdf

Travel and Transport
Please visit our website on the best way to find us:
http://www.geiicc.co.uk/organising-an-event/our-location/how-find-us

Train

The following main line stations are within walking distance from the QEIICC Centre:
London Victoria

London Charing Cross

London Waterloo (mainline, Waterloo East and Waterloo International).
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-From Victoria (10-12 mins)

Exit from the front of the station, turn right and walk down Victoria Street for around 8 minutes. At
the end of Victoria Street is Broad Sanctuary, the Centre is on the left hand side opposite Westminster
Abbey.

-From Charing Cross (10-12 mins)

Exit from the front of the station, and turn left towards Trafalgar Square. Turn left down Whitehall,
and walk all the way to Parliament Square. Cross over Parliament Square heading towards Victoria (as
is diagonally across the Square). Walking towards Victoria, you will see Westminster Abbey on your
left, the Centre is directly opposite, on your right.

-From London Waterloo (15-20 mins)

Take the main exit from Waterloo station, turn left down York Road past the Shell Buildings (on your
right). At the end of York Road, turn right and walk over Westminster Bridge. Cross Parliament Square
diagonally, heading towards Victoria. The Centre is directly opposite Westminster Abbey on your right
hand side.

By Tube
The nearest tube stations are St James’s Park (District & Circle Lines) or Westminster (District & Circle
Lines, Jubilee Line). Both stations are around 5 minutes walk from the Centre.

-From Westminster:

Exit the station via the underground tunnel towards Parliament Square (exit 6). You will come up to
street level on Whitehall. Turn left into Parliament Square, cross the road ahead of you then turn right
into Broad Sanctuary. The Centre is located on your right, directly opposite Westminster Abbey.

CNRBRY {i WHYSaQa tIFN]Y
Take the Broadway exit from the tube station, and walk straight down Tothill Street. At the end of this
street, turn left and you will see the Centre directly in front of you.

Vehicle Access
Please inform your QEIICC Event Manager of all vehicles that require access for set up and parking.

-Access and Loading

The Loading Bay is situated on Storey’s Gate in Westminster and is located within the Transport for
London Congestion Zone. The Loading Bay is a shared facility for all Deliveries and Collections at the
QEIICC. Therefore, vehicles are permitted access on a first come, first served basis. Due to the
dimensions of the Loading Bay and the fact only one vehicle is permitted at any one time, during
Exhibition set-up and breakdown the following conditions must be adhered to:

e The Loading Bay is left clear at all times unless loading/unloading is in progress;

¢ The vehicle is not left unattended when transferring items to and from Exhibition areas. It is
suggested that there is enough personnel to unload and then supervise the transfer of
materials to the areas, whilst the vehicle is removed from the Loading Bay.

e All corridors and Fire Exits are left clear to ensure access is maintained at all times.
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-Deliveries & Collections

All deliveries must be made to the Loading Bay and the QEIl must be advised on the quantity of items,
estimated time of arrival/departure, destination and appropriate contact names. Please see sample
Delivery Note attached.

For large Exhibitions, clients are responsible for ensuring that a proper arrival and departure schedule
is drawn up for Exhibitors using Storey’s Gate and the Mews Lift. The Centre is unable to accept
responsibility for any delays/loss to Exhibitors that may occur.

-Movement of Deliveries

There is no facility to move palletized products from Lifts to Exhibition Stands therefore, everything
needs to be in boxes and moved on trolleys only. Fork Lift Trucks are not available on-site and are not
suitable for use internally in the Centre.

-Parking
There is no on-site parking available for Exhibitors. Please see attached Local Parking Information
Sheet.

See:
= Parking
= Deliveries
= Goods Entrance

Vehicles within the Centre

If vehicles are to be displayed during your event please contact your QEIICC Event Manager. Vehicles
required within the building for display purposes will only be allowed access once they have been
proven that fuel systems and tanks have been purged. If proof is not possible, under certain
conditions, security may not allow access. However, the vehicle must be displayed behind a rope
cordon so that no person is less than 2 metres from the vehicle.

Venue

The Queen Elizabeth Il Conference Centre is located in the very heart of Westminster, the award-
winning Queen Elizabeth Il Conference Centre is a prime purpose-built venue uniquely situated in the
shadow of Big Ben, Westminster Abbey and the London Eye.

-The Queen Elizabeth Il Conference Centre
Broad Sanctuary

Westminster

London SW1P 3EE

Venue Risk Assessment
Available on request from your QEIICC Event Manager

Videos
See Filming and Service Rates
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VIP Visitors
Please forward a full list of expected VIPS (including their estimated time of arrival and departure) to
your Event Manager no less then three working days before the start of any event.

See:
= Car Parking
= Chauffeurs

Water
Water is available in catering areas during event days and is based on contracted catering rooms and
room allocation and usage.

Public drinking water is available at the water cooler situated on the ground floor by the Business
Centre which is to your left as you enter the centre.

Waste Disposal

At the end of the conference, you will be responsible for removal of all items including brochures,
graphics panels, pallets, wooden crates and any other effects. Any items remaining on stands and
rooms at the end of the event will be disposed of and a charge made to the company. If you do not
want to dispose of the waste yourself please arrange for sufficient cleaning. An order form can be
found in the order form section to the back of this manual.

Weight Loadings

See:
=  Floor Loading
= Floor Plans
Web Site

The Queen Elizabeth Il Conference Centre official website is www.geiicc.co.uk

Wheelchair Access
There is a ramp from the forecourt which leads to the front doors and is wide enough for easy
wheelchair access.

The Centre has 9 passenger lifts, all of which are large enough to accommodate a wheelchair and
incorporate audio/voice announcements. One of the lifts has a fireman’s lift and can be used in the
event of an evacuation.

There are 8 accessible toilet facilities in the Centre, three on the ground floor, one on the first floor,
one on the second floor, two on the third floor, one on the fourth floor and one on the fifth floor.
These are equipped with emergency alarms and can be accessed from function rooms by using lifts
where necessary.

There is no fixed seating at the Centre, therefore wheelchair spaces can be positioned anywhere in the
meeting rooms.

We also have a disabled lift which can be fitted to stages for larger meeting areas and a portable
wheelchair lift to provide access to the stage in smaller meeting areas.
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See:

= Animal Welfare and Safety
= Disabled Facility

=  Disabled Parking

= Emergency Procedures

=  Fire and Safety Briefing

= Public Telephones

If we have not been able to answesome of youiqueries please do not hesitate to contact your
QEIlICE&ventManageror visit ourwebsite
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