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SECTION 1 – INTRODUCTION  

1.0 Introduction  

The Gold Coast Convention and Exhibition Centre (GCCEC) is committed to ensuring the health, 
safety and welfare of employees, contractors and visitors.  

This document outlines the general health and safety requirements to be followed during e vents, 
including bump-in and bump-out, held at the GCCEC. There may be additional requirements 
depending on the activities planned for the event.  

It is a standard prerequisite that all persons working at the GCCEC complete the online WH&S 
induction.  

To save delays when arriving on site, we encourage all organisers, exhibitors and contractors to 
complete the necessary induction components online prior to their arrival via 
https://www.onlineinduction.com/gccec 

 

1.1 Duty of Care  

The purpose of this guide is to help event organisers, contractors and exhibitors (Persons Conducting 
a Business or Undertaking (PCBU)) and workers understand the legislative obligations and guidelines 
for working on events at the GCCEC.  

Everyone has a responsibility to understand and comply with the Workplace Health and Safety 
(WHS) Act, WHS Regulation, Australian Standards, Codes of Practice and the GCCEC health and 
safety requirements relevant to their work activities.  

Everyone also has a responsibility to identify any foreseeable hazards and eliminate or minimise the 
risk as far as reasonably practicable.  

There is also a requirement to consult, cooperate and coordinate with other persons working on 
site.  

Event organisers have a legal responsibility to ensure the health, safety and welfare of the public 
participants attending the event and also any employee, volunteer, helper or contractor involved in 
organising the event.  

 

1.2 Organisers  

The organiser, through consultation and in conjunction with the GCCEC, is responsible for ensuring a 
safe event or exhibition including the safe access and egress of any persons to and from the event or 
exhibition, so far as is reasonably practicable. This includes, but is not limited to ensuring:  

• The pre-event checklist is completed and submitted to the event manager prior to the event. 

• That entrance, emergency exits and access to fire fighting equipment is freely available.  
• Where coverage of fire exit signage is undertaken, alternative signage must be provided.  

https://www.onlineinduction.com/gccec/index.php
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• Exhibition floor plans, or where room theming is undertaken, must not compromise 
emergency egress or safety and allow for sufficient space around stands, displays, room sets 
etc.  

• Temporary seating, scaffolding and custom built or two storey structures are certified by 
structural engineers where appropriate and approved by GCCEC.  

• Live demonstrations or displays that have been directly sourced, hired or brought in at the 
specific request of the organiser, are safe to undertake and have been approved by GCCEC.  

• Direct supervision of persons they engage to undertake activities on their behalf (i.e. 
contractors, sub-contractors, workers, volunteers etc.)  

• While organisers cannot always be held responsible for the actions, or in-actions of their 
exhibitors and the exhibitor’s contractors, they are responsible for requesting proof that the 
exhibitor and their contractors will ensure the stability of stands and structures, and 
implement safe systems of work when using plant, materials, machinery and equipment on-
site.  

In order for the event organiser to fulfil his or her statutory duties, an organiser must satisfy 
themselves so far as is reasonably practicable that their exhibitors, contractors, entertainment acts, 
artists and theming companies are made aware and adhere to the appropriate legislation and GCCEC 
guidelines.  

If the event organiser hires or instructs contractors directly, then the organiser must check that the 
contractor they hire is competent and consults all relevant parties with regards to ensuring health 
and safety during the bump-in, construction, event, de-construction and bump-out.  

 

1.3 Exhibitors  

In the case where the exhibitor employs or contracts out the work on their stand (custom, shell or 
space only), the Pre-event HS Checklist for Exhibitor must be completed and submitted to the event 
manager prior to the event as each stand becomes its own separate workplace subject to all relevant 
laws and regulations.  

Exhibitors may have a larger work health and safety duty than that pertaining in their workplace. 
They have duties and responsibilities to each contractor and sub-contractor they engage to work on 
their stand (including their own employees or sales persons) but more importantly a duty to any 
person who may come into contact with the stand.  

Exhibitors may become directly responsible for the safe use and maintenance of every element on 
their stand and its environs (ramping, stairs, wheelchair access, general safety of display items, 
moving parts of live displays etc). This will usually extend to include the general public and/or visitor 
to the stand.  

Exhibitors should ensure that the persons they engage to undertake work on their stand are 
competent and have undertaken a suitable and sufficient risk assessment for the work to be 
undertaken. Complex stands or structures may require the production of documentation to verify 
that the structure is safe to inhabit (production of engineer’s certificate, load capacity, installation as 
per manufacturer’s directions).  

High visibility vests and enclosed footwear must be worn during the construction, bump-in and 
bump-out of events. 
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1.4  Contractors  

Contractors have reciprocal obligations and statutory duties which include but may not be limited to 
providing Public Liability Insurance, Certificate of Currency for Work Cover, a Safety Management 
Plan, Safe Work Method Statements (SWMS). Contractors must be able to demonstrate training, 
supervision and competence of workers but also any sub-contractors they engage to work on the 
site.  

Contractors also have duties to consult with all relevant parties regarding their undertaking to 
ensure work health and safety of all persons the undertaking may impact on. This duty is not limited 
to their own stand or build area but to those on adjacent stands, aisle ways, fire exits, temporary 
seating, and using facilities, plant, materials, machinery or equipment (dust creation, noise issues, 
utilisation of forklifts etc). 

Contractors must also adhere to the GCCEC Environment Policy.  

It is a standard prerequisite that all persons working at the GCCEC complete the online WH&S 
induction. The induction should be completed in advance, off site and online through 
https://www.onlineinduction.com/gccec 

 

High visibility vests and enclosed footwear must be worn during the construction, bump-in and 
bump-out of events. Hard Hats must be worn for rigging activities. 

  

https://www.onlineinduction.com/gccec/index.php
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SECTION 2 – GENERAL HEALTH AND SAFETY REQUIREMENTS  

2.1 Access to the GCCEC - Security and Identification  

All contractors working on an event must enter and leave via the GCCEC security control office each 
day. Contractor passes will be issued by the lobby guard system after verification that they have 
completed the induction. The pass must be clearly visible at all times when on GCCEC property, 
unless otherwise authorised by the GCCEC.  

All other persons associated with an event must attend to the registration desk to receive their 
identification tag. The tag must be worn at all times as you may be asked to identify yourself at any 
time.  

 

2.2  Alcohol / Drugs / Smoking  

All persons working on the event must ensure that they are not, by the consumption of alcohol, a 
drug or fatigued, in such a state as to endanger their own health and safety at work or the health 
and safety of any other person at work. The GCCEC is government owned and therefore a total non -
smoking venue. Smoking is only permitted in the designated smoking areas.  

 

2.3  Children  

Persons under the age of 15 are not permitted to enter high risk areas (such as where forklift 
operation, rigging or stand building is being undertaken) in the centre and in the loading dock during 
bump-in and bump-out of events.  

 

2.4  Compulsory Online Induction 

It is a standard prerequisite that all persons working at the GCCEC complete the online WH&S 
induction. 

 The induction should be completed in advance, off site and online through 
https://www.onlineinduction.com/gccec 

 

2.5  Contact Numbers  

The event organiser shall provide the GCCEC event manager with a list of contractors, 
subcontractors and exhibitors and their contact details prior to bump-in of the event.  

Contact details for GCCEC personnel will be available from the event manager.  

 

https://www.onlineinduction.com/gccec/index.php
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2.6  Incident / Hazard Reporting  

All incidents including injuries, illnesses, near misses, unsafe work practices, hazards, property 
damage and environmental issues must be reported through to the GCCEC event manager and/or 
security as soon as practicable. This is in addition to any other incident reporting required by the 
event organiser or contractors.  

If the incident is notifiable, the regulator is to be notified immediately after becoming aware that a 
notifiable incident arising out of the conduct of the business or undertaking has occurred. GCCEC will 
assess the situation and the site will need to be preserved by GCCEC security.  

 

2.7  Emergency Exit Lights / Doors  

The illuminated emergency exit signs cannot be removed, tampered with or turned off.  

Emergency exit doors are not to be blocked by any exhibition booth, food stations or any other 
equipment, as clear access is required to these doors in case of an emergency.  

No equipment can be left in the stairwells or corridors of an emergency exit route at any time.  

 

2.8 Emergency Procedures  

If you need to raise the alarm in the event of an emergency call the security control office on Ext. 
999 or 4050 (internal phones) or 5504 4050 (from a mobile phone) or break the glass at a manual 
call point or call Emergency Services on 000.  

In the event of an emergency there are two tones:  

ALERT TONE: beep, beep, beep – this means, stop what you are doing and await further instructions 
as to whether an evacuation will be required. Observe your surroundings and advise if there is any 
visible cause of the alert in your area. 

EVACUATION TONE: whoop, whoop, whoop – remain calm and evacuate to emergency assembly 
area through emergency exits as directed by the Emergency Wardens. The GCCEC assembly is Gold 
Coast Bulletin Centenary Park.  (see evacuation diagram).  

In case of a fire, only use equipment and fight a fire if you have been trained to do so.  

GCCEC management has the authority to make emergency announcements over any sound system 
and internal video monitor system at any time.  

Event organisers must allow free access and not hinder or obstruct any member of the medical, 
police, fire, ambulance, first aid or other emergency services or any authorised safety and security 
officer while performing their duties. 
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2.8 Evacuation diagram 

2.9  Fire Protection  

The GCCEC is equipped with a state of the art fire protection system. These systems consist of the 
following:  

• Fire detection and alarm system  

• Fire sprinklers, fire hose reels, fire extinguishers  
• Wall wetting sprinklers  

• Emergency warning and intercommunication system such as break glass alarm  

• Computer graphic system  

• Fire indicator panels; and 

• Qualified Fire wardens  

 

2.10 First Aid  

A fully equipped first aid room is located near the Security office on ground level.  For assistance 
please proceed to the security control office.  All safety and security officers are first aid trained. For 
any events with specific hazards and where it has been identified there’s a need for further first aid 
services, the GCCEC requires that these events are provided with medical and first aid facilities 
appropriate to the nature and throughout the duration of an event at the event organiser’s cost. 
Please discuss further with your event manager.  
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2.11 High Visibility Vests and Enclosed Footwear  

All organisers, contractors, exhibitors and their staff must wear a high visibility vest and enclosed 
footwear (i.e. no thongs, sandals or open toed shoes) during the bump-in and bump-out of events. 
Further information on the requirements for high visibility clothing can be found in the AS4602. 
Contractors undertaking rigging must wear hard hats. 

 

2.12 Loading Dock Traffic Movement  

The access ramp and driveway are one way directional systems accessible via the signed entrance.  

The GCCEC has manned vehicle checkpoints to monitor access, assisting in the orderly flow of traffic 
in accordance with bump-in and bump-out schedules.  

Marked thoroughfares must be kept clear at all times. The GCCEC accepts no responsibility for the 
safety of vehicles and their contents with the Centre premises. 

 

2.13 Naked Flames  

In the interest of compliance to the building fire regulations, GCCEC recommends using battery 
operated flameless tea light candles for display.  

Please also see item 3.13 Fire Performers, page18 for further information.  

 

2.14 Noise in Venue  

Consideration must be given to limit the noise levels of machinery and vehicles used at the Centre to 
ensure others are not adversely affected. The loading dock is overlooked by residential tenancies 
that may be impacted by activities in the dock area and within the centre. Please inform the event 
manager prior to the event if you envisage high level noise associated with your event.  

 

2.15 Plant and Equipment  

All plant and equipment brought onto the GCCEC site must be maintained in line with 
manufacturer’s instructions. All portable electrical equipment shall be tested and tagged and in test 
date. Double adaptors are not permitted to be used. When faulty equipment is identified, it must be 
tagged ‘Out of Service’ and removed from site.  

Users of the facilities may not bring anything of an explosive, poisonous, corrosive or radioactive 
nature into the GCCEC. This includes maintenance, testing and tagging and out of service  

2.16 Vehicle Schedule – Bump In and Bump Out  

(Including other heavy and bulky items >1 tonne)  
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The event organiser is required to provide the GCCEC event manager with a list of vehicles coming 
on site including the type (truck, car, van, etc) and the time when the vehicle is expected for both 
the bump-in and bump-out. 

Parking space in the loading dock area is limited. The maximum loading on the precast slab area is 20 
tonne per square metre.  

 

2.17 Waste Management and Sustainability  

If there is rubbish generated as part of the event, removal needs to be organised through discussion 
with the GCCEC event manager.  

 

2.18 Work Permits  

Where work on site involves hot work (e.g. welding, entry into a confined space) or work at height 
over two (2) metres, a work permit must be completed. Work cannot commence on any of the 
above activities without the appropriate permit.  

The permit can be obtained from the GCCEC’s security control office and approval sought from the 
event manager or Safety and Security department.  
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SECTION 3 – SPECIFIC HEALTH AND SAFETY REQUIREMENTS  

3.1 Aerial / Acrobats / Performers  

Artists and performers are required to seek approval prior to any act or performance being 
undertaken within GCCEC.  

The entertainment company will be requested to submit a Risk Assessment of the act, a Safety 
Management Plan or Safe Work Method Statement and copies of Public Liability Insurance 
covering the type of act to be undertaken.  

Where the act requires rigging points, full details of loads shall be forwarded to the GCCEC for 
consideration and approval.  

Performers must at all times ensure that members of the public are not exposed to risk of injury 
from the act. Safety cordons may be required to ensure that aerial acts do not occur above staff or 
audience members with clearly marked zones and ensure supervision of the areas during 
performances.  

 

3.2 Amusement Devices or Structures  

An amusement device is defined under the WH&S Legislation as plant operated for hire or reward 
that provides entertainment, sightseeing or amusement through movement of the equipment, or 
part of the equipment, or when passengers travel on, around or along the equipment (including 
inflatable structures). 

It is the policy of GCCEC that amusement devices such as inflatable, waterborne and go karts used 
within the Centre must adhere to the high risk plant requirements specified within the legislation 
and must:  

• Be operated by the owner or an employee of the owner.  
• The owner must provide a current copy of any licence, registration, permit or certificate to 

operate associated with all devices brought onto the GCCEC site.  

• Provide a copy of public liability insurance certificate ($20 million).  
• Ensure design meets Australian Standards and the design registration certificate number for 

the amusement device is permanently marked on the plant.  

• Ensure the operator holds a current certificate as “Registered Plant”.  

• Ensure all testing or maintenance records can be viewed if  requested.  
• Ensure there is appropriate soft-fall area for inflatable structures (if applicable).  

• Conduct a thorough check of inflatable structures and accessories prior to use (if applicable).  

• Ensure suitable fire extinguishers are provided adjacent to the engine.  
• Ensure operators are able to clearly communicate and instruct patrons to follow safety 

instructions during the period of ride operation.  

• Ensure protective padding is placed over sharp edges or protruding structures.  

• Signage for the control of passengers (e.g. height restrictions, age or weight, loading charts) 
are prominently displayed.  
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3.3 Animals on Site  

Persons must not bring any animal into the GCCEC without the prior arrangement and consent of the 
GCCEC. The event organiser and the exhibitor must strictly abide by all centre management 
instructions regarding the admission of animals into the Centre.  

When the animals are an approved exhibit or they form part of an activity or performance 
legitimately requiring the use of animals, written approval is required from the GCCEC.  

Further guidelines include:  

• Event organiser is to ensure sufficient information is in place from the animal holder such as 
insurances/licences/risk assessment and demonstrate procedures are in place for the 
handling and containment of the animals before, during and after the event.  

• The event organiser will need to consider the placement of animal exhibits or performances 
in relation to any food being prepared, displayed, served or stored at the event.  

• Such approved animals or pets must be controlled by a competent animal handler (leashed 
dogs with muzzle if necessary and/or in an enclosure) at all times who must deal with dog 
misbehaviour (e.g. barking, fighting with other dogs etc.) and handle customer complaints .  

• The owner must take full responsibility for the animal(s). This includes cleaning up after 
them.  

• Where animals are being used as part of an exhibit or performance, the operator must 
demonstrate compliance with relevant animal protection and welfare requirements.  

• All possible trip hazards (e.g. leashes on pathways) are eliminated.  
• If an animal shows signs of illness, the animal handler must organise a vet to attend to the 

animal and alert the event organiser and the event manager of any issues.  

Please consult with the GCCEC to ensure food safety standards are met when animals are being used 
as part of an exhibit or performance.  

Animals will not be allowed to enter the premises if they haven’t received approval from the GCCEC.  

 

3.4 Atmospheric Effects  

If your event includes any atmospheric effects (e.g. snow machines, hazers, smoke machines, 
foggers etc), special preparation may be needed and approval from the GCCEC is required.  

Further guidelines include:  

• Use non-hazardous liquid only.  
• Be aware of and follow any safety instructions indicated on the Safety Data Sheet.  

• Nominate a trained responsible person to control machine operation.  

• Place non-slip covering on walkways that may be affected by machine residue.  
• Direct machine to minimise contact with the public.  

• Guard the machine outlet to prevent burns.  

• Ensure machines are tested and tagged and in date.  

• Consult with the GCCEC regarding isolation of fire warning systems – in the event that smoke 
detectors require isolation.  
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3.5 Biological Hazards  

Extreme care must be taken to ensure safe and secure transport, use, storage and disposal of sharps 
and biological matter (e.g. needles, blades, syringes etc.), as it can pose a direct risk of injury, illness, 
contamination, misuse or environmental damage.  

Sharps, biological matter and all associated waste must be stored safely and securely whilst on site 
to prevent unauthorised access.  

Anyone using sharps as part of their event must seek approval from the GCCEC prior to the event.  An 
approved impermeable container must be supplied for the immediate disposal of the used sharps. 
All associated waste must be transported off-site for appropriate medical waste disposal at the 
Clients expense and must never be disposed of in the GCCEC waste bins.  

 

3.6 Catwalk  

The GCCEC has strict controls in place for use of the catwalk, please see the GCCEC Safety and 
Security department for access.  

 

3.7 Chemicals  

Persons utilising chemicals as part of their undertaking must comply with the legislative 
requirements for storage, handling and transportation. Federal and State legislation identifies those 
requirements and where possible, the need for hazardous chemicals should be eliminated.  

Anyone using hazardous chemicals as part of their event must seek approval from the event 
manager prior to the event and must:  

• Have a current copy of the Safety Data Sheet and kept on site during the event.  
• Wear appropriate Personal Protective Equipment (PPE) when handling hazardous 

chemicals.  

• Ensure that all chemical containers, including those decanted are clearly labelled as per SDS 
information. 

• Be familiar with potential hazards of the chemical (listed in the SDS).  
• Follow the safety instructions in the SDS.  

• Any spillage must be reported to GCCEC safety and security immediately.  

• Have spill kits and fire fighting equipment made available (if required).  

• Eliminate ignition sources where chemicals are used and stored.  

 

3.8 Child Care Facilities  

If an event organiser contracts a company to operate a child care facility within the Centre, approval 
from the GCCEC is required. Please contact your event manager to discuss further details.  
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3.9 Civil Disturbance  

Please inform the event manager if your event is likely to attract a civil disturbance or are aware of 
any known threats (e.g. riots, protest etc.). 

 

3.10 Construction (Exhibition / custom stands)  

Any building or construction work must comply with Building Code of Australia (BCA), statutory 
regulations and be constructed in line with the relevant Australian standards and plans submitted to 
GCCEC.  

The organiser/contractor (stand builder) is responsible for ensuring that each stand has suitable 
clearance height below the existing ceiling (half a metre from any sprinkler head) and that the stand 
is of the correct dimensions. 

Custom build stands/two storey structures, scaffolding or temporary seating require GCCEC 
approval. Approval will only be granted for the construction of two storey stands after the 
contractor provides a Job Safety Analysis or Safe Work Method Statement and agrees to abide by 
such documents.  

All structures over 2.4 metres in height must receive approval from the GCCEC as builds above this 
height could obstruct fire exit signs.  

Two (2) storey structures must comply with the BCA and the National Construction Code (NCC) and 
must also:  

• Have a plan of the structure, and 

• Be constructed or erected to the design plans. 

All contractors are to undertake the relevant GCCEC induction online 
https://www.onlineinduction.com/gccec. Contractors must document controls in the risk 
assessment for all construction work and submit to the GCCEC. 

 Organisers should also: 

• Complete construction work off-site where possible.  

• Use qualified tradespeople for construction work.  

• Construct items to meet relevant codes and Australian Standards.  
• Obtain permission from the Executive Manager Property Operations before attaching 

temporary construction to property.  

• Follow permit system for hot work, confined space and work from heights.  

• Follow safety information instructions for housekeeping, electrical safety and dusts.  
• Consider clean up (e.g. need to have vacuum cleaner) and disposal of any residue.  

• Have Safety Data Sheets (SDS) for any chemicals used on site.  

• Follow the GCCEC site safety rules on Personal Protective Equipment and clothing 
requirements.  

• Ensure that any construction meets fire retardant standards (e.g. non-combustible, non-
flammable).  

 

https://www.onlineinduction.com/gccec/index.php
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3.11 Dusts  

Any undertakings likely to generate excessive dust must use dust containment or have extraction on 
tools where possible.  

Further guidelines include:  

• Vacuum rather than sweep dusts.  

• Remove dust as soon as practical to remove slip hazards and dust transfer.  

• Eliminate ignition sources where combustible dust is generated. 

• Place slip warning signs if creating dust on smooth floors.  
• Contact the security control office to have smoke detectors isolated in the area work is being 

undertaken.  

 

3.12 Electrical Equipment  

The event organiser and relevant contractors are responsible for ensuring that electrical equipment 
on the event is safe and regularly inspected and maintained as per the requirements of AS/NZS 
3760.  

Electrical or other cables crossing walkways or public areas at floor level could cause a trip hazard. 
Where possible, cables should be raised above the walkway. If this is not possible, cables must be 
kept to a minimum, covered and clearly highlighted to prevent a trip hazard. 

Further guidelines include:  
 

• Ensure portable electrical equipment and leads have a current test and tag attached in 
accordance with Australian Standards.  

• Ensure all electrical installations are performed by a licensed electrical contractor and the 
necessary equipment for operation must be supplied.  

• Ensure all electrical accidents or incidents are reported to the GCCEC security immediately.  

• Ensure faulty or damaged electrical equipment is tagged ‘Out of Service’ and removed from 
use.  

• When setting up a coffee station at an exhibitor stand, ensure electrical leads are not 
exposed to water.  

 
GCCEC management reserves the right to demand removal from site any electrical equipment it 
deems to be non-compliant or suspect.  

 

3.13 Fire Performers  

It is the policy of the GCCEC that centre management approves all entertainment involving naked 
flame (e.g. fire juggling, fire stick twirling, breathing fire, fire walking, fire demonstration) or other 
flame used for display, set or theatrical purpose .  

At the submission for approval, the entertainment company may be requested to provide the GCCEC 
with copies of the following documentation:  
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• A Public Liability Insurance Certificate of Currency for $20 million indemnifying the GCCEC.  
• A detailed run down of what is involved in the act or acts.  

• Detailed light-up and extinguishing processes (by Legislation there must be a 2 metre safe 
clearance distance from patrons). 

• Protective equipment to be used to protect GCCEC property (i.e. carpet, dance floor).  
• A chemical Safety Data Sheet (SDS) for any flammable liquids that are brought on site.  

• Safe work method statement and fire management plan.  

All flammable liquids used in the act must be contained within a non-spillage container in a 
designated area for the performance. The area where the flammable liquids are to be used must 
have an impervious liner covering two (2) square metres.  

If the act is to be performed on a stage, all stage joins must be taped to prevent accidental seepage 
to the underside of the stage. If the act is to be performed on a portable dance floor, stage or 
carpeted area; the entertainment company must protect GCCEC property through the use of fire 
retardant covers in the area which the act is to be performed.  

At least two (2) suitable fire extinguishers and persons trained in their use will be available for the 
duration of the display, event or performance. The two persons shall be either a nominated person 
from the entertainment company or a GCCEC safety and security officer.  

 

3.14 Floor Load Weight Limits 

All floor areas within the GCCEC have loading limits per square metre. The floor load allowances for 
GCCEC are as follows: 

• Arena and Service Road  15 kPa (1500kg/m2) 

• Halls     20 kPa (2000kg/m2) 
• Central Rooms    15 kPa (1500kg/m2) 

• Rooms 1 – 12  5 kPa  (500kg/m2) 

Any equipment or item to be displayed, or used during an event, which weighs more than 500kg 
must be assessed prior to the item or the equipment being positioned.  

The organiser is required to notify their event manager and provide the following information:  

• The dimensions of the base of the item 

• The gross weight of the item 
• Provide a picture or a diagram of the item 

• Indicate on the floor plan where the item is to be located. 
 

3.15 Floor Plans for Exhibitions Only  

All floor plans are to be submitted to the event manager for acceptance prior to the event build.  

Where changes are made to the accepted floor plan the plan must again be submitted to the event 
manager for re-approval.  

The following information on the floor plan may be requested:  
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• Event name and dates.  
• Name of organisation and person who has drawn the plan.  

• Version number and date drawn.  

• Scale.  
• Indicate individual stands that are of a two storey nature and where stands exceed two (2) 

metres in height.  

• Proposed location of temporary hose reels and exit signs.  

• Stand numbers and dimensions.  
• Location of feature areas (e.g. entrance, registration, ticketing, theming and draping).  

• Indicate clear aisles for the purpose of emergency evacuation.  

 

3.16 Forklifts  

Forklift operators must be licensed to operate a forklift and produce such licence when requested  by 
a GCCEC representative.  

Forklifts must be operated at all times in a safe manner and in accordance with current WH&S 
regulations.  

Forklifts must operate under these following conditions at all times:  

• The GCCEC site maximum speed limit for forklifts is 5km per hour (walking pace).  

• Forklifts cannot be left unattended at any time with a key in the ignition.  
• Seat belts must be worn.  

• Forklift drivers are to wear a safety vest at all times. They are also responsible for ensuring 
spotters working with them are wearing a safety vest.  

• Drivers to reverse when the load obscures vision.  
• Drivers to sound horn at intersections and blind corners.  

• Drivers are not permitted to lift any person on forklift tines or carry passengers.  

• Drivers must stop and switch forklift off whilst speaking on radios or mobile phones.  
• Hands free radios or phones are not permitted whilst operating equipment.  

• When travelling without a load, the tines must be as low to the ground as possible.  

• Forklifts are not to be stored in exhibition halls or docks; a forklift parking area is allocated 
on the loading dock.  

• Forklift gas bottle must be turned off at the valve and keys are to be handed to Security 
Control Office before the contractor leaves the site.  

Man Cages  

At no time can persons other than the operator be transported by forklift from one place to another. 
Man cages are not permitted at the GCCEC.  

Forklift Tyres and Damage  

All forklifts, which are required to operate in the GCCEC arena and halls must either have white non-
marking tyres or have tyres covered to protect the carpet. 

Damage caused by forklifts or their loads during movement shall be reported imme diately to the 
GCCEC Safety and Security department (phone: 5504 4050) and documented.  
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If hiring GCCEC forklift:  

• Complete form 12.0 Lifting Equipment Hire Form available on the GCCEC website.  

• Report any fault to GCCEC Safety and Security department immediately.  
• Conduct prestart check of the machine as per vehicle prestart checklist and log book 

checklist, including full range of movement of machine tested (e.g. lift, tilt, side shift).  

• Understand the limitations of the machine as per the Load Chart.  

• Fasten seat belt before travelling.  
• Operate controls from within cabin.  

• Travel with load at correct height.  

• Ensure load is stable.  
• Travel correctly up/ down inclines.  

• Use horn when approaching blind corner or entry.  

• Leave fork with tines flat on ground when parking.  

• Park without affecting fire exits, etc.  
• Leave in a clean state.  

• Return key to security control office.  

• Operator to inform security of change of gas bottles.  

 

3.17 Gas Cylinders  

Any organiser or exhibitor wanting to use LPG as part of their event must receive approval from the 
GCCEC. LPG cylinders used to fuel moving plant do not require approval.  

Gas cylinder cages are located at the loading dock. The cages can be used by contractors and 
exhibitors requiring gas cylinder storage on-site during an event. All cylinders must be removed from 
the cages at the end of the contracted event agreement.  

The GCCEC Safety and Security department will control access to these cages and they can be 
opened upon request.  

Storage is based on availability and the Centre accepts no responsibility for any loss or damage 
caused to the cylinders.  

Should the above be unavailable, contractors and exhibitors must supply their own storage cages, 
compliant with regulations for storage of gas cylinders. 

For more information, please contact your event manager.  

 

3.18 Generators / Compressors  

Any organiser, contractor or exhibitor wanting to use generators or compressors (including any 
aerotechnics such as confetti canons) must receive approval from the Centre and adhere to the 
following guidelines:  

• Obtain permission from the GCCEC for equipment to be used.  
• Use of compressed CO2 systems if possible.  

• Use of Low Smoke Generator (LSG) if possible.  

http://www.gccec.com.au/assets/Downloads/F12%20Lifting%20Equipment%20Hire%20Order%20Form%202015%20-%202016.pdf
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• Ensure a minimum exclusion zone of two (2) metre distance is maintained from the system.  
• Position the unit clear of people to minimise noise and exhaust fume impacts.  

• Position in a well ventilated area.  

• Do not obstruct public access or roadways.  
• Schedule re-fuelling for quiet times.  

• Place drip trays under units.  

• Use of fire retardant confetti flutter if possible.  
• Protect leads and hoses from damage and place in trays or overhead to prevent trip hazards.  

• If operating internally, contact the Security Control Office to isolate smoke detectors in the 
area and have exhaust fans operational.  

• Use appropriate approved container/s. 
• Supply appropriate fire extinguisher. 

• Fuel must be stored outside the building, away from generators.  

 

3.19 Housekeeping  

It is extremely important that your designated area is kept clear of rubbish build up. Contact your 
event manager for further details.  

Materials of any kind may not be stored or placed in designated fire exit lanes.  

Garbage or items left on the floor increases the potential for injury or fire, not only to your staff, but 
also to everyone else who happens to pass by. Good housekeeping is everyone’s responsibility.  

At no time can any paint, thinners, hazardous or suspect substances be disposed of by pouring them  
down the drainage system.  

 

3.20 Lasers  

Laser light shows are frequently included as a form of entertainment at many events. Organisers and 
event managers need to be aware of any potential hazards in the use of lasers and accidents that 
can occur, involving laser light equipment or medical lasers used for display purposes.  

Licensed personnel should only operate lasers and establish no go zones during laser operation.  

By regulation all lasers must comply with the provisions of Australian Standard AS 2211, Laser Safety.  

 

3.21 Manual Tasks  

When undertaking manual tasks remember to:  

• Identify tasks that may involve hazardous manual handling when planning events and 
include the manual handling controls in the risk assessment.  

• Plan the layout and loading of items to minimise manual handling.  

• Use mechanical lifting equipment to move loads wherever possible.  
• Break-down loads to manageable weights.  

• Consult with workgroups to control manual handling.  
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When setting up a coffee station at an exhibitor stand, the table it is stationed on must be 70cm 
wide, 90cm high and 180cm long.  

 

3.22 Naked Flames  

Naked flames include candles, burning incense, gas fires, sparklers, fuel lanterns, or any other flame 
used for display, set or theatrical purposes.  

The GCCEC has strict fire protection requirements and as such, all naked flames must be limite d and 
adequately controlled. Anyone wishing to use naked flames as part of a display, table centrepiece, 
theming, set design or theatrical performance, must obtain approval from the event manager.  

Exhibition stands are only permitted to have naked flames where it is part of their product range or 
essential for the demonstration of their product. The flame source must be positioned so that it 
cannot be knocked over or come into contact with any person or flammable item. An appropriate 
fire extinguisher must also be positioned near the stand.  

Naked flames should be avoided for theme or set design purposes, and only used when the effect 
adds to the artistic merit of the overall design, and consideration has first been given to the use of 
non-burning flame effects.  

Depending on the nature of the flame, the Centre may need to isolate smoke detectors to prevent 
false alarms. In this case, a GCCEC safety and security officer must be assigned to the area. In some 
instances charges may apply. Please check with your event manager.  

Notwithstanding the prior approval to use naked flames, nominated Centre representatives may 
stop or postpone the use of naked flames at any time if they are not satisfied with the safety 
precautions.  

Tea light candles used must be kept in a candle holder large enough to ensure that wax fallout to 
furniture or linen does not occur. Additional cost may be incurred if damages as a result of melted 
wax occur.  

Where deemed necessary by GCCEC additional measures may be required to facilitate fire 
prevention and guest safety.  

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

LED or other illuminated candle substitutes are preferred.  

 

3.23 Noise Levels  

GCCEC guidelines include:  

• Assess potential high noise levels when planning events.  
• Locate loud equipment away from people where possible.  

• Notify patrons if an event is to involve sudden load noises.  
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3.24 Outdoor Events  

Approval from the GCCEC must be obtained. Guidelines for any outdoor events include:  

• Use appliances etc suitable for outdoor environment and ensure any electrical equipment 
which is to be used near wet areas is RCD protected.  

• Use a competent company to erect and dismantle marquee ensuring necessary 
documentation in place (e.g. own risk assessment and public liability insurance cover).  

• Position barbecues away from any structures or items that would facilitate rapid spread of 
fire.  

• Supervise barbeques and ensure fire fighting equipment is adjacent.  
• Ensure food handling, preparation and cooking is carried out by competent personnel.  

• Where alcohol is sold, ensure necessary licensing requirements are adhered to.  

• Do not allow oil to drip onto the floor. Use drip trays and non-slip mats.  

 

3.25 Pyrotechnics  

The use of pyrotechnics is prohibited without prior notice and approval from the GCCEC and QLD 
Fire and Rescue (QFRS).  

The 9.0 Fireworks Application Form is available on the GCCEC website and is required to enable 
pyrotechnic activities and must submitted to the event manager no later than forty five (45) days 
prior to your event. The Centre will require a risk assessment from the licensed operator. The 
conditions of approval are stated on the application form.  

At least two suitable fire extinguishers and persons trained in their use must be available for the 
duration of the display. The two persons shall be either a person nominated by the pyrotechnics 
supervisor or a GCCEC safety and security officer.  

All pyrotechnic and special effects displays must be under the control and supervision of a certified 
shot firer who will personally supervise the display, including the security of the pyrotechnics whilst 
on site, safe storage and coordination of events.  

The pyrotechnic supervisor must inspect the pyrotechnics and associated equipment prior to their 
use. Only pyrotechnics used within the display are to be held at the display area and must be kept in 
a locked carry box. Any damaged pyrotechnics must be secured and returned to the manufacturer. 
Damaged pyrotechnics must not be used.  

Pyrotechnics used must be securely affixed so that the charge will fire as vertical as possible or away 
from spectators, ensuring that no possibility exists for them to fall loose.  

All manufacturers’ conditions for safe use are to be followed by the supervisor and there shall be a 
clear zone where no person, set, curtain or scenery shall be allowed within a minimum of three (3) 
metres of any display.  

Line rockets or any other pyrotechnics installed over audience seating are prohibited.  

Pyrotechnics or special effects are not to be left unattended or unprotected once on GCCEC site and 
must be kept in a locked carry box.  

GCCEC security must confirm smoke detection has been isolated prior to firing.  

http://www.gccec.com.au/assets/Downloads/F9%20Fire%20Works%20Application%20Form%202015%20-%202016.pdf
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Firework displays must be completed by 21:00 (9.00pm AEST).  

If approvals are not obtained, fireworks will not occur. The approval process may take a minimum 
of 30 days. 

 

3.26 Raised Floors, Steps and Ramps  

Legislative requirements: The Commonwealth Disability Discrimination Act (DDA) 1992 makes it a 
federal offence to discriminate on the basis of disability.  

It is important to note that while the National Construction Code and the Australian Standards set 
the minimum requirement for access, they do not ensure compliance under the DDA.  

It is vital to give careful consideration to the provision of safe and equitable access for everyone.  

In accordance with the Disability Discrimination Act (DDA) 1992 (S23, S24) all stands within an 
exhibition that are intended to be occupied by members of the public must be accessible to people 
with a disability.  

All raised floors steps/stairs and ramps must comply with the relevant sections of the National 
Construction Code and Australian Standards.  

Floors – Dance  

Elevated work platforms, boom lifts or similar heavy equipment, weighing in excess of 300kg is not 
to be driven on the dance floor and/or sections of the floors at any time.  

Floors – Edging  

Where possible all corners on aisle and walkways must be rounded (no sharp corners) and tapered 
down from stand floor level to existing floor level to ensure that no trip hazard exists. A corner 
nosing is recommended for all corner edges.  

Ramps and landings with drop-offs must all have edge protection, shall have lips, walls, railings or 
projecting surfaces that prevent people from slipping off the edge.  

All raised flooring must be treated in such a way to reduce trip or slip hazards and be clearly 
distinguishable from the surrounding floor area. This can be achieved by the  use of markings, 
contrasting edge, tactile surface indicators, non-slip materials and effective lighting.  

Stand edging is the responsibility of the stand owner and must be continually monitored during the 
event to ensure that it remains in good condition.  

All ramping must be incorporated within the stand floor space and must not encroach into the aisle 
way.  

Floor Levels  

Slips, trips and falls are a major cause of injury and litigation. It is therefore recommended that 
raised flooring be avoided wherever possible. Any change in floor level or surface is a potential 
tripping hazard. Where changing floor levels occur, every effort should be made to avoid an incident 
through the use of non-slip materials, contrasting colours, tactile indicators and effective lighting.  
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Where ramps are required, careful consideration should be given to the number and location of 
these ramps to ensure minimal inconvenience to users.  

Bark, pebbles, dirt, and other loose materials must be steady under foot  

Ensure that steps are constructed for all raised floors where the height exceeds 190mm as per BCA 
requirement.  

Ensure handrails are provided where six (6) or more steps are provided or height exceeds one (1) 
metre. The handrail must be 865mm minimum in height.  

Ensure that the gap/opening from the nosing line of a step to a rail does not exceed 125mm. 

Floor Surface  

All floor surfaces should be constructed to ensure safety through the use of firm, slip resistant 
materials and should be traversable by all users.  

All floor coverings including carpet must be securely attached and exposed edges must be fastened 
to floor surfaces and have trim along the entire length of the exposed edge.  

Carpet should have a level, low pile and a firm pad or no pad at all underneath it. Any loose 
carpeting shall be taped or secured to the floor surface.  

 

3.27 Temporary Structures  

All temporary structures should be professionally designed, structurally sound and should contain 
reasonable provision for:  

• Safety of persons to be accommodated in the event of fire including means of egress.  
• Prevention of fire.  

• Suppression of fire.  

• Health of persons accommodated.  

• Patrons must give consideration for wheelchair access to the stand.  

All structures over 2.4 metres in height, where persons either staff or guests gather must be certified 
by an engineer and approved by the GCCEC.  

The reduction of the existing level of fire protection is not permissible. Designers and builders have 
an obligation to design and construct to these principles and any relevant standards or legislation 
while meeting the special needs of their Client. Parts of these principles include:  

• Stands over 18sqm where roofing is fitted must have a “Smoke Detection Device” and have a 
fire extinguisher installed.  

• Audience chairs within a temporary structure must be secured in groups of no less than four 
(4) and no more than 16.  

• Maximum seats in each row must not exceed eight (8) where there is an aisle at one end 
only or 16 where there are aisles on both sides of the row (National Construction Code of 
Australia NSW H101.11.1).  
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Enclosed Areas  

Any enclosed display or event area that may limit the effective operation of existing GCCEC fire 
systems may require the installation of additional equipment, such as portable hose reels, 
emergency exit signs, emergency lighting, portable fire extinguishers and smoke alarms. Enclosed 
structures may only occur with the prior written approval from the GCCEC.  

 

3.28 Service Pits  

If service pit covers are removed to make connections to pit services, the covers must be replaced 
immediately, ensuring all lids are in position and secured.  

While pit covers are removed and work is being carried out on an open pit, risk must be minimised 
through implementing appropriate control measures.  

Alternative material is not to be used as a substitute for the metal covers.  

 

3.29 Vehicle Displays  

If you intend to have a vehicle display anywhere within the GCCEC arena, halls or in any public foyer 
areas, approval from the GCCEC is required. The company may be requested to:  

• Ensure that fuel tanks are sealed with a fuel cap and locked.  

• Provide the GCCEC Safety and Security department with a set of spare keys for the 
vehicle(s).  

• Drive at a speed less than 5kph.  

• Escort moving vehicles with a spotter.  

• Keep pedestrians clear of moving vehicles.  
• Ensure fuel tanks are full (vapours are explosive).  

• Minimise engine running times. Consider if additional ventilation is required to reduce 
exhaust fumes.  

 

3.30 Workplace Health and Safety QLD Inspectors  

WHSQ inspectors may enter a workplace and exercise their powers at any time while they are in the 
workplace. Inspectors also have the right to enter any place where:  

• There is specified high risk plant, for example lifts, amusement devices, cooling towers, air 
conditioning units, escalators, LP gas cylinders.  

While conducting the investigation the inspector may:  

• Observe or search any part of a place (e.g. observe the use of a machine; observe the work 
processes). 

• Take measurements. 

• Take photographs or video footage of anything at the place. 
• Take samples of things (e.g. samples of substances used at the workplace). 
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• Conduct tests (e.g. test for the presence of lead in paint).  
• Obtain copies of documents (e.g. training records, employee records, manufacturer’s 

instructions etc.). 

• Talk to managers, supervisors, workers and other people (e.g. take a statement from a 
worker who has witnessed an incident). 

• Cancel or suspend work, licences, approvals, certifications and authorisations.  

An inspector may seize:  

• Evidence of an offence against the Act (e.g. seize a defective power tool involved in an 
incident). 

• A thing that has been used to commit an offence against the Act. 

• A dangerous place or thing.  

Most of the time inspectors carry out their role without the need to formally exercise their powers. 
However, their authority to use these powers is necessary, particularly when they are investigating 
incidents and intervening where there are dangerous work practices.  

It is an offence to obstruct, threaten or interfere with an inspector who is exercising their powers 
under the Act.  

 

3.31 Work at Heights  

A large amount of work undertaken within the GCCEC requires work to be conducted from heights, 
such as rigging, shell scheme builds, building custom stands and two storey structures etc.  

For all tasks involving work from heights, preference should be given to the use of platform ladders, 
scissor lifts, or elevated work platforms or where possible bringing the work to ground level. It is 
mandatory that at SWMS be provided for all work involving Elevated Work Platforms (Scissor lift, 
Snorkel) 

Appropriate and approved harnesses or fall restraint devices capable of arresting a fall from a height 
of no more than 1.8 metres must be used whenever personnel are working at height. This includes 
riggers, scaffolders, stand builders, audio visual workers, lighting crews on trusses etc.  

Custom build stands/two storey structures require GCCEC approval. Approval will only be granted 
for the construction of two storey stands after the contractor provides a Safe Work Method 
Statement (mandatory) and agrees to abide by such documents. See also item 3.8 Construction for 
further details.  

Boom Lifts  

Boom lifts and scissor lifts may only be legally operated by individuals holding an elevated work 
platform certificate. It must be operated safely and in accordance with the manufacturer’s 
instructions. Log books are to be completed in all instances of use.  

Whilst in the bucket, boom lift operators should always wear a harness and ensure it is attached to 
one of the designed attachment points.  

Use on firm, even ground only.  

Emergency Retrieval – Spotter to lower boom using ground level controls.  
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Ladders  

If no other access system is reasonably practicable, a portable ladder may be used only if the ladder 
complies with AS 1892, is used in a safe manner and is only used to carry out light-weight work of 
short duration.  

When using portable ladders, the following is recommended to minimise the risk of falls:  

• Only use industrial ladders – domestic ladders should not be used.  
• Metal ladders must not be used when an electrical hazard exists.  

• Ladders must be used in line with manufacturers’ instruction.  

• Ladders should be firmly secured, tied off or held firmly by another person.  
• A ladder should not be ‘walked’ by the person standing on the ladder.  

• Only one (1) person on a ladder at a time.  

• Do not climb higher than the third rung from the top of the ladder.  

• Only work on a job within easy arm’s reach from the ladder.  
• Climb and descend facing the ladder maintaining three (3) points of contact.  

• Do not carry anything when climbing or descending.  

• Do not place ladders in vehicle or pedestrian traffic areas.  
• Stepladders should only be used in the fully open position.  

• Slip-resistant footwear should be worn when using ladders.  

An inability to comply with any of the above requirements indicates that a ladder is inappropriate for 
the work required, and should be replaced with a more suitable temporary work platform (e.g. 
scissor lift).  

GCCEC will not loan or hire out ladders for use. 

Rigging  

The GCCEC offers audio visual rigging services for exhibitions and banner requirements. Charges are 
applicable and can be confirmed by the GCCEC.  

All rigging details, including weights, temporary smoke detector isolation requests etc., must be 
submitted prior to the event.  

For further information on rigging at the GCCEC, please contact your event manager.  

Emergency Retrieval – Pulley system if accessing from above or scissor lift from below.  

Please be aware that no external personnel or contractors will be permitted to commence works on 
any exhibition shell schemes prior to the installation of ALL rigging points and truss structures. 

Roof Access  

No access to the GCCEC roof is permitted without written approval from the Centre. 

To obtain approval, please complete the Work at Heights Permit Form located at Security Control 
Office and submit with any required documentation. 

 


