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Melbourne Convention and Exhibition Centre
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GPO Box 777
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Australia 3001

Telephone:  (03) 9235 8000
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Please note the above postal address is for MCEC internal items only. All event related items must be
delivered by courier, or freight forwarder, to either the Melbourne Convention Centre or Melbourne

Exhibition Centre Loading Dock.
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0.1 OVERVIEW

The Melbourne Convention and Exhibition Centre (MCEC) Exhibitor Services Kit is
divided into two sections:

Section 1 - Explanatory notes on services provided.

Exhibitors should take the time to read this information as it will effect the way you
operate within the Melbourne Convention and Exhibition Centre.

Section 21 Service Order Forms

Pricing current at the time of producing this manual are provided, along with
relevant order forms.

Operating procedures do vary between the Melbourne Exhibition Centre, and the
Melbourne Convention Centre.

Please ensure you understand the procedures for the centre you will utilise.

Please note that all orders must be accompanied by the completed Exhibitor
Services Account Form detailing your method of payment.

All prices quoted are inclusive of GST.

Payment is required prior to the provision of service and must be received one
week prior to the commencement of the exhibition move-in.

Services cannot be provided without prior payment.
Completed order forms with payment should be returned to:

Melbourne Convention and Exhibition Centre
Exhibitor Services

GPO Box 777

Melbourne Victoria

Australia 3001

Tel: (03) 92358110

Fax: (03) 9235 8121

Email: exservices@mcec.com.au

Shouldyouhaveany queries please dondt hesitate 1t
Services Department.

We look forward to welcoming you to the Melbourne Convention and Exhibition
Centre.

Quality

ICCA
Member

m
2

HACCP-9000 CERTIFIED

BD-O
LR

om

PB-EP-720000 Exhibitor Services Kit 14/06/11 Page 3 of 84


mailto:exservices@mcec.com.au

Rl
N N VELBOURNE
CONVENTION
EXHIBITION

CENTRE

0.2 EXHIBITOR EMERGENCY PLAN

This information is designed to assist you in running a smooth safe show by
outlining some important safety aspects.

0.2.1 FIRE AWARENESS
Itis illegal to do any of the following:

1 Block or congest emergency exits. (These can be recognised by green and
white exit signs over the doors).

Block the access route to an emergency exit.

Obscure or cover emergency exit signs.

Store equipment or any other item in the fire stairs.

Chock open fire or smoke doors or any doors leading to fire stairs

= =4 -4 =

Please also see section 1.4 Stands Requiring Approval in this exhibitor manual.

MCEC MANAGEMENT WILL NOT CONDONE THESE PRACTICES AND
ADHERENCE WILL BE STRICTLY ENFORCED.

0.2.2 EMERGENCY EVACUATION PROCEDURES

The MCEC has an Emergency Evacuation Plan to enable the successful
evacuation of staff and visitors in the case of a fire or other emergency. All MCEC
staff will assist in the evacuation of large numbers of people if the need arises.

Organisers are required to assign designated fire wardens to be present for the
duration of the event. In addition it is important for all occupants of the MCEC to
be aware of the Emergency Evacuation Plan:

The MCEC has two alarms, which can be heard throughout the building if a fire
alarm is activated or there is a pending emergency.

The first alarm is the ALERT ALARM which is a BEEP-BEEP-BEEP sound (similar
to a truck reversing). On hearing this alarm, all trained wardens will attend the
Wardens Phones and await instruction from the Senior Warden.

ALL OTHER STAFF MEMBERS AND OCCUPANTS WILL CONTINUE ON WITH
THEIR NORMAL DUTIES.

The second alarm is the EVACUATION ALARM which is a WHOOP-WHOOP-
WHOOP sound (similar to an air raid siren). This is the signal for the wardens to
evacuate the area via the fire stairs. LIFTS ARE NOT TO BE USED. You will then
be guided to move quietly and calmly to the Assembly Areas.
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0.2.3 EMERGENCY EVACUATION ASSEMBLY AREAS

Assembly areas for the MCEC are located at:

Area Evacuation Assembly Evacuation Assembly
Point 1 Point 2
Melbourne Exhibition Tea House Area John Batman Park
Centre
Melbourne Convention | Flinders Wharf Park John Batman Park
Centre (across the new Yarra
River footbridge)

Please take the time to familiarise yourself with emergency exits, fire fighting
equipment and evacuation assembly points so that you can assist patrons of your
show to safety if required.

MELBOURNE CONVENTION & EXHIBITION CENTRE F Brookfield J™Myzo= @ Plenary
EVACUATION ASSEMBLY POINTS #% MULTIPLEX ==

7, e
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Conventions

MEC EVACUATION
ASSEMBLY POINT 2

MCC EVACUATION
ASSEMBLY POINT 1

MARITIME

MELBOURNE
CONVENTION
CENTRE

MEC EVACUATION
ASSEMBLY POINT 1

. Melbourne Exhibition Centre . Melbourne Convertion Centre n Evacuation Assembly Point

0.24 EMERGENCY EXITS - IMPORTANT

Please take time to familiarise yourself with emergency exits.
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Safety and security can only be achieved with the full cooperation of all staff and

clients.

0.2.5 CONTROLLING RISKS

0.2.6 REPORTING INCIDENTS / NEAR MISSES

Report all incidents or near misses to the event organiser, event security or MCEC
Security Control Room on ext 8333, or (03) 9235 8333. This allows for tracking
and rectification of hazards and common problems.

0.2.7 SAFETY VESTS
Due to an increased awareness from WorkSafe Victoria it is now mandatory for all

exhibitors during move 1 in and out periods to wear approved safety vests at all
times.

Exhibitors and contractors will not be allowed entry to the exhibition floor unless
safety vests are worn. Please contact your event organiser for further details.
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0.3 PRIVACY

The Melbourne Convention and Exhibition Trust (MCET) respects your privacy and
is committed to protecting the personal information you share with us in
compliance with the Information Privacy Act 2000.

We will only collect this information when you place an order with Exhibitor
Services at the Melbourne Convention and Exhibition Centre. Without this
information we are restricted in our ability to service your requirements.

If you have any concerns and/or you wish to access your personal information
please contact the Privacy Officer at privacy@mcec.com.au or (03) 9235 8000. A

copy of the Privacy Policy can be obtained from the Privacy Officer or
Www.mcec.com.au
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SECTION 1: SERVICE INFORMATION

Melbourne Convention and Exhibition Centre
GPO Box 777

Melbourne Victoria

Australia 3001

Telephone:  (03) 9235 8000

Facsimile: (03) 9235 8001

Email: exservices@mcec.com.au

E 3 . = S i
@ A )
icca o / / 3

MMMMM
n |HACCP-9000 CERTIFIED|

Company  anaSoiey PB-EP-720000 Exhibitor Services Kit 14/06/11 Page 8 of 84



mailto:exservices@mcec.com.au

EXHIBITION
CENTRE

‘“~ MELBOURNE
i . CONVENTION

1.1 CAR PARKING RATES

111 MELBOURNE EXHIBITION CENTRE CAR PARK RATES

BASEMENT CAR PARK
Entry and Exit via Normanby Road - 24 Hour Operation

Day Rate: Monday to Friday (to 6:00pm)

0 - 1 hour $8.00 Minimum

1 -2 hours $16.00

2 - 3 hours $24.00

3 -4 hours $32.00

4+ hours $32.00 Maximum

Early Bird Rate: Monday to Friday (entry between 6:00am i 9:00am and
exit between 3:00pm 1 12:00am Midnight)

Early Bird Rate $12.00 Maximum

Evening Rate: Monday to Thursday (Entry after 6pm and exit before 6am)

Night Rate $11.00

Weekend Rate: Per exit, per day (from 6:00pm Friday to 6:00am Monday)
Weekend Rate $13.00 Per exit, per day

The Melbourne Exhibition Centre Basement Car Park has a number of ticketing
pay machines located within the Car park adjacent to Entry Doors 1, 6, 8 and 10.
Any enquiries please call the Wilson Car Park office (03) 9224 0301 or email to
Wilson_mel197 @bigpond.com.

1.1.2 FREEWAY CAR PARK RATES

FREEWAY CAR PARK

Located at Munro Street under the Westgate Bridge. Access via Normanby
Road and Munro Street

0 - 1 hour $4.00

1 -2 hours $8.00

2 - 3 hours $12.00

3 -4 hours $16.00

4 - 5 hours $20.00

5 - 6 hours $24.00
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6 hours + $28.00 Maximum
Lost Ticket fee $50.00

Evening Rate: Entry after 6pm and exit before 6 am the next day
Flat Rate $8.00

NOTE: All Exhibitors are encouraged to use this car park.

113 SOUTH WHARF RETAIL CAR PARK RATES

SOUTH WHARF RETAIL CAR PARK
Enter via Normanby Road - 24 hour Operation

0 - 1 hour $4.00

1 -2 hours $8.00

2 - 3 hours $12.00

3 -4 hours $16.00

4 - 5 hours $20.00

5 - 6 hours $24.00

6 hours + $28.00 Maximum

Lost Ticket fee $50.00

Evening Rate: Entry after 6pm and exit before 6 am the next day
Flat Rate $8.00

Prices are subject to change without notice.

114 MELBOURNE CONVENTION CENTRE / SIDDELEY STREET CAR PARK
RATES

MELBOURNE CONVENTION CENTRE CAR PARK

Enter via Siddeley Street i 24 Hour Operation

Casual Rates: Monday to Friday (enter between 6am i 4pm)
Per hour (or part thereof) for
the first three hours

For each additional hour (or
part thereof) $4.00
Evening Flat Rate: Monday to Friday (enter after 4:00pm and exit before
6:00am next day)

Flat Rate $5.00

$8.00
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Early Bird: Monday to Friday (entry between 6:00am i 9:00am and

exit between 12pm & Midnight

Early Bird Rate $11.00

Saturday, Sunday & Public Holidays (enter and exit between 6am & 6am

next day)

$5.00

115 CORNER OF MONTAGUE AND MUNRO STREETS CAR PARK RATES

CORNER OF MONTAGUE AND MUNRO STREETS CAR PARK
(PAY & DISPLAY) Enter via Munro Street

Single Exit Tickets $5.00 for 12 hours Per 12 hours

Prices are inclusive of GST

Pay and Display ticketing machines are available for issue of valid parking tickets.
Correct change is required for these units. Please note that the Melbourne
Convention and Exhibition Centre and its car parks are "gazetted" areas with City
of Melbourne parking infringements applying.
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1.2 MELBOURNE CONVENTION AND EXHIBITION
CENTRE LOCATION MAP
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121 CAR PARKS

MEC Basement Car Park - Enter via Normanby Road
Freeway Car Park - Enter via Munro Street
South Wharf Retail Car Park - Enter via Normanby Road

Melbourne Convention Centre Car Park - Enter via Siddeley Street (not
included in map above)

Corner of Montague and Munro Streets Car Park - Enter via Munro St.
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1.3 DELIVERIES

131 MELBOURNE CONVENTION AND EXHIBITION CENTRE LOADING DOCK

Melbourne Convention and Exhibition Centre
Exhibition Centre building entrance, and
Convention Centre building entrance
Loading Dock i enter off Normanby Road
South Wharf Victoria 3006 Australia

MCEC loading dock access
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1.3.2 MELBOURNE CONVENTION AND EXHIBITION CENTRE LOADING DOCKS
SPECIAL REQUIREMENTS

The Melbourne Exhibition Centre Loading Dock is a Self-Servicing Loading Dock.
Refer to your organiser for details of the appointed freight handling company.

The MCEC will not sign possession of goods from couriers on behalf of exhibitors
or clients. To avoid issues with the delivery of your goods always ensure that a
representative is on site to take possession of these goods. Goods must not be
sent to either Loading Dock before the scheduled times for the move-in of your
event. All goods must be collected by the end of the official move-out time.
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133 MELBOURNE CONVENTION AND EXHIBITION CENTRE LOADING DOCK
SERVICES

The following services are provided:
STORAGE i MELBOURNE EXHIBITION CENTRE

Shipping Containers freighted to the Melbourne Exhibition Centre Loading Dock
can only be done by prior arrangement. Please contact Melbourne Exhibition
Centre Loading Dock staff on (03) 9235 8385, thirty (30) working days prior to the
container arriving at the Melbourne Exhibition Centre.

Storage charge is $60.00 per day per container including GST. Prior booking is
essential as space is limited.

Trailers I Truck storage is available subject to availability. Charges do apply.
Please contact the Loading Dock office on (03) 9235 8385.

STORAGE T MELBOURNE CONVENTION CENTRE

There is no storage available for exhibitors at the Melbourne Convention Centre.
All enquiries must be directed to your Event Organiser or contact the Loading Dock
Office on (03) 9235 8385.

LOADING DOCK ACCESS i MELBOURNE EXHIBITION CENTRE

All vehicles entering the Melbourne Exhibition Centre Loading Dock will be issued
a 30-minute unloading permit. Parking infringements will be issued by authorised
officers of the City of Melbourne for those vehicles exceeding the 30 minute
unloading rule.

LOADING DOCK ACCESS i MELBOURNE CONVENTION CENTRE

All vehicles entering the Melbourne Convention Centre Loading Dock will be
issued a 30-minute unloading permit. Parking infringements will be issued by
authorised officers of the City of Melbourne for those vehicles exceeding the 30
minute unloading rule.
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134 LOADING DOCKS DELIVERY LABEL

Goods will not be accepted unless the building facility below is identified.

EXHIBITION CENTRE BUILDING

Melbourne Convention and Exhibition Centre
Exhibition Centre entrance

Loading Dock i enter off Normanby Road
South Wharf Victoria 3006 Australia

DELIVERING TO

WHICH OR
BUILDING:
CONVENTION CENTRE BUILDING

Melbourne Convention and Exhibition Centre
Convention Centre entrance

Loading Dock i enter off Normanby Road
South Wharf Victoria 3006 Australia

YOUR CONTACT NAME:

YOUR CONTACT PHONE NUMBER:

NAME OF EVENT:

DATE OF EVENT:

ROOM / AREA FOR DELIVERY:

STAND NAME:

STAND NUMBER:

TOTAL NUMBER OF ITEMS:

ITEM NUMBER:

NOTE: The Melbourne Convention and Exhibition Centre staff will not accept pre
deliveries outside the commencement of the event. Please arrange with your courier and
or freight forwarder or freight company to deliver only during the licensed event period.

@ @ (s E
ICCA /] 5

Member e
HACCP-9000 CERTIFIED)

ana Sty PB-EP-720000 Exhibitor Services Kit 14/06/11 Page 15 of 84

Quality System

nm
Sgo
283



1.4

SIS
N N VeLBOURNE
CONVENTION
EXHIBITION

CENTRE

EXHIBITS REQUIRING APPROVAL

14.1

1.4.2

1.4.3
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Exhibitor displays that include animals, helium balloons or food tastings as part of
their exhibit are required to submit a proposal in writing to the Melbourne
Convention and Exhibition Centre briefly outlining the purpose of the display and
how it will be used. Please refer to the following procedures as a guideline.

ANIMALS

No animals or pets, with the exception of Seeing Eye dogs, are permitted in the
Melbourne Convention and Exhibition Centre except as an approved exhibit,
activity or performance legitimately requiring the use of animals. All animals
permitted in the licensed area must be on a leash or in an enclosed pen under the
control of a handler at all times and must comply with all the requirements
prescribed by law for the exhibition of such animals and in compliance with the
Prevention of Cruelty to Animals Act 1986. MCEC approval is required if you wish
to use animals in your exhibit.

HELIUM BALLOONS

Exhibitors planning to use helium balloons as part of their exhibit are required to
obtain MCEC approval. There is a minimum charge of $330 to retrieve loose
balloons from the Melbourne Exhibition Centre exhibition hall ceiling.

TOBACCO SAMPLES

Tobacco display, sales or samples are not permitted within the MCEC. The MCEC
is a smoke free venue.

STANDS REQUIRING ADDITIONAL SAFETY PRECAUTIONS

Should your exhibit feature any of the items listed below please contact your
Exhibition Organiser for further information on the safety steps you may need to
take, or written approvals that you may need to gain:

1 A second storey: Certification by an engineer is required for stands of two
storeys or more where the second or subsequent storey will be occupied. A
Form 11, approving the design of the structure must be lodged with the MCEC
before construction begins. When construction is completed an Engineer must
certify the structure by completing a Form 12, a copy of which shall be
forwarded to the Event Services Manager. Where a stand is erected on Centre
property that requires certification, as described above or a stand with a roof
area greater than 18 m? and more than 3 metres in width, the person
responsible must:

1 Install smoke detectors of the type, which comply with Australian Standard AS
3786-1993 and relevant amendments.

1 Install fire extinguishers which are of the A:B:(E) dry powder type. This
extinguisher is safe to use in an environment where electricity may be present.
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The size and number will be specified by MCEC Management at the time and
will correspond to the fire load present.

A solid ceiling or roof area more than 18 square metres.

A structure more than 3 metres high.

A motor vehicle.

Dangerous Goods as listed in the Dangerous Goods (Storage and Handling)
Regulations 2000.

A discharge of noxious waste.

A LPG gas cylinder and overnight storage requirements.

A cylinder containing compressed gas.

A naked flame (e.g. a candle).

Lighting lower than 2.2 metres above floor level. All portable light fittings used in
the MCEC are required to have Certificate of Approval or Suitability from an
Australian or New Zealand Electrical Safety Regulator.

= =4 -4 A
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1.4.5 STAND MATERIALS

Materials used in stand construction must not cause dampness or stain or be
readily ignitable or be capable of emitting toxic fumes should ignition occur. Crepe
paper, corrugated cardboard, straw, hay, untreated Hessian, untreated material
fabrics or PVC sheet (except on floors as a protective membrane) is strictly
forbidden without the express approval of the Licensor. Sawdust, tan bark or wood
chips of reasonable size may be used to decorate floors, provided a protective
membrane is laid first and chips are kept slightly moist at all times.

Any fabric used in the construction or decoration of a stand, including the stand
ceiling, must be treated with a fire retardant. MCEC management will require proof
of treatment.

Moving machinery or equipment likely to injure a member of the public or a
swimming pool containing water, must be separated from the public by a physical
barrier and supervised.

Provided that suitable and adequate provision is made to prevent water leaking
onto the floor and the floor is otherwise protected, a Licensee may permit an
exhibitor to display fountains, aquariums, spas, rock pools and swimming pools in
the licensed area.

NOTE: NO CORE DRILLING OR FIXING INTO ANY FLOOR IS PERMITTED.
1.4.6 STAND FLOORING
As per the MEC Exhibition Stand Guidelines:
1 A stand may have up to a 32mm high lip without bevelling
1 Between 32mm and 115mm, bevelling of the edge must occur. This bevelling
must not exceed an angle of 30 degrees or a grading of 1:1.4. This bevelling is

to be incorporated within the stand space and not encroach out into the aisle
way.
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1 All flooring that is over 115mm is classed as a step and if the public requires
access, a wheelchair ramp needs to be installed, with a 1 metre high hand rail.

1.4.7 STAND VISIBILITY

MCEC requires that stands are open for visual inspection at all times. No stands
are to be enclosed by any fabric or material at any time.

1.4.8 LIGHTING

All lighting must be 2.2 meters above the floor level. Any variation must be
approved.

High-powered lights such as floods or spots must not be placed within 500mm of
flammable material. All portable light fittings must have a Certificate of Suitability or
a Certificate of Approval from Australian or New Zealand Electrical Safety
Regulators.

1.4.9 NAKED FLAME

Proposals for the use of naked flame on stands must be submitted to the MCEC
Management thirty (30) days prior to the commencement of the event. Naked
flames include the use of cooking equipment, barbeques, heaters, candles, oil
burners etc.

Stands using naked flames shall abide by the following instructions:

1 A fire extinguisher and/or a fire blanket shall be kept on the stand in an area
accessible to the general public. This fire extinguisher shall be properly signed.

1 Under no circumstances will the stand be left unattended while the flame is
alight.

1 No flammable material shall be within one metre of the flame.

1 Flames shall be extinguished 15 minutes prior to the stand being vacated at the
end of the day.

1 Flames will be situated so that members of the public cannot come into contact
with the flame or any surface likely to burn the person or ignite their clothing.

1 Facilities used for cooking must have an automatic emergency cut-off switch.

1 Appropriate first aid equipment/items must be in place.

1.4.10 DISPLAYING MOTOR VEHICLES

Motor vehicles powered by flammable liquid and/or gas, may be displayed under
the following conditions:

1411 FLAMMABLE LIQUID POWERED MOTOR VEHICLES
The fuel tank to contain more than 90% of the fuel capacity. The motor vehicle

fuel filler cap must be either sealed or secured to prevent the easy removal of the
fuel cap by unauthorised persons.

HACCP-9000 CERTIFIED
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UNDER NO CIRCUMSTANCES IS FUEL TO BE DECANTED OR VEHICLES
FILLED ON THE MCEC LOADING DOCKS.

1412 FLAMMABLE GAS (LPG) POWERED MOTOR VEHICLES

LPG powered motor vehicles must have their systems fitted in accordance with
AS/NZS1425:2007 LPG Gas Fuel Systems for Vehicle Engines. The LPG fuel

tank must be isolated from the engam& omecha
the fitted fuel tank.

Motor vehicles powered by flammable liquid and/or gas, may be displayed under
the following conditions:

1 LPG powered motor vehicles must have their systems fitted in accordance with
AS/NZS1425:2007 LPG Gas Fuel Systems for Vehicle Engines.
1 The LPG fuel tank must be isolated from the engine mechanically by closing the
6Service Tapbéb on the fitted fuel tank.
1 The motor vehicles engine is to be run until all fuel in the fuel line and converter
is exhausted.
1 Vehicles in exhibitions will not be started and run without the prior permission of
the MCEC Management. To grant permission the MCEC Management will
review safety precautions and the control of exhaust emissions. All such
requests shall be made in writing.

1.4.13 PORTABLE FIRE EXTINGUISHERS

For every stand that has a motor vehicle(s), the following will be the minimum
equipment recommendations.

Up to three (3) motor vehicles per stand:

1 1 X 2.3kg, A:B:(E) dry powder extinguisher mounted in a prominent location in
accordance with AS 2444:2001 Portable Fire Extinguishers.

Four (4) or more motor vehicles per stand:

1 2 X 2.3kg, A:B:(E) dry powder extinguishers mounted in a prominent location in
accordance with AS 2444:2001 Portable Fire Extinguishers.

Nine (9) litre foam extinguishers to be strategically located so as to be available to
a section (or group) of stands which have motor vehicles on display.

The foam extinguishers are for use on flammable liquids spilt on the floor of the
MCEC. These extinguishers can be hired from fire safety equipment suppliers.

IGNITION KEYS ARE NOT TO BE LEFT IN THE VEHICLE AND ARE TO BE
STRICTLY CONTROLLED BY THE EXHIBITOR DURING THE EXHIBITION.
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1.4.14 LP GAS CYLINDERS

Exhibitions requiring the use of gas cylinders must submit full details to the Event
Operations Department One week prior to the commencement of the exhibition.
Each application is assessed with the safety of the public as its prime pre-requisite.
The MCEC reserves the right to accept or reject any application.

Gas cylinders delivered onsite may be refused if the delivery was done without
prior approval or if the representative of the exhibitor in attendance is not present
to accept the cylinders.

Liquid Petroleum Gas (LPG) cylinders shall not exceed 9 Kg in size. Maximum of
2 per stand.

The installation and use of Gas Appliances and Gas Cylinders shall be undertaken
in accordance with:

1 Australian Standard AS/NZS 1596:2008 The Storage and Handling of LPG Gas
1 AS 5601-2004 - Gas Installations

1.4.14.1 Storage of LP Gas Cylinders
All gas cylinders are to be removed from the building and returned each day.
Melbourne Exhibition Centre:

All LP gas cylinders are to be removed from the exhibition area overnight. The
Melbourne Exhibition Centre has a gas cage located on the Loading Dock for the
storage of gas cylinders overnight. Storage may be booked through the MCEC
Loading Dock Manager.

1.4.15 CHILDREN ON SITE OUTSIDE SHOW OPEN HOURS

Any person under the age of 15 years is prohibited from accessing MCEC
exhibition halls during move in and move out periods.

Persons under the age of 15 years are not permitted on the MCEC loading docks
without adult supervision at all times.

1.4.16 TESTING AND TAGGING

It is a legal requirement in all temporary Exhibition work sites that all electrical
equipment be tested and tagged. This applies to all contractors working on site
and exhibitors who bring in electrical leads and appliances for their stands during
exhibitions.

ICCA
Member

Quality System
1\

,‘ i

A
HACCP-9000 CERTIFIED)

ans Sy PB-EP-720000 Exhibitor Services Kit 14/06/11 Page 20 of 84

m

2
g
g

380
5
28

m
eF



‘i‘. MELBOURNE

CONVENTION

. . EXHIBITION
CENTRE

1.4.17 SAFETY VESTS

Due to an increased awareness from WorkSafe Victoria it is now mandatory for all

exhibitors during move 1 in and out periods, to wear approved safety vests at all
times.

Exhibitors and contractors will not be allowed entry to the exhibition floor unless
safety vests are worn. Please contact your event organiser for further details.
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1.5 FOOD AND BEVERAGE SAMPLING

151 FOOD AND BEVERAGE SAMPLING WITHIN VICTORIA

The Victorian State government food and Liquor regulations that cover all
distribution of food and beverage products will continue to be applied to all events
held at the Melbourne Convention and Exhibition Centre.

The MCEC has exclusive rights for the sale and distribution of all food and drink.
No exhibitor or person shall distribute, sell or give away any item of food or drink to
visitors to the MCEC without the prior written approval of the MCET. Generally,
MCEC management will not object to the distribution by exhibitors of food items,
used as a means of demonstrating any product manufactured or supplied by the
exhibitor, forming part of an exhibition. However the sale of such products is not
permitted.

Please submit all venue approval proposals to exservices@mcec.com.au detailing
the item/s, quantities, and relation to the core business.

As a rule, guidelines for the distribution of sample servings of food or beverages
are as follows:

1 All Exhibitors wishing to distribute food or beverage must register a temporary
food premises with the Melbourne City Council.

1 Samples must be given away free of cost.

1 Such samples must be items that registered exhibitors wholesale in the normal
conduct of their business or are produced by equipment used in the normal
conduct of their business.

1 Exhibitors must obtain a Limited Liquor Licence from the Office of Director of
Liquor Licensing in Victoria if they wish to provide alcoholic samples. Ph 1300
650 367

1 Sample portions must be of a tasting style and size only - no larger than 50ml.

1 Sampling of alcoholic product can be conducted in the licensed area only.

1 Extra cleaning charges incurred through spillage or the removal of food or wet
waste will be the responsibility of the Exhibitor.

The Victorian state government food and liquor regulations require stands handling
and serving food or beverage, to have washing facilities on their exhibition stand.
Exhibitors can provide their own licensed plumber for connection of sinks and hot
water services. If you require the services of a licensed plumber we would be
happy to suggest a licensed plumber that you can contact directly. Please
telephone Exhibitor Services on (03) 9235 8110.

15.2 IMPORTANT NOTE:
Beverage products are considered by the Melbourne City Council to be foodstuffs

when dealing in the context of Food Handling and Safety and the issuance of
temporary food premise licences. The MCEC has an expectation that all exhibitors
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will contact the Melbourne City Council in advance of their event to determine the
Food Safety and Handling requirements for their beverage product(s).

153 ALCOHOL BEVERAGE SAMPLING

The Victorian Liquor Control Reform Act 1998 is the relevant legislation that covers
the liquor licensing requirements for beverage samples. For one off or short-term
events, where the serving of alcoholic samples is proposed, a Limited Licence
must be obtained (See attached application form below), or visit the Victorian
Liquor Licensing website www.justice.gov.au for further information or to download
the application form in PDF format).

Please note that applications for limited licences should be lodged at least 35 days
before the event commences. In some cases, you may be required to provide
further information or a floor plan of the premises, or to publicly display a notice of
the application.

The City of Melbourne Health Services Branch has provided the following

guidelines for ATemporary Food Premises Ope
further information and to obtain a registration form please telephone the City of

Melbourne on (03) 9658 8831.

X
A

al A
Heatn | HACCP-9000 CERTIFIED)

and oty PB-EP-720000 Exhibitor Services Kit 14/06/11 Page 23 of 84

ICCA
Member

Quality System
80
H
< |

&
g
H
s

m

om
iy
S30
]
41


http://www.justice.gov.au/

Application for a OFFICE USE ONLY

temporary limited licence e e !

Receipt No.
File No.

Liquor Control Reform Act 1998

A temporary limited licence may be granted to cover:

. a one off event such as a 21st bithday, wedding, trivia night, presentation night or ball

. a hooth at a sports game day

. an extension of frading hours ar area for licensed premises for a one off event that does not relate to a major event in the area
. the supply of liquor at a market by a producer

. a theatre production

. intemet sales, mail orders, wine drive, gift hampers

The following limitations will apply when considering an application for a temporary liquor licence:

. a maximum of six one off events at a venue over a 12 month period

. a maximum of three event dates will be accepted per application, no mare than six months in advance

. an application for a limited licence should be lodged at least eight weeks before the event

. lodging an application does not automatically mean that it will be approved. You should not adveriise or promote any event before

the application is approved and a licence granted.

Should you proceed with this application?

1. Are you applying for a temporary limited licence because an event is being held at your premises or in your local area that
may be attended by 5000 or more patrons?

Mo [P Gotoquestion 2.

Yes D An event is likely to atiract more than 5000 patrons andior have a significant impact. Please do not continue with this
apphication. You need to complete an Application for a Major Event Licence form.

Is there a current application relating to these premises for a new permanent licence or a variation of an existing licence?
Mo [ Gotoquestion 3.

Yes D Please do not continue with this application. For further information contact Liquor Licensing on 1300 650 367.

. Do you hold a Victorian permanent liquor licence?

No [ Gotoguestion 4.

Yas D Victorian icence number | | Go to question 4.

Applicant details

4. Name of applicant (company. incorporated body or individual person)

ACH (if applicable) ABN (if applicable)

Postal address

[l

(%]

Postoode

Mame of contact person Daytime telephone number

Email Fax number

Privacy — Liquor Licznging |5 cammittzd to rasponsible and “3ir kanming of persanal INfarmatian consisient with the nformation Pavasy Act 2000 and HE obigatians under e Ligusr
Contral Keform Act 7008, All infermatien proviged In this application Is avallable for public viewing, except for the Victorla Pollce questionnalre form (If applicable) which Is forwarded o
and ratalned by Victarla Fallce.

Liguor Licensing. 112 Exhibition Street, Melboume Viciora 3000 Telephone 1300 850 367 Email liquor@justice vic.gov.au
Counter hours 8.30am-5.00pm www justice vic.govaulaleohol  ABN 32 790 228 859 '
Yenday to Friday — closed on public holidays DX 210746 sinmerk Departinent af

tbi’la Justice

Vic

GPO Box 4304, Melbourne 3001
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5. Full name of event

Venue details

6. Provide details of the venue where the event will be held (only one venue per application).
Yenue name

Venue address

Postoode

Reason for application

7. Why are you seeking a temporary limited licence?

Cne-off event (eq birthday, wedding, festival, country show, or other event) Complete question 8-9.

You are an existing Victorian permanent licence holder and wish to extend the trading
hours and/or the licensad areas at your venue for a one-off event

Complete question 10-12.

To supply liquor from a point of sale at a sporting event Complete question 15-18.

You are an existing Victorian liquor licence holder who produces beer or wine
and wants to supply this liquor at one or more craft or farmers markets

Complete question 19.

To supply liguor that you have produced at a single market venue Complete question 20-22.
Complete question 23-26.

Intemet andfor mail orders, giveaway promations, gift hampers etc Complete question 27-29.

8. Provide details of event/s. A maximum of three event dates within a 3 month period will be accepted.
If an outdoor event please provide a plan.

To supply liguor at a theatre production

VIV OF OF

Event Date Trading hours {eg 5pm-11pm) Maximum number of patrons

9. Please provide a detailed description of the proposed event/s.

Go to quesion 13.

Existing licence holders — extension of trading hours and/or licensed areas

10. What are you seeking an extension for at your venue? Choose all that apply.
Trading hours [ ]
Licensed arzas D Provide a detailed plan of the extended licensed areals

1. Provide details of event/s
(maximum of three event dates per application. The event dates must be within a 3 month period at a single venue.)

Event Date Trading hours {eg Spm-11pm) Maximum number of patrons
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12. Please provide a detailed description of the proposed event/s (if applicable).

Go to question 12

Entertainment and security

13. Will entertainment be provided at the event/s?

No [P Goto question 14.
Yes D Provide details of the type of entertzinment for each event

14. Will there be trained crowd controllers at the event/s?

No [ G0 to question 30.
Yes [ How many crowd controllers? ‘ |

Go to question 30

Sporting events — point of sale

15. Liquor can only be supplied from a point of sale at a sports game day. A temporary limited licence for a point of sale
will only be approved when there is an official sporting game being played at the venue. All liquor must be supplied in
opened cans and/or plastic containers. Sales must cease no later than 30 minutes after the game finishes. The maximum
length of this licence is 3 months.

Start date | | End date

16. | Maximum number of patrons attending each day ‘

17. When will you be suppyling the liquor?

Days Trading Hours

18. Provide a detailed description of the location of the point's of sale

Go to question 30
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Markets — Sales by licensed wine producers and boutique brewers

19. Complete this section if you hold a current Victorian liquor licence for a winery or boutique brewery and wish to sell your

product at farmers or craft markets only. Each temporary licence issued will cover a maximum of 12 markets per licence and

licensees must keep a register of markets attended, including dates, times and locations.
Provide a list of farmers /craft markets that you intend to attend.

Go to question 30

Markets — All other markets

20. Complete this section if you wish to sell liquor that you have produced at a single market venue. This section should also
be completed by licensed wineries/boutique brewers for sales other than farmers/craft markets. A temporary licence may be
issued to cover sales at the nominated market for a period of up to three months and each market date will be specified on
the licence. Packaged liquor sales must be in unchilled, sealed containers.

Name of market

21, Isthe marketheld  Monthly | Fortnightiy [ ] weekly [ ]

22. When will you be supplying the liquor?

Date

Trading hours (eg 9am-12pm)

Go to question 30

Theatre production

23, Provide details of event/'s. A maximum of up to a 6 week period will be accepted.

| MName of show |

24, Season start date |

| Season end date

25, Maximum number of patrons attending each session |:|
26. When will you be supplying the liquor?

Days

Trading hours of each session

Wednesday

Thursday

Friday

Saturday

Sunday

Monday

Tuesday

Go to question 30
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Internet, mail orders, gift hampers

27. Intemetsales [ | Mail order sales [ Wine/Liquer drive [ Giveaway promofion [ Gift hamper [_]
Provide a description of how you will supgly and distribute the liquor

28. Will the promotion be running? A maximum of up to a six week period will be accepted.
Stari date Finish date

29, What type of liquor do you intend to supply?

Provide details:

Go to question 20

Additional information

30. Use this section to provide any other relevant information in support of your application.

Declaration and signature

31. | declare/certify that:

+ fthe information in this application and any attachrments are true and comect;

+ the applicant has the nght to occupy all premises listed in this application during the event;

« if an individual applicant, | am aged 18 years or over,

+ if a body corporate applicant, 1 am authorised to sign this application on behalf of the body corporate.

Signature Printed name Pasition (if corporation) Date

[ X | | L
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Document checklist

The apgplication for a temporary limited licence must be accompanied by the following:

Application form

All relevant secfions of the application form must be completed.
Application fee

Please refer to the Fees Sheet for current details.

The following information may also be requested as part of your application:

A plan of the premises
The plan of the licensed premises must meet the specifications set out in the attached fact sheet.

Responsible Service of Alcohol Course

All persons involved in the supply or service of liquor must have completed a Responsible Service of Alcohol course approved by the
Director of Liquor Licensing. You may be required to produce copies of all bar staff RSA cerlificates.

Management Plan

The managameant plan should include event information, plans and map of the areas, secunty and nsk managament strategies, traffic and
transport management, emergency service arrangements and noise management plan.

Display of the application if advised by Liquor Licensing

The public notice must be displayed at the premises for 28 days immediately after the application is lodged. The enclosed statement of
display must be returned at the end of the display period. See “Guidelinas for Displaying Public Notices”. The Director of Liquor Licensing
may also request that notice of the application be advertised in a newspaper or other manner, and may direct an applicant to give notice
of the application to a specified person or the persons in a specified area personally or by post.

The Director of Liquor Licensing may request an applicant to provide any other information. If required to do so you will be
notified in writing.

A copy of your application may be given to Victoria Police and the relevant local council.

* The application fee must be paid at the tme of application. There is no GST payable on any fee. Application fees are not
refundable.

= Fee amounts are listed in the fees sheet at www.justice.vic.gov.au/alcohol or by calling 1300 650 367. The fee can be paid by
cheque, money order or credit card. Cash will only be accepted if paying in person. Cheques and money orders are to be mads
payable to *Liquor Licensing'.

If paying by credit card, fill in your credit card details below.

Credit card details Amount

visa[ | Mastercard[ | Bankcard[ | Amex[ ] |$

Card number Mame of cardholder Card expiry date
OO0 UUOUH JUUO OO0 | | 000
Signature of candholder Date

X L ]
By post to: Liquor Licensing In person to:
GPO Box 4304, Melbourna 3001 Liquor Licensing, Victorian Consumer and Business Centre

113 Exhibition Street, Melboume 3000
{(Counter hours 8_30am-5.00pm Monday to Friday — closed on public holidays)

What happens next

You will be sent a letter that confirms we have received your application and outlings any further information required. Once we have
received all the required information and documents, your application will be determined. You will be advised of the outcoms in writing.

(6/6) This document is an external controlled document.
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Overview of Temporary Food Premises Registration o s

Important Information for Temporary Food Premises Operators from 1 July 2010

The introduction of the new food safety laws will give Victoria a better system for regulating the safety of food.
The fundamentals of the existing Food Act 1984 will remain the same with all food businesses remaining
responsible for the safe handiing of food. The amendments will streamline the workings of the Food Act and
reduce the compliance cost for food businesses.

What will change?

From the 1 July 2010 the Food Act 1984 will introduce a new classification system. The classification system is
based on the degree of risk associated with the food handling activities of different types of businesses.

The changes will affect all food businesses including temporary premises, community and charitable food events.

Classification Table
Temporary Food Premises will be categorised as follows:

Class 2 Temporary Food Premises engaged in handling of unpackaged, potentially hazardous
food that requires temperature control.

Class 3 Temporary Food Premises handling low risk food or potentially hazardous pre-packaged
food that requires temperature control.

Class 4 Temporary Food Premises selling shelf stable, pre-packaged food. Running low nsk
community food activities like a sausage sizzle.

For further information on the classification of premises refer to the Depar‘cment of Health website on:
bt fwenewe healthvic.gov.ou foodsafety/regulatory info/leqislation/food safety reform/index.htm

Will my business be able to move from one classification to another?
Temporary premises may change classification if Council determines that the food processes within a business
have altered.

Single Registration of Temporary Food Premises from July 2011

From July 2011 a state-wide single registration system will be introduced that will enable all temporary food
premises and mobile food vehicles to operate anywhere in Victoria. You will no longer be required to register in
each municipality in which you operate.

The new single registration system intends to lighten the regulatory load on temporary and mobile food vehicle
including community groups undertaking fundraising activities through selling food at fairs and markets.

How do | register a Temporary Food Premises?
This depends on the classification of your food business: refer to the flowchart overleaf which guides you step by
step through the process of how to register for a new Temporary Food Premises.

Temporary Food Premises Checklist
A checklist has been developed for food premises operators to ensure correct set up and operation of the
temporary food premises. The checklist is included in the Special Event Kit and is readily available from Council.

Operating at Major Events

The Event Organiser is responsible for liaising directly with Health Services prior to the event, to ensure all
temporary food stall operators become registered and meet all requirements of the Food Act 1984. The event
organiser may be able to provide you with the appropriate application forms, set up and operating information
and checklist.

Factsheet — Registration of Temporary Food Premises Docs Number 5796669
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How to register for a new temporary food premises registration.

Selling food from a temporary premises like a stall or mobile food vehicle at events such as market, festivals and
fetes may require registration under the Food Act 1984. To find out if you need either a temporary food
registration form or a notification form, refer to the flowchart below.

Applying for New Registration

Temporary Food Premises (TFF)
handling low risk food or potentially
hazardous pre-packaged food that
requires temperature control.

Temporary Food Premises (TFF)
salling self stable, pre-packaged food.
Running low risk community food
activities like a sausage sizzle,
packaged biscuits including tastings of
product packaged ice cream and
heerfwine {asting displays etc.

Temporary Food Premises (TFF)
engadged in handling of unpackaged,
patentially hazardous food that requires
femperature control

Examples: sandwiches, cooked meat Examples: fruit stall {cutting fruit),
fooulirgffishfshellfish, sushi and cooked packaged sandwiches, coffee and tea,
rice etc. packaged yoghurt and dips etc.

Class 2 Class 3 Class 4

Complete and submit:

1. Application to register a TFP form
2. Motification to operate a TFP form
2. Appropriats fes

Complete and submit:

1. Application to register 3 TFP form
2. Motification to operate 3 TFP form
3. Appropriate fee

Comglete and submit
1. Notfication to operate a TFP form

4. Food Safety Program

5. Food Safety Supenisor's Certficate or
‘Do Food Safely’ certificate for
COMMUNITY Qroups

‘Your application will not be processed
un'ess you submit all of the above.
‘four application will not be processed
unless you submit all of the abowve.
“our application wil not be processed
unless you submit 37 of the above.

An inspeaction of your premisas will be conducted by an Enviranmental Haalth
Officer (EHO) and you will be given an inspection report.

Aninspection of your pramises will be

conducted by an Environmental

Health Officer (EHO) and you will he

You must comply with the Food Act 1984 and Food Standards Australia Mew qiven an inspection report.

Zealand (FSANZ) Food Standards Code.

You must comply with the Food Act
14984 and Food Standards Australia
Mew Zealand (FSANZ) Food

— T Standards Code.

You will be sent:
1. A cerificate of registration - Food Act 1984
2. Aletter granting your registration for a period of 12 months

At the end of the 12 months you will be sent 2 Renewal of Registration
application.

If you do not wish to renew your regisiration, advise in writing and send via
fax (03) 9658 2830 or email to hsfinance@melboume.vic.gov.au

Further details can be obtained in the Tem porary Food Premises Registratinn Guide.
Facisheet — Registration of Temporary Food Premises Docs Mumber 5796662
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Temporary Food Premises Guidelines

Introduction

The Temporary Food Premises Guidelines
have been prepared to assist food business
proprietors in setting up a temporary
structure at special events within the City of
Melbourne. Whether selling or giving away
lollies or a hot banquet meal, coffee or wine
tasting, food providers must adhere to
essential Food Safety Standards as
required by the Food Act 1984.

These requirements relate to all food
operations where any food or beverage is
intended to be sold or given away as part of
a charity, service organisation, fund raising,
sporting, promotional or commercial event.

A  Temporary Food Premises is an
arrangement of equipment and appliances
at which food is prepared and/or sold and is
intended to be dismantled or moved intact.
It includes mobile food units, demountable
stalls, tents and the like in the open or in
another building or structure used for the
purpose of selling any article of food and
any area adjacent thereto.

Food business operators are required to
ensure that their food premises, fixtures,
fittings, equipment and transport vehicles
are designed and constructed to be cleaned
and, where necessary, sanitised.
Businesses must ensure that the premises
are provided with the necessary services of
water, waste disposal, light, ventilation,
cleaning and personal hygiene facilities,
storage space and access to toilets. All
structures must meet the requirements of
the Food Act and the Food Standards
Australia New Zealand (FSANZ) Food
Safety Standard — Food Premises and
Equipment.

Setting up the Event

The set up of your food premises at an
event must be appropriate for the activities
you will be conducting. This includes
everything related to the handling and
preparation of food for sale (eg. cooking,
displaying, serving, etc.) through to
cleaning and sanitising. You must consider
every necessary detail such as the storage
of packaging materials and chemicals
through to access for deliveries and
collection of equipment and garbage.

There are three different types of food
premises which may be set up.

Permanent premises — This is a site that
has a permanent structure such as a
church/ school kitchen/ community hall or
showgrounds pavilion where there may or
may not be a kitchen. This site may be
used to store, prepare and/or sell food at
the event.

Mobile premises — Such as a mobile food
vehicle or cart that has been specifically set
up to operate as a food premises (eg. ice-
cream van or coffee cart). It must be
approved and registered by council to
operate as such.

Temporary premises — Such as a stand or
tent set up for a specific, occasional event
such as a fete or fair where the cost of
providing a premises to a permanent
standard is unnecessary for food safety.
Temporary premises can be set up at
outdoor events and also at indoor events
such as exhibitions, conferences and trade
fairs. If outdoor, the roof and three sides are
covered with plastic sheeting, vinyl or other
approved material. Uncovered stalls may
only be used for low risk pre-packaged
food.

1. Water Supply

You must have access to an adequate
supply of hot and cold potable water,
suitable for

drinking;

washing food ingredients;

cooking;

adding to drinks;

cleaning, sanitising and

hand washing.

Temporary structures have to be provided
with tanks or other containers for clean
water storage if there is no piped (hose)
supply from a reticulated system. Water
containers should hold a minimum of 9
litres per person working within the stall, so
that it is adequate for hand, equipment,
food washing and other potable water uses
during the day. However, this is a guide
and each business will have to be assessed
according to its operations.
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2. Sewage and Waste Water Disposal

If there is no connection to a mains system,
businesses must ensure that temporary
holding tanks and other associated pipes
are properly constructed, do not leak and
do not encourage pests. The waste water
disposal system must effectively dispose of
all waste water so as not to jeopardise food
safety. It cannot be discharged onto the
ground, lawns, into portable public toilets or
storm water drains. All wastewater must
be discharged into Melbourne Water
sewer, in accordance with Melbourne
Water By-Laws (Melbourne metro area)
or discharged in accordance with local
statutory laws.

Temporary premises should not be located
near sullage pits, soak ways or holding
tanks because of possible contamination
problems.

3. Storage of
Recyclable Matter

Garbage and

Provide adequate fly proof refuse
containers to meet your waste disposal
needs for the storage of garbage and
recyclable matter.

Disposal of refuse must only be made at an
approved site such as an enclosed garbage
area.

4. Floors, Walls & Ceilings

Floors must be paved or comprised of a
material of suitable finish (eg. plastic or
vinyl sheeting) to prevent the contamination
of the food by dust or other matter.

Areas where handling of unpackaged foods
and cooking occurs should be:

e protected by walls to the side and rear;
and

¢ under suitable cover.

Walls and ceiling should be of canvas, vinyl
or other similar impervious material (eg, a
tent, marquee or similar structure)

5. Fixtures, Fittings and Equipment

All fixtures, fittings and equipment such as
benches, counter tops, shelving and tables
must be constructed of an impervious,
durable material free from cracks or
crevices and capable of being readily and
thoroughly cleaned.

6. Sinks

Provide adequate sink facilities for food
preparation, washing and sanitising. The
number of sinks will depend on your
operations. Most temporary structures will
require a double bowl sink.

Where sinks are not available the following
set up should be provided:

. a sealed container (capable of storing
a minimum of 25 litres of clean water) with
a tapped outlet;

. a water-heating device (such as an
urn);

. 1-2 containers suitable for washing
and sanitising utensils and equipment; and
. a container of adequate size for the
collection of waste water.

This facility must be separate to the hand
washing facility and must be supplied with
appropriate  cleaning and  sanitising
equipment (such as detergent, sanitiser and
cloths or scourers).

7. Hand Washing Facilities

Provide hand washing facilities on site
where unpackaged food is being prepared
or handled for the exclusive use of food
handlers. These facilities must be situated
within the temporary structure. The best
system is a permanent structure;

e supplied with warm running potable
water; and

¢ adequately supplied with liquid soap
and paper towels.

If this is not possible then the hand washing
facilities should consist of

¢ asealed container with an outlet;

¢ have a bucket provided exclusively for
the collection of the used water; and

e supplied with sufficient disposable
paper towels.

¢ Hand washing facilities must be in
addition to sink facilities.

8. Storage of Potentially Hazardous
Foods

Provide adequate refrigeration for the
storage and prevention of spoilage of
perishable foodstuffs. Refrigerators shall
be able to maintain food at or below 5°C.
Freezers shall be able to maintain food at
or below -15°C (or frozen rock solid).
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