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SECTION A 8 INTRODUCTION

A10 Introduction

Welome to the Gold Coast Convention and Exhibition Centre.

The Gol d Coast Convention and Exhibitio
Queensland State Government and is operated by Tabcorp Ltd under a management
agreement.

This manual has been designedisi@s gani s er 0 swhea plahningarhi bi t or
event at the GCCEC and contains information and guidelines that we are sure you will find
useful.

A20 Workplace Health and Safety

All GCCEC personnel must abide by all tetgstatibn, standards, codes of practice
and GCCECafkplacélealth and Safatyles.

GCCEC endeavours, so far as practicable, to conduct its activities in such a way so as to
maintain a safe workplace.

It is a standard pegjuisite for all Contracamd Subontractors to review, comply and
acknowledge our Workplace Health & Safety Policy and Procedures before work can
commence aite. All workers performing dutsteare firstly required to attend a

short induction outlining GCCEC evapuatigtiures and general Workplace Health &
Safety standardi®r GCCEC safety rules (Form 14.0) please refer to website.

A3.0 Terms and Conditions

It is a standard prerequisite for-sileo@ontractors and -Bobtractors to review,

acknowledge ancbmplete an wite induction and the GCGECont ractor s
Agreement Form6 (F13.0). All contractors and@oipactors must also acknowledge

and comply to GCC&Gt andard CommddoOpensatohg HPokibci e
Pr o c e thaforeec@minencing workite at GCCEC.

Other terms and conditions relating to GCCEC can be found on our website,
WWW.gccec.cont.au

Contractors Agreement

Standard Conditions of Hire
Operating Policies and Procedures
Ticketed Events

Spoting Event/Concert/Entertainment
Merchandising Conditions
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SECTION B - GENERAL

B1.0

Access to GCCEC
General Access

The GCCEC has an obligation to all personnel and visitors to protect their health and
safety whilst on site. In addition, as Eantédsg contractors or individuals accessing

the site, there is a reciprocal obligation to ensure that work activities do not endanger the
safety of workers or others.

To ensure we both meet our legal obligations, the GCCEC has drafted a Contractors
Agrement that must be entered into by all persons undertaking work at the GCCEC.

As an Event Organiser, the GCCEC places a responsibility on you to ensure all persons
undertaking work are supplied with a copy of the Contractors Agreement Form (F13.0)
which mst be signed and returned to the Building Services Department before
commencement of work. In addition, contractors are required to provide a Certificate of
Currency for both Work Cover and Public Liability Insurance policies. Contractors must
report tahe Security Office on arrival on each visit to GCCEC and will be required to
undertake an-gite safety induction before commencement of work. Visitor identification
or contractor passes will be issued by security and must be worn at alh tiitees whilst o

As an Event Organiser, the GCCEC places a responsibility on you to ensure all persons
entering the GCCEC, being workers, exhibitor or others comply with access controls.

Contractors/Workers
All persons undertaking work at the GCCEC mwsititothplfollowing requirements:

e Enter into the Contractors Agreement

e Comply with pass requirements

e Advise the Security Communications Room of the details of all persons requiring a
pass, before they arrive at the GCCEC (Fax 5504 4213, emall
security@gccec.conoaphone 07 5504 4050)

e Return the pass each time you leave the GCCEC.

e All supervisors are responsible of the passes of their employees.

Passes are issued in series. Failure to return anytpassiresaipromising the pass
series will result in a charge to the contractor or worker of $300.
Exhibitor/Event Organiser

All exhibitors and event organisers must wear a pass supplied by the event organiser at all
times when entering the GCCEC.

EventOrganisers must supply the GCCEC with a copy of all pass types issued for
identification purposes.

There is no need for delegates to wear a pass during the event. Passes are at the
discretion of the Event Organiser.
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B20

B3.0

B4.0

Performers

Event Organisers mudvise their Event Manager of all performers entering and
performing at the GCCEC.

Noncompliance

Failure by any party to comply with the Access Controls of the GCCEC may result in
persons being stopped from undertaking any work or expulsion #&n the GCC

Air Conditioning

Air conditioning is provided to all internal areas of the GCCEC on a complimentary basis
for the duration of an event. Outside these times an additional charge may apply.

NOTE: Air conditioning will not be provided duping d&nd bump out of the arena,
central rooms or halls 1 to 4.

Audio-Visual: In-House

Our contracted-Hiouse audigsual supplier is Staging Connections. As a well
established and experienced provider of technical and creative ser@oéd on the
Coast, Staging Connections will assist you with audio, lighting, data and vision
requirements for your event and can also proeidg, thieleo, graphic and production
support should you require.

Staging Connections

Geoff Southward

PO Box 1407

BRA\DBEACH QLD 4218

Tel: 07 5504 4215

Fax: 07 5504 7950

Mobile: 0409 648 535

Email: GSouthwa@stagingconnections.com

Audio-Visual Contractors

Any other organisation providingvasithd services must be approved by the GCCEC
and their equipmt and Contractors & Subcontractors must comply With the at i n g
Pol i ci es an BleaBerraiecte Al 210rapdsA.0.

The Event Organiser and/or Contractors or Subcontractors must advise the GCCEC in

writing of any configuration requiremertke fhired space relating to -aisdial

equipment or other equipment. The Event Organiser will be required to pay all costs

associated with complying with the special configuration requirements. In this event labour
charges would be applicable.
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B5.0

B6.0

Technical Integration Policy

It is a requirement of the GCCEC that a
whenever an outside productioriésitd company is involved in an event at the

GCCEC. This also extends to any event where tGe BB&@@€ETeam deems it
necessary for such a person to be presen:
integrationd person may be required at an
being used and the complexity of the event as detetneir@@®FEC Event Team.
Staging Connections will al ways be avail
integrationd needs for individual event s.

Please discuss with your Event Manager the associated charges.

Please note: Technical integratlabhour chargevill not apply if the GCCHE@®use
audievisual supplier (Staging Connedtiarsed

Banners

The GCCECtha a lipemded rigger nust hang all banners, which the GCCEC
can supply. Charges are applicable and can be confirmed by your Event Manager.

. The cerdination of banner rigging is the responsibility of your Event Manager.

o The Banner Rigging Requesnh H&2.0) must be forwarded to your Event
Managemo later than 21 days prior to your event.

o Al | banners must be delnolt@thaetdayt o t he GC(
prior to your event witha banner delivery laf€l2.0xnffixed to each itefis
can be downloaded from the GCCEC website. All labels must be clearly marked
with the event details (name of event, room/hall and date of event).

o If there is a specific order in which banners must appear, a diagram should be
forwarded to your Event lytema later than 7 days prior to your event.

. At the conclusion of the event, banners will be transferred to the loading dock for
collection. The GCCEC holds no responsibility for the collection of banners.

J As storage space is limited, all goods meittdied within two (2) working days
of the conclusion of the event.

o The client acknowledges that the GCCEC has restrictions on outdoor advertising.
Therefore any outdoor advertising must be agreed in advance with the GCCEC and
comply with all lediskaand localdaws.

o Arena banners can be hung in certain areas of the Arena. Please contact your
Event Manager for specifications and regulations.

o Exhibition Hall banners can be hung in certain areas of the Exhibition Hall or around
the perimeter thie Exhibition Halls from a curtain rail situated at 9.7m from floor
level.
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B7.0

B 8.0

B9.0

B 10.0

Balloon Decorations / Table Decorations

The GCCEC can supply exciting and unigue balloon decorations and table centrepieces at
an additional charge. You are also eétcamange any balloon display or bouquet
requirements for your event through your preferred supplier. Pleageirdistres

with your Event Manager.

Please note: There will be a charge incurred for the retrieval of loose helium balloons
from theeiling.

Box Office o ticketed events

The GCCEC has ansia box office. All ticketed events must be sold through the
GCCEC or our preferred agency TidKetde discuss your requirements with your
Sales or Event Manager.

Car Parking

GCCEC operates an automated car parking Eistemare four pay stations
positionethroughout various locations in the centre these machines accept both cash
and credit card.

A 30 minute grace period applies to all vehicles where payment is not required, should this
time be exceedetiargeswill applyCar parking will reveo a manual system on

occasions wherglhivolume traffic is expeatecbncer and entertainment evénmts

avoid major delays and traffic congestion.

Who pays for parking?

All guests, exhibitors, suppliers and contractors are requireplaxkioay for

Event organisesdll be issuedpsevalidated car park ticket on the first day of the event
which will allow access in and out of the car park at no cost. The cards will be issued by
your Event Manager.

Should any specific arrangements be required regarding car parking, please contact your
Event Manager.
Cloakroom

A cloaloom facility is available at the GCCEC. Charges apply. Please discuss your
requirements with your Event Manager.
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B 11.0 Event Manager

The GCCECs Event Manager will be your main contact during these important planning
stages and implementation okyeut.

B12.0 Assistant Floor Manager

Upon your arrival at the GCCEC, the Event Manager will meet witiAgsistant our
Floor Manager to complete a thorough handover .-sitéhitsiedrloor Manager will be
responsible for the operatioruokyent.

B 13.0 Final Catering Numbers

Guaranteed confirmation of anticipated numbers is requiregl insinessgays

prior to your function. If numbers decrease within the 72 hour period, there will be no
reduction in €b This serves as our agreement on minimum numbers for payment;
however, you may increase your numbers until 9.00am on the day of the event.

if an event falls on: final delegate numbers are dugdpm
three business days prior to the eve

mondy previousvednesday

tuesday previoushursday

wednesday previoudriday

thursday previousmonday

friday previousuesday

saturday previousuesday

sunday previousuesday

B 14.0 Organi serfos Office 1

The GCCEC hasdtvno r g a nofficese r & aspiraparadian room and small meeting
room. This area is provided on a complifmasitagubject to availability) and is
located at the main entrance on the ground floor.

B 15.0 Dance Floor

The GCGQGE has the facility to provide a dance floor for your dinner function on a
complimentary basis (subject to availability). Please liaise directly with your Event
Manager regarding your requirements.
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B 16.0

B17.0

Entertainment d bands, entertainers, speakers

Your Event Manager is able to assist with the selection and booking of your entertainment
requirements.

Most entertainment costings do not include lighting or production costs. Staging
Connections, ourhimuse supplier, is ablesupply you with costs. These charges
should be included in your budget to ensure full costs are represented for entertainment.

Major rigging points are available through both the Arena and Exhibition Halls 1&2. Refer
to rigging paragraph B 34.

Entertainment & change rooms

The GCCEC has a permanent Enter@ieersoons. These area are provided on
a complimentary basis (subject to availabildyg dodated on the ground floor
adjoining the South West RmykExhiliin Hall 4.

A standard banquet round table, banquet chairs and iteGvadddle on a
complimentary basis.

Additional requirements, which need to be considered at the cost of the organiser, may be
obtained fr onderyjepour entertaineros

e Mirors

Clothing rackison and ironing board

Refreshments

Please discuss your requirements with your Event Manager.
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B 18.0 Fireworks (pyrotechnics)

The use of pyrotechnics is prohibited without prior application in writing for approval from
GCCEC Managemem.Fireworks Application Form (FBe@uised to be completed

and mst be forwarded to yawent Managep later than 45 days prior to your

event.

The client must provide:

J A completed Fireworks Application Formb(&&y®prior to event.

Full contact details of the licenced fireworks company.

The date and time that the fireworks wéhcemm

The fireworks company6s insurance and p
Type of fireworks ie aerial or ground level display.

The licenced fireworks company must submit a plan of the event to the Queensland Fire and
Rescue Authority.

J Approval must be obtailmethe Fire and Rescue Department. If approval is not
obtained fireworks will not occur.

o A copy of the approval must be obtained by the Event Manager

o The Event Manager must send a copy to the Building Services Manager for
approval.

o A Safe Work MethodnRhcluding fire fighting procedures must be dobmitted
displaysinside the building. (At least one trained fire warden must be in
attendance.)

J Forward a request to The General Manager outlining the event, including
preliminary sign oftty Building Services Manager, and obtain signed approval.

Restrictions

J Due to noise restrictions it is preferable to let off fireworks on the highway side of
the building.

Firework displays must be completed by 9.00pm.

Amplified sound is Retmitted outside the GCCEC building

All approvals must be signed before event commences.

Security Communications room advised for isolation of fire detectors.

Gold Coast City Council must be contacted and any approvals required by the
GCCC complied with.

Please note: The approval process of this application is (approximately) a minimum of 30
days and can sometimes take longer as it requires Queensland Fire and Rescue Authority
approval.

-10-
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B 19.0

B 20.0

B21.0

B 22.0

Flags / Banners

The GCCEC has six (6) flagpoleddlacaside the front entrance of the complex. We
are able to fly your Corporate / Conference / Country flag. The recommended standard
size of flags @t x 4ft (1830mm wide x 1220mm long).

In additigrthere are 26 double banner poles located on H& dB@Z&wvay, giving
exposure to traffic and pedestrian from Gold Coast Highway and Broadbeach precinct. A
handling fee per banner pole is applicable.

Please liaise with your Event Manager with your requirements.

Floor Plans

Please liaise wigbur Event Manager for spécific planto be created with your
requirements.

Should the organiser hiéoer plansreated by another party,fittis plats to be
submitted to the GCCEC for approval not lémstdear(14) days prior to thevent.
Thesefloor plansnust include stage, tables, chairs, curtains, decorations, overhead
structures, audisual equipment and a scale.

First Aid Room

A first aid room is available and is located on the ground floor. Authoaseetifirst aid t
staff are available during all hours of operation.

Health Regulations

The GCCEC has a requirement to be hazard analysis critical control point (HACCP)
compliant with the State Government of QL
Dwision. As such, the GCCEC has a Food Safety Program incorporating good hygiene
practices that all suppliers must comply with for all food items entering or being served or
sold in the Centre to the GCCEC.

As part of the Food Safety Prograthefieas developed a food safety program. The
purpose of this program is to ensure product quality, safety and integrity by limiting the
possibility of accepting inferior products or products which could potentially introduce
either a microbiological, ata@nor physical hazard to the Centre or its delegates /
customers.

The reference material used in developing this policy are the GHP Policy Guidelines and
Framework as specified by the Department of Primary Industries, Safe Féod Australia
Guide tthe Food Safety Standards and the Australian Cold Chain Code of Practice.

All food items being received by the GCCEC from third parties will comply with the
GCCEC HACCP program, in particular Policy Numberréttizallaf food items. A

policy framerk will be furnished to all suppliers as part gbldvenjrg material and

will be subject to the strict receiving, storage, transportation and selling conditions within
the GCCEC's good hygiene practices program.

-11- § | ! '
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B 23.0 Insurance

The Clientisqaui red to take out (at the Clientods
Details section with insurers and on terms acceptable to the Operator. All insurance
policies must:

(a) note the Owner and Operator, as an insured for vicarious liability, and
(b) contan cross indemnity and waiver of subrogation

The Client must provide a copy of the in
Operator prior to the commencement of the Hire Period. The Operator has the right to
request changes to the police iDfierator reasonably considers the changes are

required to ensure the more efficient operation of the GCCEC or the Event.

If the Client does not take out the necessary insurance, the Operator may take out suitable
insurance. The Client will be respdusithle cost of this insurance.

The Client must not do anything that limits or removes any rights the Operator, the Owner
or the Client may have under any contract of insurance relating to the GCCEC or the
Event.

The Client ds | Oaneriwill nat be limited béchuse olapyanswmancg r o r

policy. Fo r exampl e, i f the amount of t he CIli
suffered by the Operator, the Client will still be required to pay the full amount of the
Operatoroés 1| oss.

B 24.0 Lecterns

The GCCEC is pleased to pravideterr(subject to availability)each venue or
meeting room on a complimentary basis.
Lectern dimensions for sign: 840mm (H) x 540mm (W)

B 25.0 Lectern Signage

Should you wish to provide signage fmteuns| please contact your Event Manager
forrecommended signage. Alternately, we are able to create lectern signage as per
your requirements.

B 26.0 Menu Covers

TheGCCEC can provide menus for catered events (3 per table) on a complimentary
basis. The menus are black print on white paper inserted into a GCCEC menu cover.

Colour menus are available at an additional cost, please discuss details with your Event
Manager

B 27.0 Merchandising

The @ent must seefrior written consent of the Operator prior to selling any
merchandising items related to the Event including proeghimsyesouvenirs,

posters, novelty items, clothing apparel, cassettes, tapes, CDs and records. Prior to the
Operair granting consent, the Operator may ask the Client to enter into the
Merchandising Conditions. Please refétéor c handi silistgd otCoam di t i on

websitevww.gccec.com.au
-12- § | ! '
N
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B 28.0

B 29.0

B 30.0

B 31.0

B 32.0

Photocopy Services

Phdocopiers can be hired on your behalf for exclusive use within your conference office.
Alternatively photocopying can be completed at the GCCEC Reception Desk at an

additional charge. Prior notice must be given for any large quantities of photocopies that
are required.

Please discusbargesvith your Event Manager.

Professional Photographer
Your Event Manager can assist in organising a professional event photographer.

Please advise your Event Manager if there are any specific arratgareents th
required by the photographer (e.g. group photograph).

If you have a preferred professional photoghaymeust report to the GCCEC
Reception Desk upon arrival. Please ensure that your photographeyiisustvare
provide clear access dtra#ls to the GCCEC service staff.

Reception & Secretarial Services

Should you require the services of a receptionist for general secretarial duties or
assistance with registrations, a labour ishapgdicahle Please advise your Event

Managr should this facility be required. Pleasennttalan engagement of four (4)

hourds applicahle

Red Carpet

The GCCEC has a red carpet available for VIP arrivals or spésidijentetds
availabilityPlease discuss this requirdoméimér with your Event Manager.

Rigging

The policy of the GCCEC will only allow certified or licensed riggers to carry out installation
of lighting grids, banners etc. In the event that rigging is required, all such rigging must be
inspecteénd approved by the GCCEC. Your Event Manager can advise you of our
preferred rigging contractor.

All rigging plot drawings specifying approximate weights from each rigging point must be
submitted for approval before any work can commence.

-13-
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B 33.0

Signage

The GCCEC has a number of LCD screens installed throughout the centre for use as
directionaignage igrovided on a complimentary basis

These screens can also be fageglvent programs, promotional DVDs, live video feeds
or free to air cable TX.labour charge may be applicable please discuss details with
your Event Manager

Main Entrance
1 x 6BLandscape LCD
4x4® Portrait LCD

Arena
1x4® Landscape LCD | ocated outside Doors

Central Rooms
1x4@® Landscape LCD | ocated outside doors

Exhibition Halls

1x4® Landscape LCD | ocated outside Hal/l 1

Meeting Rooms 1- 9

/

a

1x2® Portrait LCD | ocated outside each Mee

Foyers

1x4® Portr ai trouhddFborlifsc at ed at G

1 x 400 Portrait LCD | ocated in the Exhi
1 x 46Portrait LCD located at Level 1 Lifts

6 x42Landscape LG located throughout Foyer C and Main Entrance Foyers

Each LCD screen can run multimedia. To ensurenty@dlif/tbe content during your
event the following file formats are accepted:

Supported image formats include;
JPEG (.jpeg), GIF (.gif), or BITMAP (.bmp).

Supported video formats include;
QUICKTIME (.mov), AVI (.avi), MPEG (.mpgl or .mpg2) & WHIDOW DEO
(.wmv) minimurframe sizis applicable.

Screen set landscape are 1360 x 768 megapixels with screens set portrait 768 x 1360
megapixels.

The following file formatsN&®e supportedTIFF, DVIX, 3GP, POWERPOINT(.ppt) ,

DVD. Should filee seup in the above formats, the GCCEC offers a file converting
service. Please contact your Event Manager for applicable charges. All media to be
converted must be presented to the GE&@E€Cthan 72 hours prior to your event.

Mobile freestand signage and static signage are also available. A4 and A3 landscape
signage is applicable.

-14-
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B 34.0

B 35.0

B 36.0

B 37.0

B 38.0

B 39.0

Stage Units

The GCCEC is pleased to provide complimentary $sa¢gnbject to availability).
Should there be a situation where the GC@e(dsstlgeady booked for other events
and extra staging needs to be hired, hire charges will apply.

A concert stage is also avaflablare please contact your Event Manager for details

Surcharge 6 Extension of Function

At the conclusiohyour event, the GCCEC allowsnin@te departure time. Should
this time frame be exceeded charges may apply. Please discuss this with your Event
Manager.

Surcharge & Venue Food & Beverage Labour

Table Setting

The GCCE&andardunctionablesettings arg0 guests per table. If your requirements

vary from thistandard setting, please discuss the additional labour charges with your
Sales or Event Manager.

Buffet Stations

When planning a floor pilacluding buffet stations, please tallspace to
accommodate 1 buffet per 200 guests.régymeadditional buffets for the same
number of delegatptease discuss the additional labour charges with your Sales or
Event Manager.

Surcharge & Public Holidays

A surcharge on thmat amount of food and beverage will be applicable on Public
Holidays. Please discuss this with your Sales or Event Manager.

Table Décor

The GCCEC would be pleasedamlioate the hiring of your chair covers, centrepieces
and coloureddim décorAlternativelypu are welcome to provide your own chair covers
and table décor from your preferred supplier.

Tablecloths & Napkins

The GCCEC can provide you with white linen naplkink andvhitablecloths on a
complimentabasis Coloured napkins are available at additional charges. Alternatively,

you are welcome to provide your own tablecloths and napkins from your preferred
supplier.

-15-
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B 40.0

B41.0

B 42.0

B 43.0

Banquet Table Listing

The Event Organiser is responsible for providing an alphabetical guest table list and a
numerical guest tablevist(2) days prior to the event.

Tables

Banquet Table

The GCCEC banquet tables are 1800mm (6 foot) diameter rounds and can seat a
maximum of 10 guests.

Classroom Trestle Table

The GCCEC classroom style trestle table is a half trestle 1800mm x 450mm.

Ushers

Should yougaireusherdoryour event,labour charge will apiease discuss your
requirements with your Event Manager.

Safety Vest/High Visibility Vest

All Organisgr contractgrexhibitors and there staff must wear safety vest in a
construction zone.ca@nstructiorone is duriranexhbition bump @and bimp out or

during a production set up and pull down.

Contractors and Exhibitdlisnot be allowed entry to the area unless a safety vest are
worn. Safety vest are available for purchase as the GCCEC security control at a charge

of $10.00 per vest.

Please contact your Event Manager for further details
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